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WHO WE ARE
Bannockburn Nursery School (BNS) is one of the oldest community preschools in Bethesda, MD,
providing a play-based early childhood curriculum since 1950. We believe in the value of learning through
play, with parental involvement – offering rich programming for children ages two through five.
Our school offers three bright and inviting classrooms, a kitchen, garden, two indoor play spaces and
multiple outdoor play areas.
PARENT PARTICIPATORY SCHOOL
We want all parents to feel comfortable and welcomed during these first years of your child's education.
We encourage you to join our wonderful community in the ways that most suit your individual schedule
and interests. Your participation strengthens our school and helps build life-long relationships among
families. Parents are welcome to volunteer in a wide variety of ways, big and small. We also understand
that working and raising young children is a big job, so there is never an expectation that parents volunteer.
For a detailed look at ways to participate, see the Parent Participatory Program section of “Our Program”
on page 15.
BANNOCKBURN COMMUNITY CLUBHOUSE
BNS is located in the Bannockburn neighborhood, housed in the Bannockburn Community Clubhouse. As
a member of BNS, you can rent the clubhouse at the “member rate.” Call (301) 229-9200 or visit the
website: www.bannockburncommunity.org.
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HEALTH AND SAFETY REQUIREMENTS
REQUIRED FORMS
All children MUST have an up-to-date and complete student file in order to attend school. The required
forms include:
• Confidential Student Information and Emergency Form
• Parent Agreement Form
• COVID-19 Liability Waiver
• Maryland Health Inventory Form
• Maryland Department of Health and Mental Hygiene Immunization Certificate
• Blood Lead Testing Certificate
• Medication and Medical Procedure Treatment Plan (only required for students who require medication or
treatment at school)
• Action Plan for Anaphylaxis (only required for students with a diagnosed allergy)
MEDICATION AUTHORIZATION
No medication will be given, with the exception of emergency first aid, to any child unless BNS has on file
the Medication and Medical Procedure Treatment Plan and the Action Plan for Anaphylaxis if applicable
to your student. Both documents must be signed by the child’s doctor and parent or guardian.
ILLNESS
In case of illness or accident, the parent (or designated emergency contact if parent cannot be reached) will
be phoned. The child will be taken to the hospital indicated on the Emergency Release Form if an
emergency occurs and circumstances allow for hospital choice. Parents should notify the school if a child
has a contagious illness. Our school makes every effort to protect the health and safety of the children.
Cooperation of parents in helping prevent the spread of contagious viruses, colds and flu is crucial.
Children should be kept at home for treatment and observation if he or she has any of these symptoms:







Fever (greater than 100 degrees by mouth and your child may return to school only after
his or her temperature has been consistently below 100 degrees without medication, by
mouth, for a minimum of 24 hours);
Vomiting (even once);
Diarrhea;
Chills;
General malaise or feelings of fatigue, discomfort, weakness, or muscle aches;
Frequent congested (wet) or croupy cough, or lots of nasal congestion with frequent
blowing of nose.
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HEALTH AND SAFETY REQUIREMENTS – CON’T.
Children with those symptoms should be kept home for 24 hours after symptoms stop. Also, children
should remain at home for 24 hours after beginning a prescribed medication. If, at the staff's discretion, a
child seems ill during school, the parent will be notified and must pick up the child.
In addition, parents should consider keeping children at home for an extra day of rest and observation if he
or she has any of the following symptoms:






Very stuffy or runny nose and/or cough;
Mild sore throat (no fever, no known exposure to strep);
Headache;
Mild stomach ache; or
If the child just doesn't seem like themselves.

Please notify the school immediately if your child contracts head lice or a communicable disease, such as
conjunctivitis, scarlet fever, strep throat, or chicken pox.
Smoking is not allowed in the building or outside when children are present.
CHILD PROTECTION
Early Childhood Educators are often in close physical contact with their students. Toileting and clothes
changing are usual activities that involve hands-on assistance as children develop these important self-help
skills. All teachers are trained in appropriate health and safety standards around these practices. Teachers
are required to complete Maryland State Department of Education (MSDE) Health and Safety trainings.
The MSDE Office of Childcare (OCC) requires mandatory reporting of any and all concerns around child
protection.
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SCHOOL POLICIES
EMERGENCY PLANS
Our complete Emergency Response Plan (ERP) filed with the Office of Childcare is available as a separate
document on our website.
Drills (Fire, Shelter In Place, and Lockdown)
As required by law, we will practice various safety drills each month, at different times of the day,
and under different weather conditions in order to be prepared in the unlikely event of an
emergency.
Emergency Contingency Plan
If an emergency occurs and we are unable to occupy our building, BNS staff will walk the children
to Bannockburn Elementary School. Teachers will wait with the children until parents/caregivers
arrive.
DISCIPLINE POLICY
For our youngest children (Twos), distraction and redirection are used. For children ages 3-5, we employ
Positive Discipline techniques, beginning by talking with the child about the situation and praise them for
using appropriate behaviors. At BNS we do not use “Time Out” as a means of discipline. We believe it is
important for all children to learn to be part of the group at school, which is ideal for learning selfregulation and self-advocacy.
DISMISSAL/EXCLUSION FROM SCHOOL POLICY
A child/family may be dismissed from BNS at any time, including, but not limited to, the following
circumstances:
1. A child presents issues which cannot be successfully managed in this environment.
2. A child exhibits excessively and consistently aggressive behavior.
3. A family consistently fails to pay tuition on time: All students must have up-to-date and complete
medical and emergency forms as required by our licensing agency, OCC. Students may be excluded from
attending school if forms are expired. All tuition payments continue to be due during any exclusionary
period.
Additional details relating to BNS’ Dismissal/Exclusion from School Policy are defined in the school’s
bylaws.
CLOSURES: INCLEMENT WEATHER AND UNUSUAL INCIDENTS
All closures will be posted on our website and communicated by email.
If there is inclement weather, BNS will follow MCPS decisions regarding school closings. If MCPS is
closed, BNS will be closed. For delayed openings, the Director will determine, on a daily basis, if BNS
should open late. Every effort will be made to come to a decision by 6:30 a.m. Parents must call the
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SCHOOL POLICIES – CON’T.
school or check their email for an announcement. The announcement will include a decision about lunch
bunch, if applicable. When BNS closes early, Lunch Bunch and Lunch Bunch Lite are canceled.
There are no refunds for snow/emergency days. If there are more than 5 snow/emergency days, we will
attempt to reschedule them (maximum of 2 days).
For all other unusual incidents, BNS will follow the guidelines of the Centers for Disease Control (CDC)
and Montgomery County government recommendations. We may choose to close even when MCPS is
open under special circumstances related to particular concerns around our facility and neighborhood. We
do not make up or refund days lost because of public health and welfare emergencies.
CLASSROOM TEMPERATURE
In accordance with COMAR regulations, if any classroom has a temperature at floor level less than 65° F,
or such other temperature as required, and no alternate room is available as a temporary classroom, such
class shall be cancelled for the day.
Parents will be notified via phone, email and/or voicemail. There are no refunds for missed days.
SPECIAL NEEDS AND INCLUSION
Each child who applies to BNS will be considered on an individual basis, making sure our program will
meet the specific needs of the child. We welcome therapists and shadows into classrooms as needed, paid
for by parents. Our teachers may administer confidential universal developmental screenings as
recommended by the DC Office of the State Superintendent of Education’s Early Stages program. Please
notify the director if you choose to opt out of the screening process. For a directory of professional service
providers recommended by the director and parents, please see Appendix B.
WEEKLY NOTES
Every Monday, Weekly Notes are sent via email, unless a hardcopy is requested.
TECHNOLOGY POLICY
BNS does not offer passive technology during school hours. On a limited basis, teachers and staff may
offer and facilitate age-appropriate interactive technology programs (including interactive programs
promoting health and fitness, audio books and music) that are designed to enhance the educational
experiences of our students. When these programs are used, children are encouraged to participate, but
may opt for alternate supervised activities if desired.
PRIVACY
BNS Nursery School will not disclose any information concerning children, families or staff.
STAFF QUALIFICATIONS
All staff at BNS Nursery School meet Maryland Department of Education’s Office of Childcare’s current
licensing requirements. For more detailed information, visit the OCC website Office of Child Care |
Division of Early Childhood (marylandpublicschools.org). All staff are trained in First Aid, CPR, and
AED use.
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SCHOOL POLICIES – CON’T.
CELL PHONE USE
We ask that you put your phone away when unloading and loading children in and out of your car, and
also when inside our building to drop off and pick up. Children love your full attention at these important
transition times. Please be advised that our teachers use their cell phones as camera/video recorders to
document observations and events at school. They also utilize cell phones for emergency communication.
ASBESTOS MANAGEMENT PLAN
The Bannockburn Community Club, in compliance with the U.S. Environmental Protection Agency
Asbestos Hazard Emergency Response Act (AHERA), has developed an asbestos management plan to
safely manage asbestos material in the building. This plan, filed in 1991, contains information on the
original inspection, follow-up inspections, which are conducted every three years, and response actions. A
copy of the plan is on file in the Bannockburn Nursery School office. Any parent can review this plan
during school hours.
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TUITION AND PAYMENT
2021-2022 School Year
TUITION COMMITMENT
Each family commits to pay the full annual tuition amount one month after the payment of their enrollment
deposit. Payments may be made annually (in September) or quarterly. Please inquire with Director about
financial aid. BNS Nursery School does not make up days or refund tuition for snow days or other
unexpected closures due to, but not limited to, all mandated closings by the Office of the State
Superintendent of Education and/or the state of Maryland or federal government.
Class/Schedule
Sprouts 2 Days/Week
Sprouts 3 Days/Week
Sprouts 5 Days/Week
Saplings 5 Days/Week
Mighty Oaks 5
Days/Week

Enrollment Deposit*
$500
$500
$500
$500
$500

Quarterly Tuition
$1,125
$1,500
$2,125
$2,125
$2,125

Annual Tuition
$4,500
$6,000
$8,500
$8,500
$8,500

*Please note that paid tuition deposits will be deducted from the first 2021-2022 tuition installment.
PAYMENT METHODS AND CONVENIENCE FEES
Families will receive invoices via email through QuickBooks. Through the QuickBooks invoice link,
families can make payments for regular tuition, Lunch Bunch tuition, and incidental voluntary expenses
such as Special Event Fees and fundraising contributions. QuickBooks payments are made through a bank
account EFT.
Families can also pay invoices by credit card through the school’s website. Credit card convenience fees
will be added to invoice amounts for website credit card payments.
LATE PAYMNT FEE
A fine of $25 is automatically levied if payment is not made within 10 days of the due date unless other
arrangements have been made with the Director, with an additional $25 per week for each subsequent
week that payment is late.
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PARKING, TRANSPORTATION, DROP-OFF AND PICK-UP
DROP-OFF AND PICK-UP OF CHILDREN
1.
All cars should arrive between 9:25 and 9:35 a.m. and pull up to the front door so that school
“greeter” can open car doors for children. This procedure will allow for a smooth flow of traffic with
fewer delays. Children may not be dropped off until there is a greeter at the door.
Keep doors closed while your vehicle is in motion during drop-off and pick-up.
All cars for transporting children must have adequate insurance and rear door safety locks. Seat belts and
car seats or booster seats must be used in accordance with Maryland law.
PARKING LOT
The parking lot is for Staff only. If you are not co-oping, you can park on the street and walk up the gravel
path. Walkers should use the path next to the driveway and avoid the center of the parking lot.
Children are not permitted to play in the parking lot unless an adult has closed off the entrance and is
supervising.
TRANSPORTATION/LEAVING OUR PREMISES
There is no transportation provided for students at BNS. All parents must complete the Travel and Activity
Authorization form for children to leave our building. Field Trips range from a nature walk around the
block to attending a morning at Homestead Farm.
FIELD TRIPS
With the exception of the annual trip to Homestead Farm in the fall, special programs and shows are
usually performed at the school. Occasionally for our field trips, parents volunteer to drive a carpool of
children from the school to the field trip locations and back. On the day of the trip, child car seats or
booster seats must be provided by parents. In addition, although the teachers will be present for all field
trips, each parent driver accepts responsibility for supervising and accompanying the children that ride
with that parent throughout the entire duration of the field trip.
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CLASSROOM POLICIES
COMMUNICATION
Parents are encouraged to speak directly to their child’s teacher or the Director if concerns arise. Messages
to Lead Teachers should be communicated by email. All messages to a teacher MUST be in written/email
form. If your child is to go home from school with anyone other than the approved caregivers, you MUST
bring a note to school or send an email to the Lead Teacher or Director. We will not permit a child to go
with someone who is a stranger to us without advance notice from the parents.
Teachers will communicate with parents through e-mail or by phone. Staff phone numbers and email
addresses are included with the school directory. Any unusual incident during the school day will be
reported to parents through e-mail or a phone call.
PARENT/TEACHER CONFERENCES
Teachers are available for conferences with parents at any time during the year. Teachers will hold at least
one parent conference during the year and more if needed. Conferences are held at school and alternate
dates will be provided if you are not available on the scheduled date. Parents are encouraged to initiate a
conference with their child's teacher or the Director at any time with concerns about the child or the
program.
SIBLING HELPERS
We love to have our alums visit to help. Please inquire in advance with your child’s teacher and we will do
our best to accommodate these requests up to two times per school year. There is limited space in our
classrooms for helpers on any given day based on lesson plans.
CLOTHING
Children should wear comfortable play clothes to school. All clothes are to be clearly marked with your
child's name. Each child should bring a change of clothes (underpants, shirt, pants, socks) also marked, to
be kept at school. Please change these according to seasons. All removable children’s clothing such as
sweaters, coats, and boots should be labeled with the child’s name.
Outdoor play is an integral part of the daily program. We also ask that rain or snow boots be brought in as
needed. Please dress your child in clothes appropriate for outdoor play and cold weather, since classes go
outside every day. Parents supply diapers for those children who need them.
SNACKS
BNS will provide a daily snack to the children. If families would like to bring in birthday cupcakes as the
snack during school, coordinate the snack with your child’s teacher.
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CLASSROOM POLICIES – CON’T.
BIRTHDAYS
Birthdays are very important days for young children. Parents typically provide “school safe” cupcakes or
other special treats for their child to share with their friends at snack time. Teachers will coordinate these
celebrations and provide specifics in advance of each child’s special day.
Thanks for the kind invitation, but…
Teachers are generally not available to attend children’s off-site celebrations due to their busy work
schedules and family responsibilities.
PETS AND ANIMALS
All classroom pets are kept in compliance with local ordinances governing the keeping and maintenance of
animals. All pets or animals will be kept in appropriate cages or tanks and cleaned regularly.
SHARED SPACE GUIDELINES
All of our classes share time on the playground and in our indoor common rooms, the “Ballroom” and
“Grill Rooms.” These spaces are also sometimes used by families before and after school. Please see
Appendix C for more information.
PLAYGROUND AND OUTDOOR STORAGE/BIKE SHEDS
A minimum of two adults must be with a group of children when children are playing outside.
Children are not permitted to enter the bike sheds.
WHAT TO BRING AND WHAT NOT TO BRING TO SCHOOL
Children should not bring toys to school. If a child brings a security object, it should be kept in the tote
bag.
Children should not bring gum, candy, or any other food or drink to school, except for food for Lunch
Bunch. Children should have breakfast at home.
Please have your child bring a tote bag, labeled with his/her name, to school every day.
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OUR PROGRAM
Bannockburn Nursery School provides a play-based curriculum that appropriately suits the needs of our
children’s early childhood foundation. Each Lead Teacher carefully develops lesson plans to help every
child become an enthusiastic learner. We believe this philosophy provides the strongest possible
foundation for future academic success. Our goal is to guide children and allow them to learn at their own
pace and in ways that are age appropriate. Classes are generally divided by age with a gender balance. A
variety of methods and materials encourage exploration and creativity for young children within thoughtful
learning-throughplay activities. The curriculum is not set up as formal isolated subjects, but as in-depth
experiences which lay foundations for future learning.
Each class is specifically tailored to focus on the individual age group it serves with our programs all
building towards the goals highlighted in the curriculum below:
Social Emotional:
● Regulate and recognize own emotions and
behaviors
● Establish positive relationships – with friends
and adults
● Participate cooperatively and constructively in
group situations

Language & Literacy:
● Listen and understand increasingly complex
language (follow directions)
● Use language to express thoughts and needs
● Use appropriate conversational and other
communication skills
● Demonstrate phonological awareness
● Demonstrate knowledge of the alphabet
● Demonstrate knowledge of print and its uses
● Listen and respond to books
● Demonstrate pre-writing/reading skills
● Appreciate the joy of reading

Cognitive Development:
● Observe objects and events with curiosity
● Approach and solve problem flexibly
● Show persistence in approaching tasks
(willingness to try new things, take risks and make
mistakes)
● Explore cause and effect
● Apply knowledge or experience to a new
context

Cognitive Development - Math:
● Use number concepts and operations
● Compare and measure
● Demonstrate knowledge of patterns and shapes.

Cognitive Development - Science:
● Use scientific inquiry skills (questioning,
observing, predicting, analyzing, recording …)
● Explore characteristics of living things, physical
properties of objects/materials and the Earth’s
environment

Cognitive Development - Social Studies:
● Demonstrate sense of self and others
● Show basic understanding of people and how
they live
● Begin to learn basic geography

Cognitive Development - The Arts:
● Create and explore the visual arts
● Create and explore musical concepts
● Create and explore dance and movement
● Create and explore drama through action and
language
● Appreciate different forms of art

Physical Development – Gross and Fine Motor
Skills:
Gross Motor
● Demonstrate basic locomotor skills (running,
jumping, hopping, galloping, skipping)
● Show balance while moving
● Climb up and down
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● Pedal and steer a wheeled vehicle
● Demonstrate throwing, kicking and catching
skills
Fine Motor:
● Control small muscles in hands
● Coordinate eye-hand movement
● Use tools for writing and drawing

Interest Centers
Our classrooms each are designed with numerous distinct interest centers as prescribed by the National
Association for the Education of Young Children (NAEYC). These environments offer ample and varied
experiences for social and emotional learning such as persisting, sharing, cooperative play, developing
self-esteem and resiliency, and successful problem solving. Developing fine motor skills, collaborating and
inspiring imaginative play are also core components of the classroom environment.
Music and Movement
Singing, rhythmic activities, listening, playing rhythm instruments, and exposure to a wide variety of
music is often combined with dancing and marching to incorporate gross motor activity.
Social and Emotional Foundations for Early Learning (SEFEL)
Developing skills around persistence, resiliency, and empathy foster successful interactions with peers and
create a feeling of success when problem-solving and managing conflicts.
Autonomy and Self-Help Skills
We work with each individual child to help them acquire and practice desirable attitudes and habits
including important self-help skills such as hand washing, eating and drinking safely, buttoning, zipping,
dressing, putting on and off shoes and boots, and toileting. Gaining independence builds confidence.
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PARENT PARTICIPATORY PROGRAM
It is important to us that all families feel welcome and included at BNS. Parent involvement is an integral
component of our community-based preschool. Our parents provide a strong base of support for our school
in a wide variety of ways. BNS is a Parent Participatory Program, which means parents are welcome to
volunteer in a wide variety of ways, big and small, that suit each family’s interests and schedule. We also
understand that working and raising young children is a big job, so there is never an expectation that
parents volunteer.
Classroom Volunteers
Enjoy a full morning helping in the classroom or stop in and share a book or a cooking project for 15-30
minutes. We are an inclusive community and look forward to sharing your cultural traditions and customs
with your children’s classmates. Teachers coordinate schedules for parent participation to fit with lesson
planning.
Field Trip Chaperones
Driving and chaperoning is essential in getting everyone to our destinations as the children learn about our
broader community.
Class Parent
Room parents are responsible for coordinating communication and support for your classroom teacher’s
volunteer/special event/special project needs.
Housekeeping and Toy Sanitizing
Parents can sign-up on a monthly basis to sanitize toys and clean their child’s classroom.
Classroom Support
Each teacher has a list of jobs including occasional grocery purchasing, sewing repairs for dress up clothes,
light carpentry needs, and pet helper. Find something that works for you! BNS will conduct sign-ups for
these jobs at the Fall General Meeting.
Annual Auction
Our auction committee works throughout the year planning our fun-filled annual fundraising event.
Movie Nights
Support our school by working on fall outdoor movie night, or our family movie nights throughout the
year. This is a great way to connect with parents outside of your child’s class.
Board of Directors
The BNS Board of Directors supports the Director in considering new policies, programs and initiatives
and serves as the primary support for all fundraising and special events each year.
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A DAY AT BNS
A Morning at BNS is made up of three segments: free play which involves exploration at various
classroom centers, group time which includes structured teacher-led activities, and self-directed outside
time which focuses on gross motor skill development and individual social/ emotional growth. The order
of occurrence and length of time for these three periods differ for each age group.
Free Play
Free play allows children to become comfortable and confident in discovering and pursuing their own
interests. All classrooms are arranged with specific learning centers that include blocks, dramatic play,
manipulative toys, cooperative games, easels for art, a sensory table, and a wide variety of books to be
enjoyed in a welcoming setting. Each child may spend time in any designated area of the room and may
choose an activity according to their inclination each day. Each child is encouraged to use this time
intentionally and to interact with other children. Caring for and putting away materials are important parts
of free play.
Group Time
This period encompasses several different areas: circle time, quiet time, snack time, and other teacherplanned lessons. Classes gather together at Circle Time. Number concepts and early literacy skills are
presented through stories, songs and games. The child's music program is rich with songs, rhythms and
rhythm band, and teacher-led movement. During quiet time children may listen to music, look at books, or
play a quiet learning game. Children participate as helpers at family-style snack time, taking turns as cup
or napkin helper and serving themselves food and water. We give thanks for our food before eating and
encourage the use of acceptable table manners. Fine motor skills are strengthened as the child creates with
art materials and manipulative toys such as pegboards, play dough, and puzzles. Art is typically created
during free play as an interest area individually or in small groups though teachers may also present
creative projects for the whole group.
Outside Play
Outdoor play is a fundamental component of each day. Playing on the playground equipment helps
develop gross motor skills, offers abundant socialization and conflict management opportunities. We
encourage appropriate risk-taking so children can propel their skills forward while learning to navigate
their physical limits. Learning to get along with friends, learning about safety on the playground, and using
imaginations in new and exciting ways are also important aspects of productive outdoor play. Children
play outside daily, weather permitting. In the event that we cannot go outside, our indoor “Ballroom”
space, is set up with a wide variety of play equipment such as tumbling mats, climbers, slides, parachutes,
balance beams, balls, and hula hoops.
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Appendix A – Healthy Eating Best Practices Policy
BNS Nursery School has created this policy around best practices laid out by Zero to Three, the Early
Childhood Learning and Knowledge Center, the National Center on Early Childhood Health and Wellness,
the National Health and Safety Performance Standards Guidelines, and the American Academy of
Pediatrics.
“Feeding and mealtimes are important for children to grow healthy and strong. But they are also about
much more than promoting a child’s physical development. They provide rich opportunities to support
your child’s overall healthy development, especially social and emotional development. In today’s busy
world, the everyday routine of feeding can be a chance to slow down and connect with children. What’s on
the table feeds your child’s body, but what happens around the table feeds her heart and mind.”
What we DO:
• Sit down together at the table to model positive
social engagement
• Share family-style snacks
• Encourage children to recognize their hunger
and fullness cues
• Support healthy food preferences
• Allow children to choose what and how much
they eat to develop and exercise their selfregulation skills
• Offer less preferred food multiple times
• Provide healthy choices of food

What we DON’T DO:
• Force, trick or shame children into eating foods
they do not want
• Use food as a reward
• Ask children to eat all the food they have
available
• Ask children to eat certain foods before others
(even dessert)
• Ask children to eat a food to please their teacher
or parent
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Appendix B – Professional Service Specialist List
The following list represents some of the area’s specialist services but is by no means intended to be
comprehensive. Parents should do their own research and choose providers based on their child’s
personality and needs. Insurance coverage varies widely from practice to practice. We encourage parents
to share with us any great therapist/resource services they recommend, and we will add to this list for our
community.
Publicly funded assessment and referral services:






Child Find of Montgomery County 240-740-2170 provides free developmental screenings for
children from three years of age until kindergarten.
https://www.montgomeryschoolsmd.org/departments/special-education/programs-services/ childfind.aspx
Montgomery County Infants and Toddlers Program (MCITP) 240-777-3997 MCITP provides
early intervention services to assist families with their efforts to address their children's
developmental and special needs. MCITP serves families with children between birth and the
beginning of the school year following the fourth birthday.
https://www.montgomeryschoolsmd.org/departments/special-education/programs-services/
infants-and-toddlers.aspx
ChildLink of Montgomery County 240-777-4769 ChildLink is an information and referral service
for families with young children. https://www.montgomerycountymd.gov/HHSProgram/Program.aspx?id=CYF/CYFchildlinkp216.html

Private Assessment and Referral Services:
Child Development Consultants, 240-342-6066 www.childdc.com Offers child observations at home or
school and then provides individualized support, strategies, and resources for young children, their
families, and the professionals who work with them.
Anxiety Disorders and Selective Mutism
• Dr. Lindsay Scharfstein, Center for Anxiety and Behavioral Change, Rockville 301-610-7850
www.changeanxiety.com
Behaviorists
• Robin Allen PhD, Silver Spring www.robinallen.com/index.html • Jane Barbin PhD, Applied Behavior
Analysis in Autism Spectrum, Developmental and Behavior Disorders, Herndon VA 703-855-4032
www.behavioraldirections.com
Child Psychologists
• Alvord, Baker & Associates, Rockville and Chevy Chase 301-593-6554 www.alvordbaker.com Offers
Play Therapy
• Wake Kendall Group PLLC, Washington, DC 202-686-7699 www.wakekendall.com
Developmental Pediatricians
• Kennedy Krieger Institute, Baltimore 443-923-9200 www.kennedykrieger.org
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• Dr. Susan Pratt, Developmental & Behavioral Pediatrics, Gainesville, VA 571-247-4544 • Dr. Dan
Shapiro, Parent Child Journey, Rockville 301 881-6855
Feeding Therapy and Orofacial Myology
• Pediatric Development Center, Silver Spring and Rockville 301-869-7505 www.pdcandme.com
General Parenting Support
• Gabriele Nicolet, Speech Kids, 202 306-0505 www.speechkids.com
• Parent Child Journey, Dr. Dan Shapiro, Rockville 301-881-6855 www.parentchildjourney.com a parent
training and support program
• Parent Encouragement Program (PEP), 301-929-8824 www.pepparent.org
• Weinfield Education Group advocacy 301-681-6233 www.weinfeldeducationgroup.com Educational
consultants providing advocacy and assessment for students with special needs
Neuropsychologists (psycho-educational testing)
• Children’s National Center for Autism Spectrum Disorders 301-765-5430 https://childrensnational.org/
departments/center-for-neuroscience-and-behavioral-medicine/programs-and-services/center-forautismspectrum-disorders
• Daisy M. Pascualvaca, PhD and Associates, Washington, DC 202-537-6155 www.pascualvaca.com
• The Stixrud Group, LLC, Silver Spring, MD 301-565-0534 www.stixrud.com
• Wake Kendall Group PLLC, Washington, DC 202-686-7699 www.wakekendall.com
Occupational Therapists
• Jenny Post Gorski, MS OTR/L, Pediatric Occupational Therapist, (301)933-5688 ext. 1,
jennypost.ot@gmail.com
• Leaps and Bounds, Tenleytown/AU 202-237-8737 www.leapsandboundsot.com
• Pediatric Development Center, Silver Spring and Rockville 301-869-7505 www.pdcandme.com
• Sensational Kids Therapy, Friendship Heights, LLC 202-244-8089 www.sensationalkids-therapy.com
• Skills on the Hill, Washington, DC 202-544-5439 www.skillsonthehill.com
Pediatric Neurologists
• Dr. Marc Difazio, Neurology at Montgomery County Outpatient Center, Rockville 301-765-5400
• Dr. Bennett Lavenstein, Pediatric Specialists of Virginia, Fairfax, VA 703-876-2788 specialist in
involuntary movement disorders
• Dr. Terry Watkin, Pediatric Specialists of Virginia, Fairfax, VA 703-876-2788
Pediatric Ophthalmologists
• Eye Doctors of Washington, Chevy Chase 301-215-7100 www.pediatric-ophthalmology.com
Physical Therapy
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• Pediatric Development Center, Silver Spring and Rockville 301-869-7505 www.pdcandme.com
Social Skills Groups
• Alvord Baker & Associates, Rockville and Chevy Chase 301-593-6554 www.alvordbaker.com
• Basic Concepts, LLC Speech Language and Educational Services, Rockville 240-447-8013
www.basicconcepts.org
• Child Development Consultants, 240-342-6066 www.childdc.com
• Expressive Therapy Center, Rockville 301-869-1017 www.expressivetherapycenter.com
Speech Therapists
• Chris Hwang, M.A., CCC-SLP, Director of Children's Innovative Therapy Group, LLC, SpeechLanguage Pathologist, (301) 913-9009 ext. 6, chrishwang@citgspeechtherapy.com,
www.citgspeechtherapy.com
• Kids Communication Center, Tenley Town 202-237-7079 www.thekidscommunicationcenter.com
• Metropolitan Speech Pathology Group, Van Ness 202-237-2927 http://kathyhosty.squarespace.com/about
• Gabriele Nicolet, Speech Kids, 202 306-0505 www.speechkids.com therapy at child’s home or school
• Pediatric Development Center, Silver Spring and Rockville 301-869-7505 www.pdcandme.com
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Appendix C – Playground Policies
BNS has created these policies to ensure the safety of all children in our community.
Playground Use
The BNS playground is reserved for BNS use during school hours. Parents and caregivers are welcome to
enjoy the playground when classes are not using them from Monday-Friday from 9:00am-2:30pm and
must accept full and complete responsibility for the safety of their children while using the play space.
Parents and caregivers are asked to be actively engaged with the children in their care while using the
playground.
Due to allergy concerns, no food is allowed on our playground except for classroom snacks served by
teachers. You are welcome to enjoy food from home at our picnic table outside the playground near our
entrance.
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Appendix D – Food and Snack Guidelines
Children with allergies require careful control of their environments. Please do your part to follow these
simple, but crucial guidelines to keep all of our children safe and healthy.
Before you enter the facility (building or playground)
Please make sure that there is no food residue on your or your child’s hands or open packets of snacks that
may spill on the floors or ground. This will keep our stair railings safe to hold and our play equipment free
of allergens.
Before you enter the classroom
Every classroom has a station near the door with wipes and a trash can. Children entering the class (and
anyone accompanying the child into the classroom) are required to wipe their hands and mouth and
dispose of their wipe before entering.
SNACKS, LUNCHES & CLASSROOM COOKING PROJECTS
Food from home might include:
• parent-provided snacks for the class to share
• lunches for Lunch Bunch participants
• parent-provided ingredients for class cooking projects
Specific snack restrictions may be provided to families depending on the needs of the children and families
enrolled. Homemade items that cannot be shared with the entire class are discouraged.
SHARED SPACES
Please remember that even if your child or none of the children in your classroom has an allergy, all of the
guidance still applies. We share indoor and outdoor play spaces, hallways, and the picnic grove. Children
may only eat food provided by or approved by BNS staff when on any of the facility grounds.
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THE BANNOCKBURN NURSERY SCHOOL, INC.
BYLAWS
(Amended July 2019)
i. NAME AND MEMBERSHIP
1.

Name. The name of this organization shall be The Bannockburn Nursery School,
Inc. (hereinafter “School”).

2.

Who Shall Be Members. The members of the School shall consist of each family
that has one or more children enrolled in the School.

3.

Enrollment. A child shall be considered enrolled in the school if he or she has
been accepted into the school by the Admissions Committee and the family has
paid to the School any tuition and fees due, including – at a minimum – an
application fee and the first tuition payment (two months’ tuition) for a specified
school year.

4.

Hereafter, the term parent(s) will include the designated legal guardian(s).

ii. ADMISSIONS


Non-discrimination Policy. Bannockburn Nursery School does not discriminate on the basis of
race, color, religion (creed), gender, gender expression, age, national origin (ancestry),
disability, marital status, sexual orientation, or military status in the admission of students; the
awarding of financial aid; the hiring of staff; or the election or appointment of members of the
Board of Directors.
1.

Eligibility for Admission.

a.

2-year-old class and 3-year-old class: children must be at least 24 months old by the time
he/she enters school.

b.

Five-day 3-year-old class: children should be at least 3 years old by September 1 st of the
school year.

c.

Five-day 4-year-old class: children should be at least 4 years old by September 1 st of the
school year.

d.

From time to time a mixed-age class may be offered. In that case eligibility will be based on
the younger age outlined for the class, based on the parameters set above.
2.

a.

Application Form and Priorities for Admission. Each applicant for admission
must complete an application form and submit it to the Membership Chair with
an application fee, the amount of which will be decided by the Board of
Directors. Each applicant shall submit a copy of their child’s birth certificate or
other documentation stating date of birth. If applications exceed the number of
openings, a waiting list will be established. For applications received by the
deadline, admissions to the School and the waiting list will be based on the
following criteria listed in the order of priority:

Members applying for a child who is already enrolled and children of BNS employees.
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b.

Members applying for a child who will be attending concurrently with a sibling who is already
enrolled.

c.

Persons who, in the past, have had a child enrolled in the School.

d.

Persons who currently reside within the Bannockburn community or the Bannockburn
Elementary School District.

e.

Children of parents who attended BNS.

f.

Willingness and aptitude to fulfill crucial needs of the School.

The above-listed priorities must be claimed in writing by December 1 of the year prior to
enrollment, or the applying family will lose its right to claim any priority.
NOTE: These priorities apply to admission to the School. Placement to a specific class is guided by
the criteria in Section II.D and E of these Bylaws.
3.

Acceptance. The final determination for acceptance or rejection of the
application for admission of any child to the School shall be made by an
Admissions Committee. The Admissions Committee shall consist of the
Membership Chair, who will chair the committee; the President of the Board of
Directors; the Administrative Director; and the classroom teachers. In making its
final determinations, the Admissions Committee shall be guided by the
enrollment priorities set forth in Section II.C of these Bylaws. The Committee
may also consider the following: order of receipt of applications; the ratio of
boys to girls; the age of the child; whether the child has known special needs in
accordance with Section II.F of these Bylaws; whether the applicant’s family has
previously been subject to the procedure for addressing Bylaw violations set forth
in Section XIII of these Bylaws; the ability of parents to co-op, as set forth in
Section XII; and other criteria deemed relevant by the Admissions Committee or
the Board of Directors.

All applicants will be notified in writing as to the acceptance or rejection of their application for
admission to the School. A tuition deposit within the time period established by the Board of
Directors will secure the applicant’s position in the School, will bind them to the terms of the
application form, and will grant them all rights and responsibilities of membership.
4.

Criteria for Determining Classroom Placement. A child’s classroom placement
will be based on the previous classroom placement, as described below, and/or
age. For purposes of considering previous classroom placement, the normal
progression through the school is as follows: 2-day-2-year-olds, 3-day-3-yearolds (or in some years, a mixed-ages class compromised of 2- and 3-year olds),
and/or 5-day-3-year-olds, 5-day-4-year-olds. Generally, no class may be
repeated. Exceptions to class placement may be made based on teacher and
parent recommendations that must be approved by the Admissions Committee.
Parental preference will be taken into account on a case-by-case basis, but final
authority rests with the School.

5.

Applications of Children with Special Needs. Applications for admission of
children who have special needs (emotional, physical, and/or cognitive) will be
considered on a case-by-case basis by the Admissions Committee. If special
needs have been diagnosed, they must be made known to the teacher and Director
prior to admission or, if discovered after admission, as soon as possible. The
following conditions must also be met:
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a.

Parent(s) of a child with conditions requiring outside special service must provide the School,
in writing, with a current diagnosis by an appropriate professional and an intervention plan.

b.

The Admissions Committee must approve of the intervention plan prior to admission, or, if the
child is already admitted, prior to attendance.

c.

The parent(s) must agree to and must provide the School with periodic reports from
appropriate outside professionals in accordance with a schedule to be established by the
Admissions Committee. These reports will remain confidential, except as necessary to be
reviewed by: (1) members of the Admissions Committee to determine that the agreed-upon
intervention plan is being followed and (2) the Board of Directors if a family appeals a
decision of the Admissions Committee. If the Admissions Committee deems the diagnosed
special needs to be beyond the School’s resources, then the President shall inform the child’s
family that the application is denied. If the family wishes to continue the application process,
it is with the understanding that the Board will be given access to the previously confidential
reports, and the Board reserves the right to deny admission to the School.
iii. FINANCIAL AID

BNS provides funds to aid those families who need financial assistance in order to meet tuition costs.
The children of families applying for financial aid must first meet all the other requirements for
admission set forth in Section II of these Bylaws. In addition, their parent(s) must submit the financial
aid request form, and supporting documentation, to the Treasurer. Financial aid is generally awarded
one time per school year, prior to the fall semester and according to a schedule determined by the
Financial Aid Committee (comprised of the President, Treasurer and Administrative Director).
Financial aid decisions are based on the Committee's assessment of an applicant’s needs and the
budgeted funds available. When awarding financial aid to new BNS students, priority is given to
students with siblings currently enrolled, or previously enrolled at BNS.
Families who have a change in financial circumstances during the school year may also apply for
financial aid. However, BNS cannot guarantee the availability of funds to families whose financial aid
forms are submitted later than the stated deadline.
Applicants for financial aid cannot be guaranteed that they will receive a full or a partial financial aid
package. Furthermore, receipt of financial aid for one year does not guarantee that financial aid will
be awarded for the following year. Families must apply for financial aid annually.
On occasion, the recipients’ financial situation may improve during the course of the year. In this
case, it would be the recipients’ responsibility to inform the school that financial aid is no longer
needed. We expect all families, regardless of financial status, to fully participate in the life of the
school—including fundraising and community-building events—to the best of their ability.
If the Treasurer or the President applies for financial aid, he or she will be replaced by the Vice
President on the Financial Aid Committee. If both apply for financial aid, then the Membership Chair
will also be a replacement on the Financial Aid Committee.
All information concerning financial aid applications and awards will be kept strictly confidential.
iv. MEDICAL INFORMATION

BNS requires that all students must receive the immunizations required by the Maryland State
Department of Education and Office of Child Care prior to the start of the school year. Immunizations
must be turned in to the Director by the first day of school and kept up-to-date for all children.
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In addition, the parent(s) shall have the child’s physician complete the required health forms
attesting to the child’s health before the beginning of each school year. This must include proof of
current immunizations and a lead screening. The physician must attest to the child’s sound health
unless a special need has been identified to the School prior to enrollment.
v. RELEASE OF INFORMATION FORM

All staff members and co-oping parents must submit a notarized release of information form, which
authorizes the Office of Child Care (OCC) to have access to any files or records of child and adult
abuse or neglect. This form is required by the first day of school. Co-oping parents will be required
to submit fingerprints to the OCC when mandated by the OCC.
vi. CUMULATIVE RECORDS

Each child enrolled in the School will have a cumulative records file, which shall be maintained in
accordance with all state certification requirements. This file shall include all pertinent information
acquired during attendance at the School, i.e. the application form, the health forms, immunization
form, emergency information forms, the student’s performance records, field trip permission slips,
and enrollment/withdrawal information.
The application information shall include, but not be limited to: full name, sex, date of birth, name(s)
of parent(s), residence address, and telephone numbers. A child’s emergency information form shall
list physical or other impairments; restrictions on participation in any aspect of the school program
due to physical or other impairment; records of disease, illness, and allergies which might require
emergency action by School personnel; and name, address, residence, and business telephone
numbers of persons to be notified in case of emergency.
vii. RIGHT OF PRIVACY/ACCESS TO RECORDS

Only teachers, Educational and Administrative Directors, and the child’s parent(s) will have access to
the pupil’s cumulative records. The Administrative Director will maintain the files in the School office
in a locked filing cabinet. Receipt of the Bannockburn Nursery School Handbook will serve as each
parent’s notice of his/her right of access to such records. The files shall not be removed from the
Administrative Director’s office, and the parent(s) must view the files at the office. No other persons
are to have access to the files without written permission from the child’s parent(s). The
Administrative Director shall maintain a record of requests for personally identifiable information
from the student’s record, which shall include:
a.

Name of child whose records were reviewed or released;

b.

Name of the person or entity given access; and

c.

Date of the review or release of information.

Records will not be released without the written consent of the child’s parent. If the parent(s)
choose to appeal a decision to dismiss a child pursuant to Section XI, of these Bylaws, then the
parent(s) must provide written consent to release copies of the child’s records to the Board of
Directors. After two years following the student’s withdrawal from the School, the individual records
shall be destroyed, unless the parent(s) requests in writing before the last day of that following
school year that the records be provided to them, in which case they will be given such records.
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Publication of a child’s name, age or photograph, where publicly available, will be done only with
authorized consent from the parent or guardian. Authorization must be done each school year, and
can be updated by the parent or guardian. A consent form shall be made available to the
membership.

viii. AUTHORIZATION TO ADMINISTER MEDICATION

The School discourages the administration of medication to children in school during the school day.
If possible, medication should be administered before or after school. School personnel will, when it
is absolutely necessary, administer medication to children during the school day according to the
following procedures and in conformity with all requirements imposed by law:
a.

No medication will be administered in the School or during school-sponsored activities until
the child’s parent completes, signs, and dates the appropriate authorization form which can be
obtained from the Administrative Director, and which must release the School and its
employees from liability.

b.

All medication must be hand-delivered to the School by the parent or by an adult specifically
designated in writing by the parent. In no circumstances will the School staff administer
medication that is brought to the School by a child.

c.

The first day’s dosage of any prescription medication must be given at home.

d.

The parent will be responsible for submitting a new form to the School each time there is a
change of dosage or a change of time of administration.

e.

In no case may any School staff member administer medication, including non-prescription
medication, outside the framework listed above, with the exception of minor topical
medications.
ix. IDENTIFICATION OF SPECIAL NEEDS

Because delays in early development may point to a later learning disability, early identification and
intervention are important. The teacher and parent(s) should work together to understand and
address any special needs. Information pertaining to matters under this Section shall be maintained
in strictest confidence by all staff and the President.


Responsibility of Parent(s)

a.

Parents should inform the teacher if they have observed any behavior of concern related to
their child’s social, emotional, or physical development.

b.

Parents should make the teacher aware of any professional evaluations or special programs in
which the child has participated (e.g., speech therapy, occupational therapy, physical therapy).

c.

Parents should share any Professional Reports with the Staff.
2.

Responsibility of Teacher

a.

Teachers should inform the parent(s) if they have observed any behavior of concern related to
their child’s social, emotional, or physical development.

b.

The teacher should meet with the child’s parents to discuss his or her concerns.
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c.

The teacher may ask the Educational Director and/or the Administrative Director to observe
the child in class.

d.

The teacher will consult other staff members for their advice and recommendations.

e.

If necessary, the teacher will refer the parent to a professional who is trained to make a
diagnosis and recommend a treatment program.

f.

At a parent’s request, the teacher may meet with one or more designated professionals to
discuss the child’s development.
3.

If the child exhibits behavior warranting additional action, the following steps
may be initiated:

a.

Upon written notification by the class teacher to the Educational Director, the Administrative
Director, and the President, and the child’s parent(s), a three-week evaluation period may be
initiated.

b.

During the three-week evaluation period, the Educational Director will periodically observe the
child’s class and document the child’s behavior and interaction.

c.

If the class teacher also is the Educational Director, the President will appoint either the
Administrative Director or another teacher to assume this task.

d.

At the conclusion of the three weeks, the President, the Administrative Director, the class
teacher, and the Educational Director, or the individual designated in her place, may require the
parent(s) to submit a written assessment by a professional mutually acceptable to the parent(s)
and the School representatives.

e.

The class teacher, the Educational Director, the Administrative Director and/or the President
will meet with the parent(s) to discuss the written assessment. Based on the staff experience
and the written assessment, the staff will either recommend modification of the classroom
program to meet the child’s special needs or, when those needs are determined to be beyond
the classroom’s resources, recommend alternative placement for the child.
x. DETRIMENTAL BEHAVIOR

If your child, in the judgment of the staff, is not able to adjust to or benefit from the school’s
program, or his/her presence becomes disruptive or detrimental to members of the class, he/she
may be required to withdraw from the school. The school will make all reasonable efforts to work
with you and your child to solve adjustment or other problems. The teacher will use an Incident
Report Form approved by the Board of Directors to document behavior determined to warrant
additional action. A minimum of three documented incidents of disruptive or detrimental behavior
must occur during the school year prior to dismissal. Each incident shall require a phone conference
or meeting with at least one parent which will include a review of our detrimental behavior policy.
The dismissal shall follow the same guidelines as in Section XI of the Bylaws. Some examples of
excessively disruptive or injurious behavior: biting, hitting, throwing objects, kicking, spitting, or
scratching others; pushing others off equipment; excessive crying, tantrums, or screaming; running
away from group, cursing. This policy exists to protect the safety of the children and adults in the
program. By encouraging appropriate behavior, we hope to maintain a happy, productive learning
environment. Information pertaining to matters under this Section shall be maintained in strictest
confidence by all staff and the President.
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First Incident: Phone conference or meeting with at least one parent of each child involved in
the incident. Discussion of any extenuating circumstances. Parent will be given a copy of
Detrimental Behavior Policy. If overly aggressive behavior was the cause of the disruption,
the child will be kindly but firmly reprimanded and may be given a time out.
1.

Second Incident: Phone conference or meeting with at least one parent of each
child involved in the incident. The disruptive child must be picked up as soon as
possible and must miss the rest of that class day. The parent must be warned that
if the disruptive behavior happens again, the child may be suspended from school
for three days.

2.

Third Incident: Phone conference or meeting with at least one parent of each
child involved in the incident. The disruptive child must be picked up as soon as
possible and must be kept home from school for three class days.

3.

Fourth Incident: A meeting with at least one parent of the disruptive child plus
the class teacher, Administrative Director, Educational Director, and the
President or the Vice President if it is the President’s child. After a discussion of
the disruptive behavior and any extenuating circumstances, a decision shall be
made whether the child shall be asked to withdraw from the program by the
majority vote of the teacher, Educational Director, and the Administrative
Director, in conjunction with the President. The parent will be informed of the
decision in writing by the President and have the right to appeal that decision to
dismiss the child by following procedures set forth in Section XI of the Bylaws.
Any tuition will be refunded on a prorated basis with respect to dismissal.

xi. DISMISSAL


If, after following the procedures set forth in Sections IX or X of these Bylaws, a child’s needs
are determined by a majority vote of the class teacher, the Educational Director, and the
Administrative Director, in consultation with the President, to be beyond the School’s
resources and to prevent the normal functioning of the classroom, the President may dismiss
the child from the School. Information pertaining to matters under this Section shall be
maintained in strictest confidence by all staff and the President.
1.

In the event that a decision to dismiss the child is made under Sections IX or X of
these Bylaws, the parent(s) will be informed in writing of the decision.

2.

The parent(s) will have the right to appeal to the Board of Directors any decision
to dismiss a child under Sections IX or X of these Bylaws. To exercise this right,
the parent(s) must notify the President in writing within ten (10) days of receiving
notification from the school under Section X.D of these Bylaws. The parent(s)
must also provide written consent to release copies of the child’s records to the
Board of Directors. The parent(s) will have the right to present their case to the
Board at a special closed meeting to be held within two (2) weeks after the
President has received notification of the intention to appeal and the written
consent to release copies of the child’s records to the Board. The members of the
committee that decided to dismiss the child will also have the right to present
their case to the Board. Three-quarters of the Board members, excluding the
President, will constitute a quorum for such meeting. The parent(s) will not be
present during the Board discussion or vote, which will take place immediately
following presentations by both sides. Any vote to dismiss a child from the
School must be made by a three-quarters vote of the members present at such a
meeting at which a quorum is present. The President will not have a vote in this
decision. The parent(s) will be notified in writing within five (5) business days of
the Board vote. The child may remain at School during the appeal process. If a
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Board member’s child is the subject of dismissal proceedings, that member will
not be present during the Board’s deliberation, nor have a vote during the appeal
process, and shall not be counted toward a quorum.
3.

Any tuition will be refunded on a prorated basis with respect to dismissal.

xii. DUTIES OF PARTICIPATING PARENTS AND GUARDIANS


Co-oping. Each member family must:

a.

Co-op according to the schedule prepared by the Administrative Director. If a personal
scheduling conflict exists, an exchange with another family may be made in advance and must
be arranged by the co-oping parents. The class teacher and the Administrative Director must
be informed of any scheduling changes.

b.

Have two days per week available to the School for scheduling purposes.

c.

Participate a minimum of two times in a six-week period per child. Caretakers other than
parents, i.e., baby sitters, nannies, and au pairs, are not allowed to participate except in extreme
emergencies. Co-oping parents may not bring siblings except in extreme emergencies and with
the permission of the teacher.

d.

When scheduled to co-op, arrive by 9:20 a.m.

e.

Be available to substitute as scheduled until 9:45 a.m. A substitute is only to be used in cases
of last minute emergencies or sudden family illnesses (you, or one of your children). If the
substitute must be used, the parent must co-op for their substitute at a later date.

f.

In cases where a teacher is absent on short notice, the substitute may be called in to serve as the
third adult. If the absence is planned, the Director or teacher will arrange for a third co-oper to
come in. Like the two regular co-opers, the third co-oper will receive one co-oping credit for
that day. The three parents are expected to share the teaching and co-oping duties equitably
(even if the children are told one specific parent is the teacher for the day).

g.

Follow teacher guidelines for tasks to be accomplished in the classroom.

h.

Be attentive to the children’s safety at all times.

i.

Promote positive interactions and harmony between all adults and children.

j.

Support the BNS approach to fostering children’s independence and a trusting classroom
atmosphere by not remaining in the classroom beyond a reasonable amount of time after dropoff on non co-oping days. (Exemptions may be made on a case-by-case basis with the approval
of the Administrative Director and Teacher, and agreement of the classroom parents).
2.

Illness and Leave.

a.

Each member family must keep unwell children at home in accordance with school policies
outlined in the front section of this Handbook.

b.

Each member family must pick up sick children from school promptly when requested.

c.

Should a parent or immediate family member become seriously ill, the parent may be excused
from participation for a period of two months, subject to the approval of the Board of
Directors. Participation days must be made up.
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d.

Maternity or paternity leave or adoption leave of up to two months shall be granted upon
request, but participation days must be made up before and/or after the leave.
3.

a.

Snacks.

Each member family must share in providing nutritious snacks as scheduled by the teacher. If
a student in a particular class has an allergy and a list of approved snacks has been provided,
each family in the class must provide snacks only from the approved list.
4.

Maintenance.

a.

Each member family shall be required to work a total of up to approximately fifteen hours per
year in the building, maintenance, and/or cleaning of school equipment, facilities, grounds,
and/or perform services that the School may require. For those families with more than one
child, an additional three hours will be required.

b.

These maintenance activities shall take place at the fall and spring work parties, and at
unpacking and packing days. The length of each maintenance event is to be coordinated by the
responsible Board member who is charged with organizing that day. In general, work parties,
packing and unpacking days, and room cleaning each require about three hours.

c.

If a member family is unable to attend a work party, an unpacking day, or a packing day, they
must notify the appropriate Board member who is charged with organizing that day at least two
weeks prior to the scheduled event. If the responsible Board member has an alternative
assignment available that can be performed instead of attendance of the event, the member
family may choose to perform that assignment. If no such assignment is available, or the
family chooses not to perform one, the family may pay a “buy-out” fee to the School no later
than one week before the scheduled day.

d.

Within two weeks of a scheduled maintenance event, any member who signed up to work at
that event and then learns that he or she cannot attend must contact the responsible Board
member as soon as possible. Because of the burden of scheduling and assigning tasks, it is
solely at the discretion of the responsible Board member either to find an alternative
assignment for the member family or to assess the buy-out fee.

e.

If a member family is assigned to perform an alternative assignment, the responsible Board
member must provide the family with a deadline by which the assignment must be completed.
If the assignment is not completed by the deadline, then the member family must pay the
School the amount of the buy-out fee or request a two-week extension. If the assignment is not
completed within the two-week period, then the member family must pay the amount of the
buy-out fee plus $75.

f.

If a family that chooses to pay the buy-out fee in advance of a maintenance event fails to do so
by the date of the event, or if a family fails to attend the event without providing the required
prior notice to the responsible Board member, then that family will be required to pay the
School $175 for no-shows or cancellations with less than 72 hours notice.

g.

Any appeal of an assessment of the buy-out fee on a member family must be made by the
member family in writing to the President of the Board of Directors. The Board member
responsible for the maintenance event in question shall have a right to respond to any issues
raised in the appeal by a member family. Appeal must be made to the Board within two weeks
of the scheduled event, the assessment of the buy-out fee, or the assessment of the buy-out fee
plus $75. The Board will have forty-five days to make a decision on such an appeal. The
Board member responsible for the assessment shall not have a vote in any such decision, nor
shall any Board member who appeals an assessment.
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h.

Children are not allowed to attend work parties or packing or unpacking days for safety
reasons.
5.

Committees. Each member family must serve on a School committee.
Attendance at committee meetings is mandatory. Members of the Board of
Directors are exempt from this requirement.

6.

Rummage Sale. Each member family shall be required to work at least 3-4 (three
to four) hours per enrolled child towards organizing, facilitating and or post-event
clean-up of the Rummage Sale.

7.

Limited Co-Op. Each year a very small number of limited co-op positions is
available. Limited co-op parents are only required to co-op two times in each
six-week period, and they are never scheduled as substitutes. Scheduled co-oping
days beyond the two covered by the limited co-op parents are fulfilled by paid
aides or the Administrative Director. Families in this program pay a tuition
supplement, which is determined each year by the Board.

a.

Families requesting a limited co-op position must apply in writing to the President. Factors
including parents’ work schedules, number of children simultaneously enrolled in the School,
health limitations of parents or of other children, and other information that parents believe
pertinent, will be considered.

b.

A committee consisting of the President, the Membership Chair, and the Administrative
Director will consider all requests for limited co-op positions. If the President and/or
Membership Chair are applying for limited co-op, then the Vice President shall be part of the
committee.

c.

Demand for limited co-op positions may exceed availability, so the committee must examine
each request on its merit and its impact on the children and the School. As a parent
cooperative, the School must ensure that limited co-op positions do not hamper scheduling in a
given class or shift the co-op and substitute load unfairly to the non-limited member families.
8.

Twin Co-Op. Each year a very small number of twin co-op positions are
available. Twin students must be in the same class. Twin co-op parents are only
required to co-op for one of the twins (who is enrolled either as a normal or
limited co-op) and do not co-op for the 2nd twin. They are never scheduled as
substitutes for the 2nd twin. Scheduled co-oping days are fulfilled by paid aides.

Families in this program pay a tuition supplement, which is determined each year by the Board.
a.

Families requesting a twin co-op position must apply in writing to the President. Factors
including parents’ work schedules, number of children simultaneously enrolled in the School,
health limitations of parents or of other children, and other information that parents believe
pertinent, will be considered.

b.

A committee consisting of the President, the Membership Chair, and the Administrative
Director will consider all requests for twin co-op positions. If the President and/or
Membership Chair are applying for twin co-op, then the Vice President shall be part of the
committee.

c.

Demand for twin co-op positions may exceed availability, so the committee must examine each
request on its merit and its impact on the children and the School. As a parent cooperative, the
School must ensure that limited co-op positions do not hamper scheduling in a given class or
shift the co-op and substitute load unfairly to the other member families.
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9.

Non Co-Op. A non co-op position may be made available through a vote among
the Board of Directors by two-thirds (2/3) of those voting. No more than six (6)
non co-op positions may be made available.

Each year a very small number of non co-op positions may be available. Non co-op parents are not
required to co-op during the year, but are encouraged to schedule a co-oping day when they are
available. Non co-op parents are never scheduled as substitutes. Scheduled cooping days are
fulfilled by paid aides. Families in this program pay a tuition supplement, which is determined each
year by the Board.
a.

Families requesting a non co-op position must apply in writing to the President. Factors
including parents’ work schedules, number of children simultaneously enrolled in the School,
health limitations of parents or of other children, and other information that parents believe
pertinent, will be considered.

b.

A committee consisting of the President, the Membership Chair, and the Administrative
Director will consider all requests for non co-op positions.

c.

Demand for non co-op positions may exceed availability, so the committee must examine each
request on its merit and its impact on the children and the School. As a parent cooperative, the
School must ensure that non co-op positions do not hamper scheduling in a given class or shift
the co-op and substitute load unfairly to the other member families.

d.

Participation in all other school activities is still required (e.g. maintenance, committees,
rummage sales (sections XXII d,e,f). Non co-op families are not precluded from buyouts of
these duties, when available.

e.

A non co-op family can expect to remain a non co-op family through the term of their accepted
student. There is no guarantee that non co-op families will be awarded a non co-op position for
subsequent children.

f.

A non co-op family may elect to change their status and participate as full or limited co-opers
(as available), however they would need to reapply if they wanted to go back to a non co-op
position after that.

g.

If in any year there is a non co-op position extended to membership, that the President, VicePresident, and Membership Chair shall not be eligible to apply for this position and shall be
either full co-op or limited co-op members for the duration of their role as executive members
of the Board.
10. Meetings. Each classroom, general, and special meeting must be attended by at
least one parent (preferably the primary co-oper).
11. Payments.

a.

All tuition and other fees are to be paid promptly.

b.

The Treasurer shall charge late payment fines on tuition and fee payments that are more than
ten days in arrears.
12. Additional Participation Requirements.

a.

In addition to the specific participation requirements listed in Section XII.A through I of these
Bylaws, no parent may take any action that would jeopardize children’s safety, hamper the
smooth operation of the classroom or the School, or cause a negative atmosphere in the
classroom.
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b.

Abide by the BNS Conduct Policy.
xiii. PROCEDURE FOR ADDRESSING BYLAW VIOLATIONS

If a parent frequently breaks the requirements set forth in Section XII of these Bylaws concerning
duties of participating parent(s), and thereby jeopardizes children’s safety, impedes the smooth
operation of the classroom or the School, or causes a negative atmosphere in the classroom, the
following steps may be taken:


Documentation. Staff or parents will document violations and provide the documentation to
the President.
1.

Review. After three or more documented violations and upon the
recommendation by any staff member, the President will arrange a meeting to be
attended by the President, the class teacher, the Educational Director, the
Administrative Director and the parent(s). The President will chair the meeting at
which the documented violations will be discussed and all Bylaws and rules
concerning participation duties will be reviewed.

2.

Determination Following Review. Following review, the parent will be required
to decide either:

a.

To withdraw the family from the School (in which case prepaid tuition will be refunded on a
pro rata basis), or

b.

To agree to perform all duties specified in Section XII of these Bylaws concerning
participation duties if applicable.

If the parent(s) refuse to commit to perform all duties specified in the participation section of these
Bylaws and refuse to withdraw, the President, the class teacher, the Educational Director and the
Administrative Director may, by majority vote, elect to expel the family and, if deemed appropriate,
to bar the family from re-admittance to the School.
3.

Evaluation Period. If the parent(s) commit to perform all duties specified in the
participation section of the Bylaws, an evaluation period will follow. The
evaluation period will last from three to six weeks, at the discretion of the
President. At the end of the evaluation period, the President will arrange a
meeting to discuss the parent(s)’ compliance with the participation Bylaws. This
meeting will be attended by the President, the class teacher, the Educational
Director and the Administrative Director.

4.

Successful Evaluation Period. No action will be taken if violations cease during
the evaluation period. Should previously documented violations recur after the
end of the evaluation period, the President, the class teacher, the Educational
Director and the Administrative Director may, by majority vote, elect to expel the
family and, if deemed appropriate, to bar the family from re-admittance to the
School without the need to take the steps set forth in Section XIII.A through D of
these Bylaws.

5.

Unsuccessful Evaluation Period. If violations do not cease during the evaluation
period, the President, the class teacher, the Educational Director and the
Administrative Director may, by a majority vote, elect to expel the family and, if
deemed appropriate, to bar the family from re-admittance to the School.
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6.

Notification. In the event that a decision to expel or to bar the family from readmittance is made under Section XIII.F of these Bylaws, the parent(s) will,
within five (5) business days, be informed in writing of the decision.

7.

Appeal. The parent(s) will have the right to appeal to the Board of Directors any
decision to expel or to bar the family from re-admittance under Section XIII of
these Bylaws. To exercise this right, the parent(s) must notify the President in
writing within ten (10) days of receiving notification from the School under
Section XIII.G of these Bylaws. The parent(s) will have the right to present their
case to the Board at a special closed meeting to be held within two (2) weeks
after the President has received notification of the intention to appeal. The
members of the committee that decided to expel or to bar the family will also
have the right to present their case to the Board. Three-quarters of the Board
members, excluding the President, will constitute a quorum for such meeting.
The parent(s) will not be present during the Board discussion or vote, which will
take place immediately following presentations by both sides. Any vote to expel
or to bar a family from the School must be made by a three-quarters vote of the
members present at such a meeting at which a quorum is present. The President
will not have a vote in this decision. The parent(s) will be notified in writing
within five (5) business days of the Board vote. The family may remain at
School during the appeal process. If a Board member is the subject of dismissal
proceedings, that member will not be present during the Board’s deliberation, nor
have a vote during the appeal process, and shall not be counted toward a quorum.

8.

Tuition Refund. Any tuition will be refunded on a pro rata basis with respect to
expulsion.

xiv. TUITION AND FEES


Tuition. Tuition for the following year shall be determined by vote of the membership either at
a meeting or by written ballot, in accordance with Section XXII of these Bylaws. The School
shall be operated on a balanced budget. Tuition shall be payable according to a schedule
established by the Treasurer in conjunction with the Board of Directors, based, in part, on the
following:

a.

Deposit. Upon a child’s acceptance, $500 must be paid by February 1, or promptly upon
admission if he or she is accepted after that date. This money is to be applied to the tuition
payment due August 15.

b.

Late Admission Fee Schedule. For those who are accepted for admission after the school
session has begun, the first tuition payment and application fee are due immediately on a prorata basis, if applicable. A payment schedule for the remaining tuition and fees shall be set by
the Treasurer.

c.

Refund Policy.
i.

If a child is accepted to the School and then withdraws prior to March 1st, the $500
deposit will be refunded.

ii.

If a child withdraws after March 1st, all deposits and/or pre-paid tuition are forfeited.

iii.

All fees, including, but not limited to, clubhouse membership, scholarship, and
application are non-refundable.

iv.

Tuition for school missed due to snow or other emergencies is non-refundable.

36

d.

v.

For limited co-op, see subsection I.

vi.

Tuition for Summer Fun missed due to weather or emergencies is non-refundable.

Tuition Discounts. Staff, as outlined on the Staff page of the BNS Handbook, shall be exempt
from tuition for up to one child, subject to annual Board approval.
2.

Fees. The school charges fees to cover facility cleaning, BCC membership, and
activity fees throughout the year. Fee amounts will be determined based on
annual proposed budgets.

3.

Voluntary Departure. Each member family that voluntarily decides to withdraw a
child from the School after the commencement of the school year, defined by the
date upon which the full balance of the first tuition payment is submitted, must
provide the School with notice of the intention to withdraw at least four (4) weeks
before the child’s departure. Such notice shall be provided in writing to the
President of the Board of Directors. All pre-paid tuition and fees will be forfeited
and the member family will remain responsible for payment of all tuition and
related fees until the vacancy caused by the child’s departure is filled or until the
end of the school year, whichever occurs first. Voluntary departure shall not
include any withdrawal that occurs based on a mutual agreement between School
staff and/or the Board of Directors that the child’s continued enrollment in the
School is not in the best interest of the child and/or the School, nor shall the term
include withdrawals pursuant to Section XI of these Bylaws.

4.

Limited and Non Co-op. The limited and non co-op tuition supplement is not
refundable. In order to withdraw from the limited or non co-op option, a family
must provide 30 days written notice.

xv. FINES AND SANCTIONS


Late Payment Fines. A fine of $25 may automatically be levied by the Treasurer if payment of
any tuition, fee, levy, assessment, or charge of any kind required under these Bylaws or by the
Board of Directors is not made within ten days from the due date of such tuition, fee, levy,
assessment, or charge. An additional fine of $25 per week may automatically be levied for
each week thereafter until payment of such tuition, fee, levy, assessment, or charge plus any
outstanding fines has been made. All fines must be levied in a non-discriminatory fashion.
1.

Additional Sanctions. In addition to the fines set forth in Section XV.A of these
Bylaws, the Board of Directors is authorized to establish appropriate fines and
sanctions for failure to comply with school requirements. If any payment of
tuition, a fee, a levy, an assessment, or a charge provided for under these Bylaws
or by the Board of Directors, together with any applicable fines thereon, has not
been received within 30 days after such payment shall have become due, the
child’s enrollment in the School may be terminated no later than seven (7) days
following the mailing of written notice by the President to the parent(s) of the
child. The parent(s) of the child will remain liable for all payments and fines
thereon due and owing through the date of termination of the child’s enrollment.
See fines on page 14 of the Handbook.

xvi. MEETINGS


General Membership Meetings. A minimum of one General Membership Meeting shall be
held during each school year. The Fall General Membership Meeting shall serve as a general
orientation meeting. Changes in the Bylaws or the tuition fees may be made at this time.
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1.

Special Membership Meetings. Special Membership Meetings may be called at
any time by the President or by the Board of Directors, or shall be called on the
written request of at least twenty-five percent (25%) of member families.

2.

Notice. The members shall be notified of any membership meeting, specifying
date, time, place, and in the case of a special meeting, purpose. A copy of the
notice shall be delivered in writing, personally, by mail, or via electronic
communication, to each member family. The notice shall be given not less than
ten (10) nor more than ninety (90) days before the date of the meeting. If mailed,
such notice shall be deemed to be delivered when deposited in the United States
mail, postage pre-paid, directed to the member family at the address as it appears
on the records of the School. Meetings are to be held at a place specified by the
Board, but if not so specified in the notice, the place of meeting shall be the
School.

3.

Quorum. The presence of a majority of the member families, in person or by
proxy, shall constitute a quorum at any meeting. For a member family to count
toward a quorum, at least one parent must be present, in person, or by proxy. No
more than one person from each member family shall be counted toward a
quorum.

xvii. VOTE


One Vote Per Member Family. Each member family shall have one vote. Member families
shall vote annually, in person or by proxy, or by written ballot, to elect the Board of Directors
and to approve the budget and changes in the bylaws. Voting on all matters, including election
of directors or officers, may be conducted by mail or electronic communication.
1.

Proxies. Every member entitled to vote at a meeting of members may authorize
another person to act for him or her by proxy. Every proxy must be signed by the
member and shall be revocable at the pleasure of the member executing it, except
as otherwise provided by law.

2.

Required Number of Votes. Unless otherwise specified in these Bylaws, the
following number of votes are required for the member families to approve any
proposal submitted to them for a vote:

a.

Vote at a Meeting: A majority of member families present, in person or by proxy, at a meeting
at which a quorum of member families is present must vote in favor of the proposal.

b.

Ballot: A majority of member families must return the written ballots or reply via electronic
communication by a designated date for a valid election to occur. A majority of the returned
ballots or electronic communication responses must provide a vote in favor of the proposal for
it to be approved.

xviii. BOARD OF DIRECTORS AND OFFICERS


Board Membership. The Board of Directors shall consist of the following officers who shall
be elected annually by the member families: President, Vice President, Treasurer, Secretary,
Membership Chair, Communications Chair, Work Party Coordinator, Social Chair,
Philanthropy Chair, Fundraising Chair, Rummage Chairs, and Movie Nights Chair.
1.

Term. The term of all Board members shall be for one year with the exception of
the President and Treasurer who shall each have a two-year term beginning on the
date of the June meeting of the Board of Directors and ending on August 1st two
years later. By December of the Treasurer’s second year of office, he/she, in
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consultation with the President and Director, will designate an Assistant
Treasurer. The goal is that the Assistant Treasurer will be nominated to be the
next Treasurer.
2.

Removal. Except as otherwise provided by law, any one or more of the directors
may be removed with or without cause by affirmative vote of a majority of the
members entitled to vote in the election of directors.

3.

Resignation. Any director may resign at any time upon written notice to the
School. Such resignation shall take effect at the time specified in the notice and,
unless the notice specifies otherwise, no acceptance of such resignation shall be
necessary to make it effective.

4.

Vacancies. Vacancies occurring in the Board of Directors, and/or in any office
for any reason (including, but not limited to, dismissal of a child or expulsion of a
member family under Sections IX, X, XI, XIII of these Bylaws), may be filled
from among the member families by vote of the remaining directors, except for a
vacancy resulting from removal of a director by the member families, which may
be filled only by majority vote of the member families.

5.

Powers and Duties of the Board. The business and affairs of the School shall be
managed under the direction of the Board of Directors, including, but not limited
to, authorization of expenditures, supervision and review of the work of the
committees, determination of parent and staff duties, determination of the number
of teachers and of teacher’s aides to be hired and the maximum and minimum
salaries to be paid, determination to discharge staff members of the School, and
other duties and powers set forth in these Bylaws.

6.

Discretionary Power. The Administrative Director and President, together, shall
have discretionary power to make exceptions to the existing bylaws in situations
involving confidential personal circumstances and/or family hardships.

7.

Conflicted Party. In the event a matter comes before the Board for its
consideration and a Board member has a personal interest or conflict of interest
with respect to the matter (the “Conflicted Party”), the Conflicted Party should
recuse themselves or may be removed by the President and/or Vice President
from any deliberations and vote on the matter. If either the President or Vice
President is the Conflicted Party, the other of them may recuse the Conflicted
Party.

8.

Quorum. The presence of Board members representing a majority of the entire
Board membership shall constitute a quorum at any Board meeting. Should any
person simultaneously hold more than one office, her or she shall be counted only
once in the entire Board membership. Any position that is vacant shall not be
counted in the entire Board membership

9.

Voting. Each elected Board member shall have one vote. Unless otherwise
specified in these Bylaws, any decision of the Board may be made at a meeting
by a simple majority of Board members present and voting, if a quorum is
present. However, the President will vote only in case of a tie vote, except in
votes pursuant to Sections XI.C or XIII.H of these Bylaws, in which case the
President may not vote. Where more than one person holds a single Board
position, that position shall have one vote and shall count as one Board member
for quorum purposes. For these purposes, the two Rummage Sale Chairs shall be
considered two separate positions.
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10. Informal Board Action. If the President deems it necessary to obtain Board
approval for any action prior to the next regularly scheduled Board meeting,
he/she can call for a special meeting, or poll the Board members by telephone,
written mail, or electronic communication. A majority of Board members must
vote in favor of a proposal in order for it to be approved. Voting shall be in
accordance with the other guidelines set forth in this Section. The outcome of the
vote shall be filed with the minutes of the next Board meeting.
11. Board Member Exemptions from Maintenance Events. Each Board position
entitles the Board member serving in that position to request one exemption from
participation in one of the four annual maintenance events: Unpacking Day, the
two Work Parties, or Packing Day. A Board member may submit a request at
any time during the year to the committee chair responsible for organizing the
event from which they want an exemption. The event chair (either Social or
Work Party chair), in consultation with the Administrative Director, will decide
at least ten days prior to each event whether Board members’ exemption requests
will be granted for the event. If one of the chairs and the Administrative Director
believe that the event cannot comfortably spare extra participants, then the
designated chair has the authority to deny exemption requests. In the event of a
denial, a Board member shall attend the maintenance event, pay the buy out fee,
or, if feasible, perform maintenance work at an alternative time. If there are too
many Board member exemption requests for a single maintenance event,
exemptions will be granted by the responsible chair on a first-come, first-served
basis. If a Board member is denied an exemption from one maintenance event,
they may request an exemption from any of the remaining events in the year.
Board members are not guaranteed, however, that they will have the opportunity
to exercise an exemption. Board members who never exercise an exemption
(whether or not they requested one) will receive no alternative benefits.
All exemptions should be used in the school year they are earned and will not carry over to the next
year.
xix. POWERS AND DUTIES OF OFFICERS


President. The President shall:

a.

Unless determined otherwise by the Board of Directors, be authorized to sign checks, drafts, or
other orders for payment of money; to sign acceptances, notes, or other evidences of
indebtedness; to enter into contracts; or to execute and deliver other documents and
instruments on behalf of the School.

b.

Unless determined otherwise by the Board of Directors, the President may delegate general
authority to the Administrative Director to sign acceptance notes or other evidences of
indebtedness, or to enter into contracts, or to execute and deliver other documents and
instruments, as necessary to run the day-to-day operations of the School, involving amounts up
to $1,000.

c.

Sign all staff contracts.

d.

Prepare the agenda and preside at all Board meetings and General and Special Membership
meetings.

e.

Coordinate the activities of the Board.

f.

Act as a liaison between the staff and the Board.
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g.

Be available, with the Vice President, to negotiate staff contracts and attend evaluation
meetings with each staff member as needed. The President shall attend the Administrative
Director’s evaluation as needed.

h.

Attend staff meetings as needed.

i.

In late spring, initiate and lead discussion, first with the Treasurer and the Finance Committee,
and then with the Board, about paying staff year-end bonuses; obtain Board approval of the
total amount to be budgeted for bonuses.

j.

In late spring, remind each Class Parent to arrange to buy a gift for the class teacher with funds
they collect from the parents.

k.

Purchase an end-of-the-year gift for the Administrative Director.

l.

Allocate financial aid funds and staff educational funds in consultation with the Finance
Committee.

m. With input from the membership, determine and coordinate additional fundraising efforts as
needed.
n.

Serve as chair of the Financial Aid Committee, the Limited, Twin, and Non Co-Op Decisions
Committee, the Special Needs Committee, the Bylaw Violations Committee, the Nominating
Committee and the Grievance Committee; and serve on the Staff Hiring and Admissions
Committees.

o.

Appoint chairs of committees created by the Board.

p.

In conjunction with the Vice President, attend class meetings and the Open House.

q.

Review the books of account with the Finance Committee on a quarterly basis.

r.

Appoint the Educational Director, in consultation with Administrative Director, from among
the classroom teachers.

s.

Make certain that insurance needs are met in consultation with the Board.

t.

Submit articles for the school blog.

u.

Appoint two parents to serve on the Finance Committee.

v.

Solicit handbook and Bylaws revisions from member families and prepare suggested changes,
with input from the Director, for review and approval by the Board of Directors.

w. Assume all other duties and powers prescribed for the President by these Bylaws.
x.

In conjunction with the Treasurer and Administrative Director, negotiate the clubhouse lease
agreement and sign it.

y.

Solicit candidates for the subsequent year’s Board of Directors and plan for and lead the
Nominating Committee meeting.

z.

Send cards and gifts to member families and staff when appropriate.
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aa. When able, attend the monthly Bannockburn Community Board meetings and communicate
the concerns of the School to that Board and vice versa. Act as an advocate for the interests of
the School. Share information with the Administrative Director within one week.
2.

Vice President. The Vice President shall:

a.

Assist the President with all duties outlined in Section A, and, when necessary, act in her or his
stead.

b.

Following the year served as Vice President, may become President for one year.

c.

With the President, the Rummage Chair, the Auction Chair, and the Movie Nights Chair, will
coordinate and execute the major fundraising events.

d.

Coordinate additional fundraising efforts and encourage community involvement at these
fundraising events.

e.

Be available to attend staff meetings if requested by the President or Administrative Director.

f.

Be a member of the Grievance Committee, and be available to serve on the Limited, Twin, and
Non Co-Op Decisions Committee, the Finance Committee, and the Financial Aid Committee.

g.

Purchase the end-of-year gifts for the Music Teacher, Teacher’s Aide(s), and President.
3.

Treasurer. The Treasurer shall:

a.

Unless determined otherwise by the Board, be authorized to sign checks, drafts, or other orders
for payment of money on behalf of the School, and keep records of disbursements.

b.

Work with administration to reconcile the books with bank statements on a monthly basis.

c.

Be involved in budget planning; present the budget to the member families for approval either
at a special meeting or by written ballot in accordance with these Bylaws.

d.

Make monthly, quarterly, and annual payments/reports to appropriate state and federal
agencies, and prepare the necessary tax returns.

e.

Consult with the Finance Committee regarding the financial aid fund and the staff educational
funds.

f.

Make financial reports to the Board and to the membership at meetings.

g.

Serve as chair of the Finance Committee.

h.

Assist the President and Administrative Director in negotiating the rental contract.

i.

Serve as chair of the Finance Committee, the purpose of which is to prepare the annual budget.

j.

Serve on the Financial Aid Committee.

k.

Participate in Board decision on total funding budgeted for staff bonuses, and meet with the
Finance Committee to allocate individual bonus amounts.

l.

Ensure that all purchases written on the BNS account that are over $1,000 are approved by the
Board of Directors.
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m. Maintain copies of tax reports 990, 941, OUI/15 and OUI/16, and DC Annual Withholding
reports. Submit 990 on an annual basis to the Finance Committee, which is to be filed in the
school office.
n.

Manage the existing BNS employee IRA.

o.

By December of the Treasurer’s second year in office, consult with President and
Administrative Director to appoint an Assistant Treasurer.
4.

Secretary. The Secretary shall:

a.

Prepare minutes of all meetings of the membership and of the Board. Provide a proposed copy
of the minutes of each meeting pending Board approval to BNS families no later than 10 days
after each meeting.

b.

Keep a general file of minutes. Submit copies of the minutes to the Administrative Director
and the President for their files.

c.

During the summer months, organize and prepare the School Handbook, as approved by the
Board, for distribution at the Fall General Meeting.

d.

Assist the President in tallying votes.

e.

Maintain contact list of BNS alumni families for outreach efforts.

f.

Coordinate the creation of the Family Album.
5.

Class Parents. One Class Parent is elected from each of the three classes. The
three Class Parents shall:

a.

Represent class interests or concerns to the Board.

b.

Coordinate and attend the Open House. Coordinate with Communications Chair for publicity
for the Open House, including, but not limited to, posting signs and notices at designated
locations; inserting notices in local newsletters, including the School Newsletter and the
Bannockburn Civic Association Newsletter; posting notices on local listservs, such as the
Bannockburn Listserv, well in advance of the Open House; and responding to all inquiries
regarding the Open House.

c.

Respond to membership inquiries, maintain a wait list, and arrange and/or conduct school tours
as needed.

d.

Promote the School and class openings on local listservs, such as the Bannockburn Listserv,
and respond to listserv inquiries.

e.

Organize staff appreciation events.

f.

Coordinate with social representatives from each class to provide refreshments for membership
meetings, the open house, work parties, packing and unpacking day, parent education
workshops and special events such as fundraisers, holiday programs, and the Fall and Spring
picnics.

g.

Coordinate and plan social events with families and/or parents of BNS.
6.

Communications Chair. The Communications Chair shall:
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a.

Maintain the social media sites for the nursery school (e.g. facebook, etc).

b.

Coordinate with President and VP, administration, and board on publicizing events.

c.

Work with Webmaster to coordinate information and web updates.

d.

Work with the President and Administrative Director to promote information.

e.

When appropriate, submit articles and publicity to Bannockburn Civic Association Newsletter
and/or Bannockburn Listserv (e.g., Rummage Sale, Summer Camp).

f.

When able, attend the monthly Bannockburn Community Board meetings and communicate
the concerns of the School to that Board and vice versa. Act as an advocate for the interests of
the School. Share information with the Administrative Director and President within one
week.

g.

Solicit newsletter/web articles from staff members, Board members, and committee chairs
when applicable
7.

Work Party Chair. The Work Party Chair shall:

a.

Organize the fall and spring work parties, including, but not limited to, organizing staff
requests, coordinating members’ work schedules, arranging supplies for the work party days,
handling all requests for money related to the work parties, and scheduling alternative work
assignments and additional fines as necessary in accordance with these Bylaws.

b.

Coordinate packing and unpacking by parents at the opening and closing of the school year.

c.

In consultation with the Administrative Director and the Board, be responsible for the
acquisition and installation of significant equipment and appliances for the school building and
its grounds.

d.

Attend Bannockburn Community Board meetings when necessary to make presentations of
proposed capital improvements in order to obtain approval by the community board.

e.

Coordinate with the Administrative Director and Board any significant remodeling, alteration,
or physical expansion of the school.

f.

Assist with other non-work party related tasks that improve the function and the appearance of
the school.

g.

Track Board members’ usage of their Work Party or Un/Packing Day exemptions.
8.

Philanthropy Chair. The Philanthropy Chair shall:

a.

Coordinate Philanthropy events, such as: Hat & Mitten Tree, Canned Food Drive, Pennies for
Patients, and the Trike-A-Thon.

b.

Philanthropy Chair may propose additional or alternative philanthropic projects or events, with
approval by the Board of Directors.
9.

a.

Rummage Sale Chairs. The two Rummage Sale Co-Chairs shall:

Act as co-chairs of the semi-annual rummage sales, responsible for scheduling, organizing and
execution of these major fund raising events.
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10. Auction Chair. The Auction Chair shall:
1.

Organize a committee to acquire donations and plan for the annual auction fundraiser.
11. Movie Nights Chair. The Movie Nights Chair shall:

a.

Schedule, organize and execute any Movie Night events, including Screen on the Green and
Pajama Jam nights.

b.

Coordinate restaurant night fundraisers as is possible.
12. General Duties of all Board Members. Each Board member shall:

a.

Make a good-faith attempt to attend all Board meetings.

b.

Pass on any records of activities or recommendations to his or her successor.

c.

Submit articles to our communications efforts when appropriate.
xx. STANDING COMMITTEES

The following standing committees will be comprised of Board and staff members.


Staff Hiring. Vice President, chair; President; Administrative Director; and Educational
Director.
1.

Admissions. Membership Chair, chair; President; Educational Director;
Administrative Director; and classroom teachers. (January)

2.

Financial Aid. President, chair; Treasurer, Administrative Director.

Vice President and Membership Chair shall be available as replacement committee members as
needed. (December and April)
3.

Limited, Twin, and Non Co-op Decisions.. President, Chair; Membership Chair,
and Administrative Director.

4.

Finance. Treasurer, chair; President; Administrative Director; and two parents to
be appointed by the President. The Finance Committee will meet at least two
times per year. Committee responsibilities include: reviewing bank statements
and reconciliations; reviewing detailed financial statements, including quarterly
budget vs. actual income statements; reviewing and approving capital
expenditures; reviewing tax filings; determine holiday and end-of-year bonuses
for staff, and holiday bonuses for housekeeping staff and building caretaker; and
assisting in preparation of the annual budget.

5.

Special Needs. President, chair; Administrative Director; and other staff
member(s) to be appointed by the President in accordance with Section IX of
these Bylaws. (As needed)

6.

Bylaws Violations. President, chair; Administrative Director; and other staff
member(s) to be appointed by the President in accordance with Section XIII of
these Bylaws. (As needed)
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7.

Nominating Committee. President, chair; Administrative Director; Membership
Chair; one delegate from each classroom to be appointed by the President; and up
to two members-at-large to be appointed by the President.

8.

Fines Appeal Committee. Vice President, chair; appointed Class Parents.

9.

Grievance Committee. Should concerns be brought to the attention of the Board,
either by a family or a member of the staff, that require inquiry or resolution, they
shall, at the discretion of the President, be addressed by the Grievance
Committee. The committee shall have the power to interview involved parties
and make a recommendation, which shall be presented to the Board, if necessary.
The committee shall exercise confidentiality at the request of the involved parties.

1.

The President shall chair, and other members will include: the Vice President,
Membership chair, Administrative Director, Education Director and up to two
additional Board Members to be appointed by the chair and agreed to by the
committee. Should the concern involve any member of the committee, they should
recuse themselves or may be removed by a majority vote of the committee.

2.

This committee does not supercede any other standing committee.

xxi. ELECTION OF BOARD OF DIRECTORS


Nominating Committee. In the early spring of each year, the President shall appoint a
nominating committee consisting of the President, the Administrative Director, the
Membership Chair, one delegate from each classroom, and up to two members-at-large.
1.

Recommended Slate. The nominating committee shall submit to the Board of
Directors a recommended slate, approved by a majority vote of the committee, of
officers/directors for the coming year at a Spring Board meeting. The Board shall
approve a final recommended slate to be presented to the member families. If the
Board cannot agree to a final recommended slate by a majority vote of a quorum
of the Board of Directors, then two or more candidates’ names will be presented
to member families for each office for which agreement cannot be reached.

2.

Presentation of Slate to Member Families. The President shall present the
Board’s recommended slate, or candidates’ names, by written notice to the
membership at least two (2) weeks before a vote is to be taken.

3.

Additional Nominations. Members shall be provided at least one week during
which they may submit additional nominations for any Board position in writing
to the President. The President shall circulate the list of additional nominations to
the member families in writing at least one week before a vote is taken.

4.

Vote. Vote on the final recommended slate of officers and any additional
nominations shall be taken in the spring of each year and will follow the
guidelines set forth in Section XVII.

5.

Assumption of Duties by Officers. The newly elected officers shall attend a joint
Board meeting in the spring and assume their duties after the close of School.
The outgoing Treasurer will be available until the end of August and/or until the
completion of the review of the books of the previous year.

xxii. APPROVAL OF THE BUDGET
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Vote by Membership. The budget for the following school year, including any changes in
tuition, shall be presented for approval by vote of the member families either by written ballot
or at a Membership meeting.
1.

Availability of Proposed Budget. The Treasurer or President shall disseminate a
copy of the proposed budget to each member family at least two (2) weeks before
a vote is to be taken.

2.

Timing and Required Number of Votes. Vote on approval of the budget shall
take place in the spring of each year and shall follow the guidelines set forth in
Section XVII.

xxiii. TEACHERS


Classroom Duties.

a.

Curriculum. Teachers shall plan a curriculum in keeping with the philosophy of the School
and with all applicable laws, rules, regulations, and certification requirements. The curriculum
shall be distributed to all member families and the Administrative Director.

b.

Advisory Capacity. Teachers shall act in an advisory capacity to Board members and to
committee chairs as needed.

c.

Consultation with Parents. Teachers shall be available to meet with parents in the School for
consultation on special needs or problems of adjustment and on other classroom-related issues.

d.

Parent Conferences. Teachers shall hold at least one parent conference during the year and
more if needed or if scheduled by the Board of Directors.

e.

Coordination of Classroom Jobs. Teachers shall coordinate the classroom jobs to which
parents are assigned.

f.

Administration of Medications and Reporting of Child Abuse and Neglect. Teachers shall
comply with all requirements of law concerning administration of medications and reporting of
child abuse and neglect.
2.

Meetings.

a.

Professional Meetings. Teachers shall represent the School at professional meetings relevant
to preschool education.

b.

Staff Meetings. Teachers shall reserve one day per week after school for staff meetings.

c.

Classroom Meetings. Teachers shall attend all classroom meetings for their respective classes,
at least one in the fall and one in late winter/spring.

d.

Open House and Fall General Membership Meeting. Teachers shall attend the Open House
and the Fall General Membership Meeting.
3.

Contract and Board Requirements. Teachers shall comply with all requirements
set forth in their contracts and with all other requirements determined to be
appropriate and necessary by the Board, including the BNS Conduct Policy.

47

xxiv. ADMINISTRATIVE DIRECTOR

The Administrative Director shall be responsible for day-to-day operation of the School, overseeing
all administrative details, including, but not limited to, those summarized below.
The Administrative Director shall:


Provide leadership and direction in the ongoing operation of the School, keeping accurate
records of activities to facilitate continuity and planning.

B.

Prepare and send acceptance, wait list, and rejection letters, and requests for tuition deposit.

C.

Respond to membership inquiries, maintain a wait list, and arrange and conduct school tours as
needed.

D.

Prepare, send, and receive all forms needed for enrollment in the school.

E.

1.

Ensure, to the fullest extent possible, that the School complies with all applicable
federal, state, and local requirements necessary to maintain a license for operation
and certification of the School and Summer Fun camp programs. This includes
maintaining documentation of all compliance inspections as well as all required
correspondence and reports filed with state agencies. The Administrative Director
shall also maintain a confidential cumulative record for each pupil in accordance
with all state certification requirements.

2.

Provide support and guidance to the staff, which includes planning and presiding
over all staff meetings, coordinating interaction among the classes, coordinating
the student evaluation process, and participating in the staff/school evaluation
process.

3.

Prepare and maintain a comprehensive school calendar, and prepare all co-oping
schedules.

4.

Ensure that each monthly bank statement is sent to the President and Vice
President for review prior to or concurrent with the Treasurer’s receipt of the
statement.

5.

Authorize payroll according to approved contracts with payroll service selected
by the Treasurer, President, and Administrative Director.

Prepare and distribute invoices prior to tuition due dates, send tuition payment reminders, and
assess late payment fees.
6.

Coordinate the purchase of supplies and materials and make expenditure
decisions under Board guidelines, in accordance with Section XXIX of these
Bylaws.

7.

Serve as liaison between the School staff and the Board of Directors by:

a.

Communicating to the Board all important matters regarding the operation of the School;

b.

Attending all Board meetings, as a non-voting participant; and

c.

Serving on the following committees: Finance Committee, Staff Hiring Committee,
Admissions Committee, Limited Co-Op Decision Committee, Grievance Committee and the
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Nominating Committee; also be available to serve on the Special Needs Committee and Bylaw
Violations Committee.
8.

Be responsible for the administration of the Summer Fun camp program,
including, but not limited to, coordination of staffing, budget, curriculum, and
enrollment.

9.

Greet cars at the beginning of the school day and place children in appropriate
cars at the end of the school day, or ensure that another responsible individual
performs those duties.

10. Conduct all School general correspondence to parents, prospective families, and
others, and be available to both the teachers and parents seeking information and
advice on the operation of the School.
11. Act as Liaison to Bannockburn Community:
a.

When able, attend the monthly Bannockburn Community Board meetings and communicate
the concerns of the School to that Board and vice versa. Act as an advocate for the interests of
the School. Share information with the President within one week.

b.

When appropriate, submit articles and publicity to Bannockburn Civic Association Newsletter
and/or Bannockburn Listserv (e.g., Rummage Sale, Summer Camp).
12. Abide by the BNS Conduct Policy.
13. Serve on the Financial Aid Committee.
14. Consult with the President on the appointment of the Educational Director.
xxv. EDUCATIONAL DIRECTOR



Term. The Educational Director will serve a one-year term.
1.

Responsibilities. The Educational Director shall have the following
responsibilities:

a.

Attend any classroom meetings at which her presence is requested by the classroom teacher,
Administrative Director or President.

b.

Serve on the following committees, if necessary: Staff Hiring, Admissions, Special Needs, and
Bylaw Violations Committees, and the Grievance Committee.

c.

Possibly attend Board Meetings, if Administrative Director cannot be present.

d.

Be the point person if the Administrative Director is out of school.

e.

With the President, Vice President, Administrative Director, and teachers, coordinate a review
of each class’ curriculum before the start of school to ensure a continuum in the curricula of all
classes.

xxvi. CHILD ABUSE/NEGLECT


Conformity with the Law. In accordance with Family Law Article, Title 5, Subtitle 7 (Child
Abuse/Neglect), Annotated Code of Maryland, the School will comply with the law in
reporting any suspected child abuse and neglect, and will comply with all state and local
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mandates to protect children. A copy of the child abuse and neglect law will be maintained in
the Administrative Director’s office. In addition, each September, staff members will be
informed of the law and of procedures for reporting cases of suspected abuse and neglect.
a.

Staff and members acknowledge there is a legal obligation to report suspected child abuse or
neglect directly to the local department of social services or the appropriate law enforcement
agency.

b.

Employees, substitutes, volunteers, individual residing on the premises of the center, or other
individuals connected with the School may not subject a child to abuse, neglect, mental injury,
or injurious treatment.
2.

Procedures for Reporting Suspected Child Abuse and Neglect. The following
procedures and/or other procedures required by law shall be adhered to:

a.

In a case of suspected abuse, the School employee or volunteer shall make an oral report to the
local department of social services or to the local police department. In a case of suspected
neglect, the oral report should only be made to the local department of social services. If a
child has been subjected to injurious treatment, it shall be reported to the Office of Child Care,
Division of Early Childhood Development, in the State Department of Education.

b.

Parents, teachers, and volunteers are encouraged but not required to notify the Director of any
reporting of suspected abuse, neglect, or injurious treatment to the local department of social
services or law enforcement agency and may do so anonymously if so moved.

c.

Within 48 hours of the oral report, the School employee or volunteer shall also submit a written
report on a Child Abuse/Neglect Form, which shall be available in the Administrative
Director’s office. The School shall not maintain copies of these completed reports.

xxvii. CONDUCT POLICY
1.

Conduct Policy. All adults, teachers and parents at BNS working with our
children are to be positive role models at all times, allowing the children to learn
appropriate behaviors by their example. Teachers are responsible for assuring
that the classroom is a safe and secure environment at all times. Discipline for
the children must be constructive in nature, including methods as described in the
Discipline Policy. It is never acceptable for an adult to discipline a child using
physical means (i.e. hitting, slapping, and spanking). Verbal attempts should be
made to prevent or stop a child from acting inappropriately (i.e. hazardous
behavior, harming another child). Co-oping adults should make the teacher
aware of any situation requiring discipline and defer to the teacher’s judgment.

Parents are expected to be circumspect and respectful of the children and other families when
talking about what occurs in the classrooms.
2.

All occurrences of questionable physical contact by an adult, including yanking,
hitting, spanking or pushing of any child, will be investigated by the Director and
Board President on a case-by-case basis with consideration of the situation (i.e.
safety of others, intent of the adult, and severity of contact). Refer to section
XXVI for abuse/neglect guidelines.

3.

The following occurrences will not be tolerated when directed toward children or
adults and are grounds for immediate dismissal of the teacher or parent from the
classroom, additionally they may constitute injurious treatment which will be
reported to the office of childcare:
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a.

Physical punishment used as discipline, such as intentional shaking or hitting;

b.

Verbal threats of physical punishment;

c.

Verbally abusive language;

d.

Any contact considered sexual abuse according to State law.
4.

After an incident is investigated and deemed inappropriate (inappropriateness of
the action depends on several factors including the safety of other children, the
intent of the adult, the severity of the action, consequences to the child, and the
input of others involved), the adult will be counseled by the Director and the
Board President and put on notification of possible dismissal. If a second
inappropriate incident occurs, the adult will not be allowed to co-op in the
classroom. If the dismissed adult involved is a parent, s/he must pay for a
replacement co-oping adult approved by the teacher/director. However, certain
behaviors are so egregious that they warrant the immediate dismissal of a parent
and/or family from the school. If the adult involved is a teacher, the Board
President will take action in accordance with their contract.

5.

Notification of the involved child’s parent(s) will be done by the teacher, Director
and Board President as soon as possible, but no later than 48 hours after any
occurrence. When an adult is put on notice of dismissal, the Board of Directors
and the parents in that class will be notified as soon as possible. It will be the
decision of the Board of Directors if all parents within the school are to be
notified.

6.

Bannockburn Nursery School shall have a Discipline policy. It shall:

a.

Be made available to all members;

b.

Be included as part of a new member/admissions packet;

c.

Be provided to regulating agencies when mandated by the state;

d.

Be followed by each employee, volunteer, and other individual connected with the School.

xxviii. INDEMNIFICATION AND INSURANCE


Indemnification. The School shall indemnify any director or officer who has been successful,
on the merits or otherwise, in the defense of any proceeding described below against
reasonable expenses incurred by the director or officer in connection with the proceeding, or as
a court of competent jurisdiction shall determine. The School may indemnify any director or
officer, or any former director or officer, any person who may while a director or officer of the
School, serve at its request as a director, officer, partner, employee, or agent of another foreign
or domestic corporation, partnership, joint venture, trust, or other enterprise, and may, by
resolution of the Board of Directors, indemnify any employee, or agent against any and all
expenses and liabilities actually and necessarily incurred by her or him or imposed on her or on
him in connection with any threatened, pending or completed action, suit, or proceeding
(whether civil, criminal, administrative, or investigative) to which she or he may be or is made
a party by reason of being or having been such director, officer, employee, or agent; subject to
the limitation, however, that there shall be no indemnification in relation to matters as to which
it shall be proved that the act or omission of the director, officer, employee, or agent was
material to the cause of action adjudicated in the proceeding and was either (1) committed in
bad faith or was the result of active and deliberate dishonesty, (2) the director, officer,
employee, or agent actually received an improper personal benefit in money, property, or

51

services, or (3) in the case of any criminal proceeding, the director, officer, employee, or agent
had reasonable cause to believe that the act or omission was unlawful.
Amounts paid in indemnification of expenses and liabilities may include, but shall not be limited to,
judgments, penalties, fines, settlements, and reasonable expenses actually incurred by such director,
officer, employee, or agent. The School may pay or reimburse reasonable expenses in advance of
the final disposition of the proceeding upon written receipt by the School of a written affirmation
by the director, officer, employee, or agent of the director’s, officer’s, employee’s, or agent’s good
faith belief that the standard of conduct necessary for indemnification by the School has been met,
and a written undertaking by or on behalf of the director, officer, employee, or agent to repay the
amount if it shall ultimately be determined that the standard of conduct has not been met.
The provisions of this Section of these Bylaws shall be applicable to claims, actions, suits, or
proceedings made or commenced after the adoption this Section, whether arising from acts or
omissions to act occurring before or after adoption of this Section.
The indemnification provided by this Section of these Bylaws shall not be deemed exclusive of any
other rights to which such director, officer, employee, or agent may be entitled under any statute,
Bylaw, agreement, vote of the Board of Directors, or otherwise, and shall not restrict the power of
the School to make any indemnification permitted by law.
1.

Insurance. The Board of Directors may authorize the purchase of insurance on
behalf of any director, officer, employee, or agent of the School, or any person
who while a director, officer, employee, or agent of the School is or was serving
at the request of the School as a director, officer, partner, trustee, employee, or
agent of another foreign or domestic corporation, partnership, joint venture, trust,
other enterprise, or employee benefit plan against any liability asserted against
and incurred by her or him arising out of such person’s position, whether or not
the School would have the power to indemnify such person against that liability
under law.

2.

Prohibition on Indemnification or Insurance for Taxes. In no case shall the
School indemnify, reimburse, or insure any person for any taxes imposed on such
individual under Chapter 42 of the Internal Revenue Code of 1986, as now in
effect or as may hereafter be amended (“the Code”). Further, if at any time the
School is deemed to be a private foundation within the meaning of Section 509 of
the Code, then, during such time, no payment shall be made under this Section of
these Bylaws if such payment would constitute an act of self-dealing or a taxable
expenditure, as defined in Sections 4841(d) or 4945(d), respectively, of the Code.

3.

Severability. If any part of this Section of these Bylaws shall be found in any
action, suit, or proceeding to be invalid or ineffective, the validity and the
effectiveness of the remaining parts shall not be affected.

xxix. AMENDMENT OF BYLAWS

These Bylaws may be amended by a vote following the guidelines set forth in Section XVII. Notice of
the proposed Bylaw amendment(s) must be submitted to the member families at least two (2) weeks
before a vote is taken.
xxx. CHECKS, NOTES, CONTRACTS

The Board of Directors shall from time to time determine who shall have “Signature Authority,”
which shall mean the authority on the School’s behalf to sign checks, drafts, or other orders for
payment of money; to sign acceptances, notes, or other evidences of indebtedness; or to enter into
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contracts; or to execute and deliver other documents and instruments. Unless determined otherwise
by the Board, the Treasurer, the President, and the Administrative Director shall have Signature
Authority. Any transaction over $1,000 must be approved by the Board.
xxxi. SEVERABILITY

If any section or any part of any section of these Bylaws shall be found in any action, suit, or
proceeding to be invalid or ineffective, the validity and the effectiveness of the remaining sections or
parts of any sections shall not be affected.
xxxii. PARLIAMENTARY AUTHORITY

Unless specifically excepted by any provision of these Bylaws, Robert’s Rules of Order will be the
parliamentary authority for all Board and membership meetings.
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