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This handbook is an introduction to Washington Park Early Learning Center, a place where 
families join together to create the best preschool possible for their children. Cooperative 
preschools are unique in that parents have a voice in the mission and operation of the school 
and personally contribute their time, talents, and skills to run a successful preschool. Becoming 
part of a parent cooperative preschool means hard work but enormous returns in terms of 
personal satisfaction, friendships, and most importantly, a caring, joyful and stimulating learning 
environment for our children. By giving so generously of ourselves, we share and enrich the 
school experience for all our children. 
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MISSION STATEMENT 
 
Washington Park Early Learning Center is a parent cooperative preschool that nurtures kindness, 
encourages curiosity, and celebrates diversity in a play-based environment. 
 
 
 

PHILOSOPHY 
 

Our school prides itself in:  
 

●​ Providing hands on child-centered learning opportunities 
●​ Celebrating learning through choice, exploration, and discovery  
●​ Valuing imagination and curiosity  
●​ Challenging all to question, think, and collaborate 
●​ Leading with exceptional, qualified teachers  
●​ Enriching the whole child 
●​ Creating an atmosphere where each child takes flight with confidence 

​  
We believe children learn best through their play experiences and emphasis on social-emotional 
development. Through play, children have the opportunity to explore and enrich their world 
physically, emotionally, and intellectually, striving toward optimum growth. Our teachers provide 
developmentally appropriate curricula full of open-ended and hands-on learning opportunities. 
Language, science, math, dramatic play, social studies, art, and music are offered in an integrated 
curriculum supporting the tenet that all of these areas are interconnected and occur together in 
everyday life. The program balances free play and choice time with structured group and 
individual activities. 
 
Our teachers respect and support each child’s learning style and foster each child’s self-esteem, 
individuality, and creativity. They help children develop a strong love of learning and the courage 
to question and explore by offering diverse opportunities to create and solve problems and by 
modeling and advocating varied solutions. At WPELC, teachers emphasize the process rather than 
the product.   
 
It is essential that each child develops a caring attitude toward other children and learns the 
importance of working together. WPELC supports these beliefs by respecting and celebrating all 
children, their families, and their diverse backgrounds and cultures. Strong emphasis is placed on 
peaceful, mutually acceptable resolutions to problems or conflicts.   
 
Parent participation is the hallmark of a cooperative preschool. We treasure the unique talents 
and interests that each family brings to our school. It is the enthusiastic participation of all 
parents and caregivers that makes the successful operation of WPELC possible. 
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VALUES 
 
WPELC believes in: 
 

Curiosity​ Providing opportunities for children to explore, create, ask questions, and  
take risks. 

 

Kindness ​ Cultivating empathy and kindness to others, in the classroom and beyond. 
 

Play​ ​ Celebrating the joy of learning through creative play in an intentional  
environment. 

 

Community​ Creating an engaged, collaborative community. 
 

Diversity​ Modeling the appreciation of diversity and humanity. 
 
 
 

SCHOOL HISTORY 
 
In 1973, a small group of energetic Washington Park parents recognized a common need for a 
quality community preschool experience for their children. These parents imagined a 
neighborhood preschool where their cooperative efforts could create a stimulating environment 
to develop strong self-concepts while promoting social growth and awareness. It was this idea, 
combined with determination, unselfish giving of time, cooperation, and a variety of skills, that 
has perpetuated WPELC and made it what it is today for our children. 
 
During the spring and summer of 1973, the founding parents worked daily to make WPELC a 
reality. Many ideas came from the Denver and Montview Preschool Cooperatives already in 
operation. At the same time, Washington Park United Methodist Church (WPUMC) initiated a 
community outreach program, realized the need for a neighborhood preschool and offered 
classroom space. What had been a dream just six months earlier became a reality in September. 
When WPELC opened its doors for the first time, parents quickly discovered the value of class 
participation, and children flourished in the warm environment. In 2013, WPUMC decided to 
utilize WPELC’s classroom to expand its own faith-based preschool housed within the same 
building. Another energetic group of committed families moved the school to a nearby location at 
the Washington Park United Church of Christ (WPUCC) and built out classrooms and a 
playground. In 2024, WPUCC sold their property and, again, the wonderful WPELC community 
moved the school to Platt Park and remodeled a space in Hope Church. Many changes have been 
made over the years, but the main tenets of the cooperative still exist, including the staff and the 
parents' active participation in and out of the classroom. 
 
Parents, teachers, and children have come and gone, taking with them unforgettable learning 
experiences, skills, and a sense of self-worth that have helped them in their education, 
professions, and family life. New families enter the school bringing fresh energy and enthusiasm 
and new ideas and skills. You continue the tradition of excellence and cooperation as your family 
joins the WPELC community. 
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PARENT COOPERATIVE ORGANIZATION AND OBLIGATIONS 
 
GOVERNANCE 
WPELC is a 501(c)3 nonprofit operated by member families and the Director. The Articles of 
Incorporation and the Bylaws provide that a Board of Directors will prepare the annual budget, 
ensure the school is fulfilling its mission, and, in conjunction with the Director, develop policy for 
the operation of the school. The Board consists of the elected officers of the membership 
(President, Vice President, Secretary, and Treasurer) and the chairpersons of the Recruitment, 
Fundraising, Communications, Community, and Maintenance committees. The general 
responsibilities of the elected officers, Chairpersons, and the Director–along with a brief 
description of each committee–are stated in the Bylaws and the Board Handbook. Each summer 
the outgoing Board members give detailed instructions on their duties to the incoming Board 
members. It is important that Board members are present at all Board meetings. If necessary, 
however, committee members may sit in the stead of an absent board member in a non-voting 
capacity. 
 
 
PARENT PARTICIPATION 
When you enroll your child in WPELC, you become one of the member families who assist in the 
operation of the preschool under the Director and Board’s guidance. As a member family, you 
agree to accept specific responsibilities, including but not limited to, participation in the following 
required activities: 
 

HELPING PARENT:  Parents will assist the teachers in the classroom on a rotating basis, 
approximately 2-5 times per semester for each child enrolled in the school, depending on 
class size and the number of days the class meets each week. Although we do allow 
grandparents and nannies to fulfill helping parent duties, we ask that parent/guardians 
participate in this role the majority of the time. Our parent co-op philosophy thrives when 
teachers and parents can build rapport and relationships in order to have meaningful 
conversations about the child. This opportunity is missed when a parent is unable to 
attend most, or all, of their helping parent days.  
 
The Helping Parent and child arrive before class begins to assist the teachers with 
classroom set up for the day’s activities, and also provides the daily pre-packaged snack. 
Before leaving for the day, the Helping Parent will wash any dishes and help tidy the 
classroom after class or while the children are on the playground. 
 
At the beginning of each semester, the Class Liaison will provide a sign up for families to 
select specific dates to be the Helping Parent; the finalized schedule will be distributed 
prior to the beginning of each semester.   
 
Your Helping Parent and Helping Child day is very special for both you and your child. 
Parents need to make other child care arrangements for siblings on Helping Parent and 
Helping Child days. Families are encouraged to contact other families at WPELC to swap 
childcare on those days. For the safety of all children, children under the care and 
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supervision of the school must be enrolled, meet age requirements for each class, and be 
counted as students when determining ratios and capacity. Depending on applicable 
public health orders and guidance, the Helping Parent role could be subject to change and 
any such changes will be communicated by the Director. As a Helping Parent you are 
considered a volunteer and therefore may not be alone with children in the class at any 
time or take children to the bathroom. The only exception to this rule is if you are with 
your own child or have a full personnel file per licensing and are an official substitute for 
WPELC.  
 
SERVING ON THE BOARD OR COMMITTEE PARTICIPATION:  Parents serve important roles 
in and out of the classroom. As part of the cooperative experience, all member families 
agree to help ensure the mission and financial operation of the school by serving on the 
Board (officer or committee chair), as a class representative, or as a committee member. 
The Volunteer Coordinator and their committee work with the support of the President 
and Director to determine all volunteer roles. The Volunteer Coordinator and their 
committee nominate the Board, who are then voted on by the community at the Spring 
General Meeting. They also work with the Administrative Assistant to assign committee 
membership based on your family’s preferences, background, and skills. You will be 
responsible for fulfilling your community role, either as a member of the Board or a 
committee.  
 
CLASSROOM CLEANING:  Parents are partially responsible for keeping the school clean, 
and have three cleaning responsibilities:  (1) serving as Helping Parent on the assigned 
days, (2) participating in at least one All-School Clean Up annually, and (3) participating in 
our mid-year take-home toy clean up. There are two all-school clean ups per year; dates 
are listed on the school calendar (typically in August and late April/early May). Tasks 
required for these clean-ups include reorganizing closets and shelves, sanitizing toys and 
surfaces, washing windows and carpets, taking inventory, painting, and performing 
general maintenance work on the playground or in other common areas. The 
Maintenance Chair and/or Director assign tasks upon arrival. Our mid-year toy clean up 
occurs in December or January and is organized by the Maintenance Chair and 
Committee.  

 
Cleaning guidelines for Helping Parents include: 

-​ Prior to serving snack, clean each table thoroughly using provided sanitizer and 
paper towels, as well as again after snack.  

-​ Please wash all fruit and vegetables in the designated sink area in the basement 
kitchen. All food dishes must be loaded into the dishwasher near the sink 
afterwards.  

-​ Clean materials used during choice time in the sink marked for washing paint etc. 
These items may be left on the counter to dry.  

-​ Place artwork or other projects in children’s cubbies to take home. 
-​ Tidy all play areas. 
-​ Ask the teachers about other tasks that need to be done. 
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FUNDRAISING:  When you enroll your child at WPELC as an Early Learner or Preschooler, 
you agree to participate in all mandatory fundraising activities for the school. Parents 
enrolled in the Parent-Tot class are invited, but not required, to participate in WPELC 
fundraising activities. Each family’s tuition covers most of the expenses of the teachers’ 
salaries and rent for the school. Other operating expenses (i.e. classroom and cleaning 
supplies, phone/internet, insurance, repairs, etc.), capital improvements, and the school’s 
emergency fund and reserves are completely dependent on fundraising efforts. The 
annual fundraising amount varies each year depending on the number of families enrolled 
and the needs of the school.  

 
The Fundraising Committee will set a minimum amount for each family to raise for each 
mandatory fundraising campaign. Each family is then responsible for raising at least that 
minimum amount or paying a predetermined buy-out amount for that campaign. Parents 
of two children enrolled in Early Learner and/or Preschool classes in the school are 
responsible for 1.5 times the minimum fundraising requirement per family. In the case of 
families with more than two children in the school, parent responsibilities will be 
determined on a case-by-case basis by the Board of Directors. 

 
Mandatory fundraising campaigns will be determined on an annual basis by the 
Fundraising Committee and the Board of Directors. From time to time, the school may 
also offer optional fundraising activities (i.e. school T-shirts/gear, Dine and Donate Nights, 
etc.), which families are encouraged, but not required, to participate in as they occur. 

 
CONFERENCES AND SCHOOL EVALUATIONS:  Two parent-teacher conferences occur each 
year for Early Learners and Preschoolers. Further conferences may be called at the 
request of either parent or teacher. 

 
We encourage each family to complete the annual school survey sent out in the spring to 
provide feedback to the Director and the Board.  

 
 
COMMUNICATION  
Communication is especially important to our cooperative effort. The primary means of 
communication is by text, email, the Procare application, and the school’s bi-weekly electronic 
newsletter. Class email lists are generated in the beginning of the year for ease of class-specific 
communication; teachers may also use texting for daily updates when appropriate. The Director, 
Board, and staff utilize the newsletter to provide community announcements as well as insights 
into the school day. Notices, such as closings due to weather, may also be posted on WPELC’s 
Facebook page.  
 
Class rosters are provided to all families at the Fall General Meeting. The contact information on 
these rosters is to be used only for school-related business. Families should not use email 
addresses or phone numbers on rosters to self-promote or advertise personal interests or 
business endeavors.   
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MEETINGS 
WPELC requires each family to attend two all-school meetings each year. During the Fall General 
Meeting in August, the community approves the annual budget, and parent orientation takes 
place. During the Spring General Meeting in May, officer elections for the upcoming school year 
are held as well as important information about your committee job for the school year. 
 
 
CONFIDENTIALITY 
WPELC is a small community, and it is important that we respect each other’s privacy in personal 
matters. Please do not ask the teachers personal questions about other children or their families. 
The school maintains the confidentiality of all student and personnel records. 
 
When spending time in the classroom with the children, it is very important to remember the 
value of confidentiality. It is easy once you have spent time with the children to start assessing 
them and focus on their more pronounced characteristics. Some of the children may be quieter 
than others, while some may be quite boisterous. Some children may never leave the play-dough 
table, while others may never venture there, and some may rarely talk while others may never 
stop talking. When we characterize children in such ways, we fail to see the whole child. 
 
We understand that it may be difficult to leave information about children out of your casual 
conversation, but it is critical that you do so. If ever you have questions or comments about what 
you experience as a Helping Parent, please talk to the teachers after school or call them later; 
they are happy to help you make sense out of what you observed. Our staff are always willing to 
share their perspectives on classroom management and to help develop a specific plan for your 
child if he or she is experiencing difficulty. 
 
It is also important to remember confidentiality when it comes to our teachers. The Director is 
responsible for supporting and working with all WPELC teachers. It is important that you work 
first and foremost with your child’s Lead Teacher to address concerns directly. If you still have\ 
concerns after speaking with your Lead Teacher, contact the Director to address teacher or 
classroom concerns. Please refrain from discussing or sharing your concerns with other teachers 
and community members, or bypassing the teacher/Director to go straight to the Board to get 
concerns addressed. 
 
 
MEMBER IN GOOD STANDING 
To remain a member in good standing, each family must follow the policies relating to PARENT 
PARTICIPATION and CONFIDENTIALITY described above, and summarized here: 
  

-​ Fulfilling assigned volunteer Committee or Board roles, including responding to 
communications and completing assigned tasks and responsibilities. 

-​ Fulfilling fundraising obligations. 
-​ Maintaining confidentiality. 

 
 

8 



 In addition, the following FEES/FORMS related tasks need to be addressed in order to remain a 
member in good standing: 
 

-​ Paying tuition and other fees on time. 
-​ Submitting health forms and other required enrollment/licensing-required forms on time. 
-​ Notifying the administration of changes to your contact information or to the student’s 

emergency contact information in order to maintain current records. 
 
Procedures for addressing families that are not fulfilling the co-op obligations in regard to parent 
participation, confidentiality, and fees/forms are the following: 

1.​ Formal email notification from the relevant Board member or staff, with Director and 
Board President included in communication; possible follow-up by phone call from Board 
President or staff, specific to volunteering concerns or late fee/form submission, with 
notifications.  

2.​ If issues persist, the Director sets an in-person meeting with the family and the Board 
President. 

3.​ Documentation of each communication is kept on file by the Director and is signed by the 
Board President. 

4.​ Documentation is considered during the annual application process and will impact your 
invitation to return. 

5.​ In some cases, your child may not be allowed to attend school until the obligation is 
satisfied. If a family remains not in good standing for a large portion of the school year, 
the family may be asked to leave the school by the Director and/or Board.   

 
 
CONCERNS OR COMPLAINTS 
In accordance with WPELC governance, we encourage families to address any concerns or 
complaints directly to the teacher, Director, or Board President, as appropriate. Concerns and 
complaints will be addressed in a timely manner and will be brought to the attention of the Board 
of Directors, if necessary.  
 

1.​ In the case that the issue is not resolved directly between the two parties, families will 
bring their concerns to the Director and set up a phone or in person meeting to address 
the concerns. If the concerns are with the Director, the family will bring their concerns to 
the Board President.  
 

2.​ The Director or Board President will meet with the staff member to gather more 
information and share the concern or complaint.  If the issues persist, the Director or 
Board President will set up an in-person meeting with the family and the staff member 
involved to discuss possible solutions.  

 
3.​ Documentation of each communication is kept on file by the Director or Board President 

and is signed by the Board President. If the conflict is not resolved by a formal meeting, 
the Board will discuss next steps.  
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ENROLLMENT POLICIES 
 
SCHOOL CALENDAR  
WPELC generally operates from the end of August through the end of May each year. The school 
generally follows the Denver Public Schools calendar, though there are exceptions. A copy of the 
school calendar, including holidays and important deadlines, is given to families at the Spring 
General Meeting and is posted on our website.   
 
 
NONDISCRIMINATORY POLICY 
WPELC admits students of any race, color, gender, sexual orientation, national and ethnic origin, 
and religion to all the rights, privileges, programs, and activities generally accorded or made 
available to students at the school. WPELC does not discriminate on the basis of race, color, 
gender, sexual orientation, national and ethnic origin, or religion in administration of its 
educational policies, admission policies, scholarship programs, and other school administered 
programs. 
 
Please note that although we are located in a church building, WPELC is nonsectarian.  
 
 
ADDRESSING BEHAVIOR CONCERNS  
WPELC strives to cultivate positive child, staff, and family relationships. Teachers are expected to 
maintain a socially and emotionally respectful learning environment. Through August classroom 
visits, Parent Teacher conferences, Helping Parent days, and annual trainings, our teachers are 
prepared to provide a connected and meaningful whole family support system.  
 
For children experiencing social and/or emotional issues, WPELC teachers and parents will work 
together to support positive behavior. Teachers and parents will meet in person or by phone once 
a concerning behavior is identified. Families and parents will discuss a consistent plan for social 
and emotional intervention support which will include creating a care team and providing the 
family with a list of resources which might include an evaluation.  A team-based approach to 
helping the child will help reduce challenging behaviors and provide the necessary resources to 
support the child and family. Families and teachers will communicate often to remain consistent 
for the child and teachers may choose to share thier daily documentation for the family to share 
with support services they might be using.  
 
WPELC has numerous resources for professional support services, including referrals to early 
childhood mental health consultants to support families if needed. If after certain steps are 
taken–including but not limited to positive guidance, consistent and appropriate consequences, 
and documentation showing the steps taken to respond to the challenging behavior–and 
teachers find that WPELC may not be the right fit for a child, the parents and Board of Directors 
will be notified. A conference will be called and will include the parents, Lead Teacher, Director, 
President, and Vice President. At this time, WPELC will provide referrals to the family of a school 
situation that will better support the child in being most successful. 
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We strive to be an inclusive program. If a child appears to have special needs, the school will 
schedule a conference with the parent(s) to discuss the child’s abilities and needs and how those 
needs might best be accommodated. Participants in this conference will include the parent(s) and 
Lead Teacher and may also include the Director, President, and Vice President. If the conferees 
cannot agree on a course of action, the matter may be brought before the Board of Directors for 
a final decision. In meeting each child’s needs and to the extent possible, WPELC will comply with 
all applicable laws and regulations, including the Americans with Disabilities Act. 
 
 
ENROLLMENT POLICY 
WPELC is a licensed preschool that serves children ages 2½ to 6 years of age and includes a 
Parent-Tot (guardian accompanied) class for children ages 1 ½ to 2 ½. A child must be the 
minimum age for the desired class by September 1 of the school year to be eligible for 
enrollment.   

 
Class Days Times 

Parent–Tot Wednesday or Thursday 9:15 am – 10:45 am 

Early Learner MWF or TTh 9:00 am – 11:30 am 

Preschool MWF or TTh 9:00 am – 1:00 pm 

 
Optional one-hour enrichment classes may be offered for Early Learner and Preschool classes 
immediately following the end of class. There may be other enrichment opportunities during the 
school year. See the After School Adventure Classes section under “School Policies & Guidelines” 
for more information. 
 
The Administration and Board evaluates the needs of the community each year to determine 
what classes would best serve the community. As a result, the number of classes or the days of 
the week each class is offered may be adjusted prior to the annual Open House in the Fall for the 
next school year. The Board reviews the class structure and tuition every year in December. 
 
In order to achieve the optimal learning environment for each class, WPELC strives to balance 
identified gender and the ages of the children in that class. The Director and Administrative 
Assistant will form the class rosters and waitlists for the coming school year in accordance with 
the Parent Handbook and Amended Bylaws of WPELC. While WPELC does its best to fulfill 
schedule requests as it is able, the school cannot guarantee admission or specific schedule 
requests.   
 
Application forms with a one-time, non-refundable registration fee per child must be submitted 
to the office or via the WPELC website. Applications will not be considered until the registration 
fee is paid. Families demonstrating an understanding and enthusiasm for the cooperative model 
and philosophy will have their applications considered under a lottery system. An unranked wait 
pool will be formed for those not admitted. If a child is not admitted from that wait pool, that 
child may reapply for enrollment the following school year (but does not need to pay another 
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registration fee). After school has started, students may be accepted at the discretion of the 
Director and Administrative Assistant, in consultation with the appropriate teachers. 
 
Admissions priority is given in the following order: 

1.​ Currently enrolled WPELC students whose families are in good standing 
2.​ Children of current WPELC staff members 
3.​ Siblings of currently enrolled WPELC students whose families are in good standing 
4.​ Alumni whose families were in good standing (this includes past WPELC students, their 

siblings, children of former staff, or children of past WPELC students) 
5.​ New families 

 
Students will be notified of acceptance no later than the last Friday in February.   
 
WPELC does not accept monetary donations from new families with a pending application. 
Applications are considered pending until acceptance/waitlist notifications are sent out. 
 

*ADMISSIONS POLICY FOR RETURNING KINDERGARTEN-ELIGIBLE STUDENTS 

Advancing Early Learners and non-Kindergarten-Eligible returning Preschool students have 

priority for available Preschool spots. Students who are both (i) Kindergarten-Eligible and (ii) 

returning for a second year will be placed if spots in Preschool are available after giving 

preference for advancing Early Learners and non-Kindergarten eligible returning Preschool 

students. When Preschool spots are limited, a Kindergarten-Eligible student will need a 

recommendation from their current teacher to be placed in an open Preschool spot.  

 

Admissions priority for Preschool is given in the following order, if their families are in good 

standing at WPELC: 

1.​ Currently enrolled WPELC students who are not Kindergarten-Eligible 

2.​ Children of current WPELC staff members who are not Kindergarten-Eligible 

3.​ Siblings of currently enrolled WPELC students who are not Kindergarten Eligible  

4.​ Kindergarten-Eligible children returning for a second year of Preschool 

5.​ Alumni (this includes past WPELC students, their siblings, children of former staff, or 

children of past WPELC students) 

6.​ New families 

 

TUITION AND FEES 

Tuition rates are determined annually by the Board utilizing the process outlined in the school’s 
Compensation Policy and Tuition Policy, which can be found in the Board Handbook. Annual 
tuition rates can be found in the registration materials and on our website. Tuition rates are 
subject to change on 30 days written notice to all members of WPELC.    
 
Per WPELC Bylaws, May tuition is due by the first week of March of the prior school year and is 
non-refundable. This tuition functions as a retainer fee to secure a child’s place in the school and 
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as the payment of the following year’s May tuition. If May tuition is not paid by the first week of 
March, the child will be dropped from the roster and replaced with a new child from the 
waitpool. For those children admitted to the school after the first week of March, May tuition is 
due immediately at the time of their acceptance to WPELC, which will be specified in the 
admissions communication. If the May tuition is not paid by that date, the child will be dropped 
from the roster and replaced with a new child from the waitpool.    
 
September tuition is due on the date indicated in your acceptance package, but no later than 
June 1st, and is non-refundable. If September tuition is not paid by the stated due date, the child 
will be dropped from the roster and replaced with a new child from the waitpool. For those 
children admitted after the September tuition due date but before school starts, September 
tuition is due at the same time as their May tuition retainer, which will be specified in the 
admissions communication. If September tuition is not paid by that date, the child will be 
dropped from the roster and replaced with a new child from the waitpool.   
 
For those children admitted to the school after the first day of school, the first month tuition is 
due at the same time as the May tuition retainer (at the time of their acceptance and prior to the 
student attending class). If the first month and May tuition retainer is not paid by the date 
specified in their acceptance, the child will be dropped from the roster and replaced with a new 
child from the waitpool.   
 
A non-refundable activity fee is due by the date indicated in your acceptance package, but no 
later than June 1st following acceptance. For those admitted after the activity fee due date, the 
activity fee will be due upon acceptance as specified in the admissions communication and 
before the child attends class. Children will not be permitted to attend school until all fees are 
paid. Children enrolled after February 1 of the school year shall pay half the Activity Fee, but no 
further reductions will be made. 
 
Other than the May tuition retainer and September tuition enrollment payments, tuition is due 
the first day of each month–whether or not the child is in attendance–with the last payment due 
on April 1 for the school year. A seven-day grace period is allowed at the beginning of each 
month, after which a $25 late fee will be due. The school offers the option and encourages 
families to pay the full tuition for the semester or year if they desire and are able. If families are 
setting up automatic physical payments from their bank, they should make sure to build in a few 
days for WPELC to receive the check prior to the first of the month.  
 
Using credit and debit cards (Visa, Mastercard, or Amex) to pay Procare fees incur a charge for 
payment processing  - currently 2.9%, but subject to change. WPELC will pass this charge on to 
families to cover this expense for our school by increasing the monthly charge on your tuition 
invoice by the exact amount Procare charges us. Families may avoid this fee by electing to have 
tuition withdrawn directly from a checking or savings account via ACH payment. It's secure and 
easy - simply add your checking/savings account number and your bank routing number to your 
child’s Procare account as the primary payment method. Please reach out to the Treasurer if you 
have any questions about Procare payments.    
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If tuition is in arrears by 30 days, the child will not be allowed in the classroom until the tuition 
and late fees are paid. The child may be dropped from enrollment for late tuition, and the child 
will not be allowed to re-enroll for the following school year until the tuition and late fees are 
paid.  
 
 
TUITION ASSISTANCE GUIDELINES 
WPELC values the diversity of experiences that children of different economic, social, cultural, 
and ethnic backgrounds can give one another. At times, financial assistance may help ensure this 
goal is met. The Tuition Assistance process is conducted independently of the admission 
process and is confidential except as to the Treasurer and Administrative Assistant. Each year, 
a Tuition Assistance Committee (comprised of the Treasurer and two Board members appointed 
by the President) reviews all applications, with family identities remaining anonymous. If 
needed, the Board will be required to approve applications requesting tuition assistance for 
more than 50% tuition with family identities still remaining anonymous. All questions about 
Tuition Assistance should be directed to the Treasurer. 
 
Types of Tuition Assistance 
 
Families may choose one or more of the following types of Tuition Assistance: 

●​ Full-year Tuition Assistance 
●​ Deposit and Enrollment Fee Assistance 
●​ After School Adventures & Extra Day Explorers Tuition Assistance: Tuition Assistance is 

intended to cover tuition and fees. Once all Tuition Assistance applications have been 
considered and awarded for the semester, families may apply for Tuition Assistance to 
cover Extra Day Explorer and After School Adventures. If additional funds remain 
available, the Board may grant assistance for some or all of these additional programs. 
Extra Day Explorer and After School Adventures assistance will be determined for only one 
semester and the family is asked to reach out to have their situation reviewed again for 
the second semester. 

●​ Semester Tuition Assistance: Awarded to currently enrolled families whose financial needs 
have changed during the year or to newly enrolled families indicating a need for financial 
assistance. 
 

*No assistance is available for summer camp. 
 
WPELC offers assistance in accordance with the following guidelines: 

●​ Families are expected to pay a minimum of 3.5% of their monthly income in tuition. 
Monthly income is inclusive of all income streams. Enrollment fees and deposits can be 
prorated by month over the school year to create an adjusted monthly tuition number to 
be used in the tuition assistance calculation. 

●​ Tuition assistance will take into account a family’s gross monthly income. Gross monthly 
income is defined as: 

○​ Monthly Gross Wages (before taxes or other deductions) 
○​ Net Self Employment Income (as would be reported on Schedule C, divided by 12 
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months) 
○​ Monthly Income from Dividends, Interest, Bonuses, Profit-Sharing Plans, Pensions 
○​ Monthly Income from Payments on Property, Settlements, Child Support or 

Alimony 
○​ Monthly Income from Social Security, Disability Payments, or Other Government 

Assistance 
●​ Extraordinary expenses will be taken into consideration in awarding assistance. 
●​ Regardless of tuition assistance awards, each child is fully charged all enrollment fees: 

one-time application fee, May tuition retainer, September tuition, and annual Activity fee. 
●​ Families may request assistance to cover these fees and deposits; the Tuition Committee 

has discretion as to if and how they choose to reimburse for these fees and deposits. 
●​ Tuition Assistance Preschool applicants will be required to apply for the Denver Preschool 

Program (DPP) if applicable. DPP funds received by the applicant will be used to reduce 
the monthly tuition expense used in the Tuition Assistance calculation. 

 
Limits of Tuition Assistance 
 
Tuition Assistance shall be included as an expense in the annual operating budget. Funds 
available for tuition assistance shall be no more than 4% of total expected tuition income. Total 
expected tuition income is equal to nine months of full tuition paid by all families enrolled at 
WPELC. The percentage of total expected tuition income allocated for tuition assistance may 
deviate from these guidelines with Board approval. 
 
The Tuition Assistance Committee may award up to 40% of the projected tuition assistance 
funds prior to the beginning of the school year. An additional 40% may be awarded at the 
January review. During this review, the entire tuition assistance fund may be reassessed 
according to need or funds available. Twenty percent of the projected tuition assistance 
expense shall be set aside to be used as needed to help families whose situations change 
during the academic year and/or for new families indicating a need for financial assistance. 
Tuition Assistance is intended to cover tuition and fees. Once all Tuition Assistance applications 
have been considered and awarded for the semester, families may apply for Tuition Assistance 
to cover Extended Day and Enrichment. If additional funds remain available, the Board may 
grant assistance for some or all of these additional programs for one semester at a time. 
 
The Tuition Assistance Committee shall not feel compelled to award assistance to all families who 
apply and has discretion to determine how the Tuition Assistance funds may be allocated in line 
with these guidelines. 
 
At the discretion and vote of the Board, any part of the fund not awarded as assistance may be 
re-allocated for other expenses. 
 
Generally, the maximum grant for an individual family shall not exceed 50% of tuition. A grant 
larger than 50% of tuition may be awarded with the approval of the Board. 
 
Tuition Assistance Application and Award Process 
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Tuition Assistance applications are available to all families on the WPELC website. For current 
families to be considered for tuition assistance, families must have met all parent 
participation responsibilities and all financial obligations and be in good standing at WPELC. 
 
The Tuition Assistance application and process is confidential. Names are only known by the 
Treasurer and Administrative Assistant (who collects payment/manages Procare). Financial 
details are only shared with the Tuition Assistance Committee. 
 
Tuition Assistance Committee 
 

●​ The Tuition Assistance Committee will consist of the Treasurer and two Board members 
●​ appointed by the President. 
●​ The Tuition Assistance Committee will meet as needed to evaluate the list of applicants 

and calculate the Tuition Assistance awards based upon financial need and in accordance 
with the Tuition Assistance guidelines set forth herein. 

●​ Recipients of Tuition Assistance will be notified by email and/or by letter. Recipients are 
expected to pay the remaining amount of tuition owed by the designated deadline. 

●​ The Treasurer shall provide the Board with a report of the number and amounts of tuition 
●​ assistance awards while still maintaining the anonymity of the recipients. To the extent a 

Board vote is needed for an award of more than 50% tuition, the Treasurer will continue 
to maintain anonymity of the applicants, even as to the Committee and Board. 

●​ Any family applying for tuition assistance may ask the Board to review the decision made 
by the Tuition Assistance Committee. After making the requested review, the Board may 
change the decision of the Tuition Assistance Committee. 

●​ A reevaluation of applicants may occur at the end of the first semester. If deemed 
necessary, notices requesting updated financial information will be sent to each family 
that applied for Tuition Assistance in January. 

●​ Applications for Tuition Assistance can be submitted any time during the school year. It is 
the responsibility of the family to submit a Tuition Assistance application. Likewise, in the 
event that financial assistance is no longer necessary, it is the responsibility of the family 
to make that information known to the Treasurer. 

●​ In the event that a member of the Tuition Assistance Committee needs to apply for tuition 
assistance, the President shall appoint another member of the Board to the committee. 

 
You can apply for Tuition Assistance here. 
 
 
WITHDRAWAL PROCEDURE 
If a student must withdraw from WPELC before the school year ends, the parent must notify the 
Director and Administrative Assistant in writing four weeks in advance. Following the four-week 
notice period, the current month’s tuition and current semester’s enrichment fees will be 
prorated, if applicable, and a refund, less any amount owed for mandatory fundraising to date, 
will be made, if applicable. May tuition serves as a retainer fee and is non-refundable. The May 
tuition retainer will not be applied to a family’s last month of school if they withdraw during the 
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school year.   
 
If it becomes evident during the school year that the relationship between the school and any 
child or family is not mutually beneficial, the child may be dropped from the school enrollment. 
Tuition costs and/or enrollment fees may be prorated and a refund offered, if applicable.  
 
 
SUSPENSIONS AND EXPULSIONS 
WPELC strives to provide an environment that is nurturing and respectful to all children’s needs 
and therefore does not suspend or expel students from our school. When an issue arises in the 
classroom concerning a child, the teacher will work closely with the family and Director to find a 
solution. In addition to meetings and discussions between the family and the school, 
recommendations for professional support may be requested by the school in order for the child 
to continue to thrive in this school environment. If this request is not respected or followed 
through, or if the child continues to not thrive in this philosophy and learning environment, the 
family might be asked to look elsewhere to find an environment to best fit their child’s needs.  
 
 
 

SCHOOL POLICIES AND GUIDELINES 
 
DROP OFF AND PICK UP 
Parents and individuals that are bringing children to school or attending events at the school shall 
make reasonable efforts to park efficiently so that all of our families can fit. Parking is available on 
both sides of Colorado Ave and along Grant Street near our playground. Please follow Playground 
Rules detailed below, and do not allow children to play in neighbors’ yards or leave your vehicle 
running while you bring your child into school.  
 
Arrival time is typically 9:00am, unless otherwise notified. Please be on time. Do not bring your 
child to the classroom early unless you are the Helping Parent. Helping Parents should arrive 15 
minutes early to help with classroom set-up and Helping Child tasks.  
 
Pick-up time is 11:30am for Early Learners and 1:00pm for Preschool - unless the student is 
enrolled in After School Adventures. Every effort should be made to pick up children on time. If it 
is necessary to be late, please text both the Director and your Lead Teacher to notify them. If a 
child is not picked up within 30 minutes and no contact was made with the family, the teachers 
will begin calling authorized persons from your emergency contact list. If no one can be contacted 
within an hour after the end of class, the Department of Human Services may be notified. 
 
For the Parent-Tot class, parents/guardians are to remain with the student at all times. 
 
Students are required to be signed in and out daily via our Procare kiosk by whomever is 
dropping off and picking up the child, or, in the case of Parent-Tot, whomever is attending the 
class. Licensing requires daily sign-in/sign-out, and teachers use this as a record of attendance – 
as well as frequent head counts and visual supervision – to assure that all children present are 
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accounted for. Head counts are done before going outside, before leaving the playground, and 
after returning to the classroom. A qualified teacher always accompanies children when going to 
the bathroom or leaving the classroom for any reason.  
 
When dropping off and picking up your child, please make sure to make contact with a teacher so 
they know your child has arrived and is being left in the school’s care, or leaving the school with a 
known caregiver.  
 
To ensure the safety of your child at school, please indicate on your emergency contact form the 
names of those people you wish to authorize to pick up your child. For days when someone other 
than those in your file will be picking up your child, please send the Director and Lead Teacher an 
email or text listing the person’s first and last name and giving your permission. The teachers 
cannot release your child, even to someone familiar, unless your written permission is given. The 
teachers will request identification of any unfamiliar adults to assure they are authorized to pick 
up your child. 
 
 
VISITORS  
Visitors to the school must sign the visitor sign-in log indicating the date, time, and purpose of 
their visit. If the visitors are strangers to the staff or Helping Parents, they will need to provide 
individual identification. 
 
The students and teachers love to have visitors with a special occupation or skill to share. Please 
volunteer yourself or a friend, and help us find other resources. 
 
 
DRESS AND PERSONAL BELONGINGS 
Send your child in play clothes. School can be messy. We want the children to enjoy the projects 
and not be worried about getting dirty. Even “washable” paint does not always wash out 
completely. 
 
Children should be prepared for outdoor play each school day and will be expected to go outside 
with the group. Appropriate winter attire should be sent in the winter months, including jacket, 
hat, mittens, boots, and snow pants (when there is snow). 
 
Each Early Learner and Preschool student will be provided a cubby in which to keep their 
personal belongings. All children should keep an extra set of clothing at the school in a labeled 
plastic bag; we will store these in the bathrooms. Children should NOT bring toys, treasures, 
gum/candy, or money to school. There may be occasions when the teachers ask the children to 
bring special items for sharing time. Our teachers also understand that a child may need to bring 
a special “lovey” from home as a transition aid to school. Teachers will often ask children to keep 
these personal items in their cubby during the school day.  
 
 
MEALS AND SNACKS 
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Parents are responsible for providing lunch for their child when class time or After School 
Adventures includes lunchtime. All snacks brought into WPELC must be individually prepackaged 
(store-bought). You may bring fruits and vegetables as a snack but they must be washed and 
prepared at our designated sink in the basement kitchen area. All food dishes must be placed in 
the dishwasher next to the sink. WPELC staff are unable to warm up any snacks or lunch food at 
school so please plan accordingly.  
 
WPELC is a nut-free school. Per licensing requirements, lunches follow CDPHE’s Child Meal 
Patterns. All snacks must include at least two of the following components, and all lunches must 
contain five of the following components:  
 

●​ Fluid Milk or Milk Alternative 
●​ Meats (no more than 50% of requirement) 

-​ Lean meat, poultry, or fish 
-​ Tofu, soy or alternative meat product 
-​ Cheese 
-​ Large egg 
-​ Cooked beans or peas 
-​ Seed butter or seeds  
-​ Yogurt 

●​ Vegetables 
●​ Fruits 
●​ Grains  

 
Food allergies in any school require thoughtfulness and attention to ensure a safe school 
experience for all children. Every school year, current food allergies are taken into consideration 
when creating the approved snack list and lunch policy for each class. Our approved snack list and 
lunch policy is provided in our Fall General Meeting packet before the start of school. This list and 
policy may change from time to time as allergies become known. Please choose snacks from our 
approved snack list, as it is for your convenience and for the safety of all children. We cannot 
guarantee our school or common areas are free of any particular allergen, yet we strive to 
balance the needs of all students, parents, teachers, and others who use the common areas.  
 
 
PLAYGROUND RULES 
Our playground is a beautiful treasure unique to WPELC and showcases our focus on creating 
child-centered environments. We ask that families who use the playground before or after school 
hours do so responsibly, and ensure it is clean and tidy before leaving. 
 

-​ Keep all gates closed at all times 
-​ Clean up after you are finished playing 
-​ Do NOT climb the trees, bushes, or fence  
-​ Do NOT dig other than in the sandbox  
-​ Keep all pets away from the playground 
-​ Tidy up toys and natural materials when finished playing 
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ALLEY CROSSING 
All students will be crossing an alley when in transition to and from the Washington Park Early 
Learning Center (WPELC) school building and playground space. 

Safety protocols will be in place including high-visibility signage and staff supervision while 
transitioning to and from the playground. 

 
SUNSCREEN POLICY  
Sunscreen must be applied in accordance with WPELC’s Sunscreen Policy. Per Denver Department 
of Public Health and Environment Licensing - New Sun Protection rule for centers states that the 
center must obtain written authorization and instructions from the parent(s)/guardian(s) for the 
application of sunscreen or the use of another form of parent(s)/guardian(s) approved sun 
protection with a full-spectrum UVA/UVB rating of SPF thirty (30) or greater to their children's 
exposed skin prior to outside play year-round. A doctor's permission is not needed to use 
sunscreen at the center. Please indicate what time you applied sunscreen when you answer the 
sunscreen questions via Procare each morning.  
 
 
SCHOOL CLOSING DUE TO INCLEMENT WEATHER  
In the event of inclement or excessively hot weather, children will not go outside. If Denver Public 
Schools are closed because of weather, WPELC will also be closed. If necessary, the Director will 
contact families via email regarding school closure or a schedule change. WPELC does not usually 
do late starts due to our class schedules. For details on extended closures, please see the 
Temporary School Closure Policy on page 26. 
 
 
CONFLICT RESOLUTION GUIDELINES 
At WPELC, we support the children in addressing conflict when it arises in the classroom. Conflict 
is both a natural part of life and essential for developing a strong sense of self. We strive to help 
children articulate their feelings and identify their likes and dislikes, as well as recognize 
opportunities to empathize with people we care for, and through that gain the ability to 
compromise. Conflict is a difficult yet important part of growing. We need to be as open and 
supportive as possible through these times so our children can become strong, compassionate, 
and self-confident. Below are general guidelines for resolving conflict in the classroom. We 
encourage adults to: 
 

-​ Calmly and respectfully comfort all children involved. 
-​ Bring the children together. 
-​ Get on the children’s level and engage in eye contact. 
-​ Assist all children involved with using their words about their individual views of what 

happened. Make sure each child has had enough time to share their perspective. 
-​ Help the children express how they feel about the situation and the other children. 
-​ Listen without judgment. 
-​ Enlist children’s suggestions for resolution.   
-​ Ask if there is anything they or we can do to help the children involved feel better. 
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-​ Ask if anyone needs a hug, handshake, or high-five. 
 
WPELC recognizes the discipline guidelines outlined in the Colorado Rules and Regulations for 
Child Care Centers and requires both staff and Helping Parents to abide by these regulations. 
 
WPELC shall not use nor permit an employee, Helping Parent, volunteer, or other child to use 
corporal or other harsh punishment, including but not limited to pinching, shaking, spanking, 
punching, biting, kicking, rough handling, hair pulling, or any humiliating or frightening method of 
discipline. 
 
Punishment shall not be associated with food, rest, or toileting. No child will be punished for 
toileting accidents. Food will not be denied or forced upon a child as a disciplinary measure. 
 
Separation, when used as discipline, shall be brief and appropriate for the child’s age. The child 
shall be within sight of an adult in a safe, lit, and well-ventilated area. No child shall be isolated in 
a locked, closed room or closet. 
 
Verbal abuse or derogatory remarks about the child, their family, race, gender, sexual orientation, 
ethnicity, religion, or cultural background shall not be used nor permitted by staff or volunteer 
parents. 
 
 
CONFERENCES AND CHILD ASSESSMENT  
WPELC assessments are based on classroom observations, direct interactions with the child, and 

knowledge gained from the families about the child. WPELC does not conduct any formal 

assessments. WPELC communicates directly with parents as any issues arise and have an open 

ongoing communication and relationship with families throughout the school year. Teachers 

document observations during the school day and at the end of the day. Teachers also collect 

work from the child throughout the school year as another form of documentation and also will 

compare documentation of how a child plays from the beginning of the year to the end of the 

year.  Teachers at WPELC use Colorado's Early Learning and Development Guidelines to support 

and guide their curriculum and assessment processes. This guide along with knowledge gained 

about each individual through assessment guides the teacher’s emergent curriculum for the 

school year and contributes to individualized learning plans.   

 

Individualized Parent Teacher conferences are offered at WPELC in the Fall and again in the 

Spring. If a teacher has a concern about a child’s behavior or development it will be addressed 

with the family prior to the conference. WPELC staff work closely with caregivers to:  

1) advocate  2) understand development  3) be able to identify red flags.  

 
 
TELEVISION/VIDEO POLICY, NEIGHBORHOOD EXPLORATIONS AND SPECIAL ACTIVITIES 
WPELC curriculum and activities do not include screens or videos.  
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From time to time, WPELC may take a Neighborhood Exploration - walks around the 
neighborhood - to Platt Park, around the block, etc.  
 
The following procedures are in place when classes are on Neighborhood Explorations: 

-​ The Lead Teacher and Assistant Teacher are present at all times.  
-​ Children walk single file, or no more than two students side-by-side (one teacher at the 

front, one teacher at the rear, and the Helping Parent in the center).  
-​ When crossing alleyways or streets, one teacher will demonstrate good crossing practices 

and will indicate when it is safe to cross.  
-​ One teacher shall remain in the alley/street until all children have crossed.   
-​ Parents should dress children for appropriate weather and walking every day. 

 
 
SCHOOL CLEANINGS  
WPELC’s hands-on learning environment means our classroom gets dirty and requires thorough 
and conscientious cleaning to maintain a pleasant and safe place for our children to play and 
learn. We all must work together to keep the school clean. Teachers and Helping Parents perform 
daily cleaning maintenance tasks, and WPELC also contracts with a cleaning service to clean the 
classrooms and bathrooms Monday through Friday. There are two All-School Clean Ups 
scheduled during the year and a toy cleaning; families are required to participate in one of the 
clean ups and the toy clean up. The All-School Clean Ups are listed on the school calendar and 
typically occur in August and late April/early May. We strive to use safe sanitizer for hands and 
make sure to follow all cleaning guidelines for disinfecting surfaces.  
 
 
AFTER SCHOOL ADVENTURE CLASSES  
WPELC often offers one-hour enrichment classes after the typical school hours. Early Learners 
enjoy “Lunch Bunch” where they eat lunch at school and then participate in an activity focused 
on science, music, or movement. Preschoolers participate in activities such as Story Book Journey, 
Cultural Explorations, Music & Movement, Science Exploration, and Children’s Theater. 
 
After School Adventure classes are optional and intended to offer additional educational and fun 
opportunities for WPELC students, and extend the learning day for those who are ready. 
Enrollment for these classes typically occurs a few weeks before each semester starts, and 
requires an additional fee paid per semester to the school.    
 
 
EXTRA DAY EXPLORERS 
WPELC offers a third day option for students enrolled in our Tuesday/Thursday Preschool class. 
This provides an extra day with one of their teachers to extend learning in a smaller group 
environment with their classmates. Tuesday/Thursday Preschool families have the option to sign 
up for these days during our enrollment process.  
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HEALTH POLICIES AND GUIDELINES 

 
REQUIRED FORMS 
WPELC’s license to operate depends on compliance with the Rules and Regulations for Child Care 
Centers issued by the State of Colorado and the City and County of Denver. In order to reserve 
your child’s place at WPELC, all updated health forms must be received by August 1 (unless 
special arrangements have been made with the Administrative Assistant). Children will not be 
permitted to attend class until all required health forms have been submitted to the 
Administrative Assistant. Parent-Tot students are exempt from this policy.  
 
Students admitted after August 1 should complete all health forms and submit to the 
Administrative Assistant before the first day the child attends school.  
 
Required health forms for Early Learner and Preschool students include: 

-​ General Health Appraisal - a medical examination report signed by your child’s approved 
health care provider  

-​ Immunization Record and/or Exemption - a signed record of your child’s immunizations  
 

The content of each child’s health file is confidential but is immediately available upon request to:  
• Administrators and educators who have consent from a parent or legal guardian to access 

the records  
• The child’s parents or legal guardians  
• Regulatory authorities  

 
 
IMMUNIZATIONS 
Immunization requirements will be strictly enforced for all students in Early Learner and 
Preschool classes. Students who do not meet the requirements listed below will be denied 
attendance according to Colorado law. 
 
You must provide WPELC with one of the following in order to comply with the law: 
 

-​ Certificate of Immunization from a licensed physician or authorized representative of the 
Department of Health or local health department certifying that your child has received 
minimum immunizations as indicated below. 
 

-​ Certificate of Medical Exemption or Non-Medical Exemption Form (for Religious or 
Personal Belief): 

▪​ Medical exemption signed by licensed physician listing medical contraindications 
▪​ Religious exemption signed by parent or guardian  
▪​ Personal exemption signed by parent or guardian 

 
For children whose Certificate of Immunization is not up to date, the parent or guardian has 14 
days after notification to provide documentation that the next required immunization was given 
and submit a written plan for completion of any required immunizations. If the plan is not 
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fulfilled, the child shall be suspended from school until in compliance. 
 
 
ILLNESS, ACCIDENT AND INJURY GUIDELINES 
If a child becomes ill, has an accident, or sustains an injury while at school, WPELC will notify a 
parent and have the child rest in an area separate from the class activities until the child is picked 
up from school. If a child is injured or involved in an accident at school, WPELC will administer 
necessary first aid and complete an accident report that is kept on file in the school office. 
Depending on the type and severity of the injury, the child will return to class activities or a 
parent will be notified to pick up the child from school. If deemed necessary by the teacher or 
Director, a 911 emergency call will be made, and a parent will be notified immediately.  
 
WPELC follows CDPHE’s guide How Sick is Too Sick. Please refer to this guide when determining 
when to keep your child home. In general, if your child does not seem to be 
himself/herself/themselves, do not hesitate to keep them home for a day or two. 
Please ask your doctor about when your child should return to school following an illness. If 
medication has been prescribed, ask your doctor when or if your child can return to school during 
the course of the treatment. 
 
If your child has been exposed to any contagious diseases or viruses, such as COVID-19, whooping 
cough, German or regular measles, mumps, chicken pox, diphtheria, pinworms, or scarlet fever, 
please keep them home and report the illness to the school immediately. WPELC will comply with 
state requirements for staff and parent notification when students are exposed to contagious 
diseases or viruses. If a child in the school is not immunized they will be excluded from school if a 
local outbreak occurs. Parents are required to notify the Director when a student becomes 
exposed or infected with a contagious disease or virus so that other families in our community 
may be informed and so that WPELC may make a determination, in its sole discretion, regarding 
when the student may return to the classroom based on recommendations by the Colorado 
Department of Public Health and Environment (CDPHE) and other relevant public health 
authorities. 
 
Each child must be observed daily upon arrival at WPELC by a person capable of recognizing 
common signs of communicable diseases or other evidence of ill health. This procedure might 
include a temperature check before entering the classroom. A child who is ill upon arrival at 
WPELC shall not be admitted or must be separated from other children until the parent or 
guardian can pick up the child. 
 
 

ADMINISTRATION OF MEDICATIONS 
All medication at WPELC shall be kept and stored in the school office up on a high shelf out of 
reach of children. Only trained WPELC staff shall administer medications for children in 
compliance with the Nurse Practice Act and only upon written consent from a parent/guardian 
and written order from the child’s physician. Permission forms to administer medication are 
provided by WPELC and found on our website. Each prescription shall be in the original, 
childproof container and carry the name of the medication, the name of the child for whom it 
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was prescribed, the name of the prescribing physician, and the physician’s instructions. WPELC 
staff shall not administer over-the-counter medications without written physician instructions. 
Parents are asked to avoid a dosing time during school hours unless for emergency situations or 
as required by the child’s physician.  Medication that needs to be stored in a refrigerator will be 
stored in a locked box and any medication that is a controlled substance will also be stored in a 
locked box. If a child has a rescue medication such as an epi-pen, the medication will stay in a bag 
that will go with the class when they leave the classroom to go outside.  
 
DIAPERING AND TOILET TRAINING 
WPELC does not require children to be potty trained to enroll into our school. Teachers will follow 
the parent’s lead to the best of their ability at school with potty training. Extra clothes, diapers, 
etc for each child will be stored in the bathroom within the classroom in our Preschool classroom 
and across the hall for Early Learners. A changing table is available in the adult only bathroom 
near the Early Learning classroom. Please make sure you are providing extra clothes that are 
season appropriate for your child. In the case of a child having an accident at school, we will put 
soiled clothes into a zip loc bag to be sent home at the end of the school day.  
 
 
STANDARD PRECAUTIONS 
To help prevent the spread of diseases caused by body secretions, the following universal 
precautions are recommended when volunteering in the classroom and expected of our staff: 

-​ Wear disposable plastic or rubber gloves when in contact with body secretions including 
blood, stool, urine, and vomit. Dispose of gloves after each use. 

-​ Cover open wounds until a scab has formed if child will have contact with other children. 
-​ Wash your hands after contact with children. Use disposable paper towels. Children 

should wash their hands after the use of the bathroom or if they have blood or other 
body substances on their hands. Use single-use disposable tissues for runny noses, etc., 
and dispose of them immediately. Never share tissues. 

-​ Wash toys that have come into contact with body fluids or stool. 
 
WPELC handwashing policy 
Staff and Volunteers in the classroom are expected to frequently wash their hands to help 
prevent the spread of viruses at these times: 

●​ Before and after handling food and serving food 
●​ Before handling any medication (staff only) 
●​ After cleaning 
●​ After helping a child wipe their nose 
●​ After handling garbage 
●​ After helping a child in the bathroom 

 
WPELC staff follows CDC’s handwashing guidelines  
 
 
REPORTING OF CHILD ABUSE 
Any teacher or Helping Parent who has reasonable cause to know or suspect that a child has 
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been abused or neglected, or has observed a child in circumstances or conditions which would 
reasonably result in abuse or neglect, must immediately report their concerns to the Denver 
County Department of Human Services by calling the Child Abuse Hotline at (720) 944- 4347 or 

844-CO-4-KIDS.​
 
To report complaints regarding WPELC contact: 
Colorado Department of Human Services Division of Childcare 
1575 Sherman St., 1st Floor 
Denver, CO 80203 
(303) 866-3755 
 

HEAD LICE POLICY 

Background Information: Infestation with head lice is most common among preschool and 
elementary school-age children and their household members and caretakers. Head lice are not 
known to transmit disease, but secondary bacterial infections are possible from scratching. Head 
lice are not related to personal hygiene or the cleanliness of a person, their home environment, 
or their school environment. 

Head lice can infect anyone, regardless of race or socioeconomic status. No one is immune to 
head lice. Head lice are spread by direct contact with the hair of the infested person. 
Head-to-head contact is the major way head lice is spread. Rarely is it spread by contact with 
clothing or personal items. 

The Center for Disease Control, the American Academy of Pediatrics, and the National 
Association of School Nurses support a caring policy and one that is less exclusionary for children 
infested with head lice. They suggest that students do not need to be sent home early from 
school. They promote treatment to take place the evening of the diagnosis and then to return to 
school as soon as treatment has begun. They believe that the burden of unnecessary 
absenteeism to the students, families, and communities far outweigh the risks associated with 
head lice and the risk of transmission in the school setting. 

Rationale: The WPELC head lice policy is aligned with the National Association of School Nurses 
evidence-based strategies for the management of head lice in the school setting. The policy, 
while effectively dealing with individual head lice cases, will also reduce the incidence of 
infestations, social stigma, and caregiver strain, and the negative impact on the students’ 
education. The school policy outlines the roles and responsibilities of WPELC staff and parents in 
a community effort to control head lice. This policy draws on information obtained from the 
Center for Disease Control, the American Academy of Pediatrics, and the National Association of 
School Nurses. 

Policy: All members of this school community will work in a cooperative and collaborative manner 
to assist families to manage head lice effectively. 

Evidence shows that we cannot eradicate head lice but we can reduce the number of cases if all 
school community members work together in a coordinated manner. In this school community, 
there is a commitment to do this in the following ways: 
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1.​ If a child is diagnosed with head lice, the parent will notify WPELC via the Director.  
2.​ The parent will consult with their pediatrician and start treatment immediately based on 

the recommendations and will complete treatment as directed.  
3.​ The parent will communicate the action plan with the school Director.  
4.​ The Child Health Nurse Consultant will be a resource for the family and provide additional 

information and resources as needed or as requested.  
5.​ The infected child will be allowed to return to school in the absence of  live head lice.  
6.​ If multiple cases are found to be present at WPELC, a school-wide notice will be sent out. 

If one case is reported, that child’s class will be notified. The child’s identity will not be 
disclosed in any communication going out to the community.  

7.​ The Director will assure the cleaning and washing of  classrooms, play clothing, pillows, 
blankets, etc.  

8.​ It will be encouraged throughout the year to frequently check your children for head lice. 
This will be communicated periodically via the weekly newsletter.  

 
 
 

SAFETY AND EMERGENCY PROCEDURES 
 
SAFETY AND SECURITY 
WPELC is committed to running a safe and secure preschool. We need the help of all staff and 
parents in maintaining a safe environment for the children.   
 
Each school year the code for the entry door will be shared with the community. The secondary 
door code is not shared with the community for safety reasons and families can use the door bell 
to alert staff if it is closed. The church has a camera  in operation on the front entrance. The EL 
doors have bells to alert the staff when the door has been opened.  
 
At the end of each class session, the classroom, bathroom, closets, office area, and playground 
will be checked before locking or securing the area to ensure no child is hiding or left alone. The 
teachers and the Helping Parent will keep each child in the classroom until they are signed out 
and picked up by an authorized adult. 
 
A Qualified Early Childhood Teacher will always accompany a child going to the bathroom or 
leaving the classroom for any other reason. Helping Parents do not take children to the 
bathroom, unless it’s their own child. 
 
 
BATHROOM PROCEDURES 
The Hope Women’s bathroom is strictly for WPELC-student--use-only when class is in session. 

-​ Signs will be placed on bathroom doors before and after class. 
-​ Step stools will be placed at the designated toilets and sinks before class, stored in the 

bathroom when school is not in session, and cleaned regularly. 
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During school hours, the Hope Men’s bathroom will be designated for Adults only. Only WPELC 
staff and parents are allowed to use this bathroom during school hours.  
 
The Preschool classroom bathrooms are for children only. 
 
Traveling To and From the Bathroom: 

-​ Only a Qualified Early Childhood Teacher may take students to the bathroom. 
-​ A Qualified Early Childhood Teacher shall be with students at all times. 
-​ A Qualified Early Childhood Teacher will visually confirm the bathroom is not occupied 

prior to students entering. 
-​ A Qualified Early Childhood Teacher will unlock and lock the bathroom during use. 

 
PETS 
Family pets are not allowed on WPELC school property during drop-off and pick-up. Please find 
an alternative area for your pets to wait while you sign your child in or out.   
 
 
EMERGENCY AND LOCKDOWN PROCEDURES 
 

LOST CHILD: In the event of a lost child, as an emergency procedure WPELC will be placed 
on lockdown, 911 will be called, and parents will be contacted. 

 
FIRE: The teachers and children will gather at the nearest and safest exit. The teacher will 
take a headcount as the children are gathering and proceed outside, closing the exterior 
doors behind. Once outside, the group should stand 50 feet from the building (most likely 
the playground), and the teacher will again take a headcount. The Director or Helping 
Parent will be responsible for locating missing children by checking restrooms, closets, 
and the office for children who may not have heard the alarm. As soon as the Helping 
Parent is certain there are no children in those places, the Helping Parent should proceed 
to the nearest and safest exit.  

 
Fire drills shall be conducted monthly. 

 
Fire doors and front entryway doors are to be closed at all times during class. These doors 
are only to remain open during drop-off and pick-up times and when children are entering 
and exiting from the playground area. These doors are to be checked before class begins 
to be sure all remain closed during class, including the door leading to all stairwells.  

 
All helping parents must be prepared to help the children safely out of the building if the 
need should ever arise. 

 
TORNADO: Should the Public Warning System issue a tornado warning, the evacuation 
method will be similar in structure to the fire evacuation method. The adults, however, 
will evacuate the children into the basement community room, accessed down the stairs 
from stairwells on both ends of WPELC. Children will be instructed to sit down or to kneel 

28 



while protecting their heads if the threat is imminent. They will remain there until an 
all-clear signal is issued. 

 
EMERGENCY BUILDING EVACUATION: Should the building need to be evacuated for any 
emergency situation, the adults and children will go to Grant Middle School where WPELC 
has arrangements for children and teachers to remain in their gymnasium until each child 
is picked up by his or her authorized person. The telephone number at Grant Middle 
School is (720) 423-9360, and the address is 1751 S Washington St, Denver, CO 80210. 

 
LOCKDOWN: When the threat is inside or very close to the school, school staff secures 
the building and safely shelters all students, staff, and visitors INSIDE the school building. 
WPELC will go on lockdown if a threat is in the building or the neighborhood and 
endangers the occupants of the school. The following procedures shall be performed: 

-​ School business and classroom activities cease. 
-​ No person is allowed to enter or leave the west wing of Hope Church. 
-​ Facility Manager/Staff lock all exterior doors. 
-​ Teachers/Staff lock classroom/work area doors. 
-​ Staff and students are down, quiet, and out of sight. 

 
Lockdown Drills: Lockdown drills are conducted quarterly and take place in the single 
bathrooms across from our Early Learner entrance. Both single bathrooms have lots of 
space and locks on the doors. Children are told that we are seeing if we can all fit in one 
space together and language is kept developmentally appropriate and light.  

 
Lockdown Communication: Parents will receive email and/or phone communication, 
when feasibly possible, at the end of a real lockdown. 

 
MODIFIED LOCKDOWN: When the threat is definitely away from the school, school staff 
secures the building and safely shelters all students, staff, and visitors INSIDE the school 
building. WPELC will go on modified lockdown if a threat is in the neighborhood and does 
not endanger the occupants of the school. No person is allowed to enter or leave the 
building. Parents will be notified. For a modified lockdown, follow the procedures for 
lockdown except: 

-​ Interior doors DO NOT need to be locked. 
-​ School business and classroom activities continue as normal. 

 

 

EMERGENCY PLANNING FOR CHILDREN WITH DISABILITIES, ACCESS AND FUNCTIONAL NEEDS 

The following is adapted from the Emergency Plan for Students with Special Needs for Marin 
County School District and designed to assist administrators, teachers, staff, parents, students, 
and local responders in planning for the support that may be required for students with special 
needs in the event of an emergency. To comply with laws involving students with special needs, 
individuals responsible for evacuation and emergency operation plans, notification protocols, 
shelter identification, emergency medical care, and other emergency response and recovery 
programs must: 
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Have sound working knowledge of the accessibility and nondiscrimination requirements 
applicable under federal disability right laws; 

Know the special needs demographics of the students attending classes on site. Within the first 
three weeks of school, teachers will have specific plans for children with known disabilities. This 
information will be updated as needed throughout the school year: 

●​ Involve students with different types of disabilities and staff and teachers in identifying 
the communication and transportation needs, accommodations, support systems, 
equipment, services, and supplies that they will need during an emergency; 

●​ Consider emergency accommodations for those with temporary disabilities; 
●​ Identify existing resources within the school and local community that meet the special 

needs of these students; 
●​ Develop new community partners and resources as needed; 
●​ Inform parents about the efforts to keep their child safe at school; 
●​ Identify medical needs and make an appropriate plan; 
●​ Identify any necessary tools such as personal response plans, evacuation equipment, or 

visual aids; and 
●​ Include local responders and establish a relationship with individual students with 

disabilities and their teachers. 

  
The Individuals with Disabilities Education Act (IDEA) is a 1975 federal law, amended by the Office 
of Special Education Programs in 1997, which ensures services to children with special needs 
throughout the nation. 
  
In addition to students with disabilities specified under IDEA law, the Director must identify 
individuals with a temporary impairment, such as a broken leg or hidden impairment such as 
asthma, previous panic attacks, allergies, or heart conditions. Students with such documented 
medical conditions may need to continue their individual medical regime, particularly during a 
crisis or disaster. Teachers will take all medication and care plans when exiting the building in an 
emergency. 
 
 
TEMPORARY SCHOOL CLOSURE POLICY 
In rare situations, WPELC may need to close the school and suspend classes to protect the safety 
of the staff and, most importantly, the students. As a small cooperative preschool, protecting our 
community is our top priority.   
  
A Temporary School Closure is defined as WPELC shutting down operations for more than one 
week. This means that there would be no classes or community events for more than five 
consecutive days. In the interim, regular operations are paused.     
 

In the event of circumstances beyond our reasonable control, including, but not limited to, any 
fire, act of God, war, government action, act of terrorism, epidemic, pandemic, natural disaster, 
or other major upheaval, WPELC may immediately suspend classes without notice until such time 
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as WPELC, at its discretion, determines that it may safely and adequately resume operations. In 
addition, WPELC may alter its calendar or provide alternative means of instruction in its sole 
discretion. 
 
WPELC also may need to close the school temporarily depending on relocation and move timing. 
  
Based on any applicable orders, guidance, or other relevant information, the Director is 
responsible for reviewing, recommending, and implementing any temporary school closures in 
conjunction with the Board, which will assess the financial implications of a temporary school 
closure. The Director also is responsible for establishing a return to school date when regular 
operations, schedules, and classes can resume. In the event that WPELC needs to close 
temporarily, the community will be notified as soon as possible. The Director is responsible for 
managing the transition from regular operations to temporary closure, including all 
communications, prior to and after, regarding a temporary school closure.   
   
In the event that classes are suspended, the Board will determine what financial options are 
available to families based on the circumstances of the Temporary School Closure and the 
financial standing of the school. 
 
 

 
 

AMENDED BYLAWS 
OF  

WASHINGTON PARK EARLY LEARNING CENTER 
Revised May 2, 2022 

 
 

Article I:  NAME AND DESCRIPTION  
 

The name of the organization shall be “Washington Park Early Learning Center” (WPELC). 
WPELC is organized as a nonprofit corporation pursuant to the laws of the State of Colorado. 
WPELC shall comply with the rules and regulations for the licensing of children’s centers as set 
forth in the applicable laws, regulations, and ordinances. 
 
 

Article II:  PURPOSE 
 

The purpose of WPELC is to operate a parent cooperative preschool. The philosophy of 
WPELC shall be to provide an environment that supports and respects the child as he or she is. 
Through the guidance of qualified teachers, the child will have the opportunity to explore and 
enrich his or her world physically, emotionally, and intellectually. 
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Article III:  MEMBERSHIP 
 

Each person who has a child enrolled in WPELC shall be a member of the corporation. For 
families not currently enrolled, membership shall become effective upon notification of 
acceptance of the child in the school and the payment of the last month’s tuition as a retainer 
fee. Membership shall be terminated on the last day of the child’s attendance in the school. 
Membership shall be open to all families regardless of race, color, national and ethnic origin, 
religion, or economic background. The good standing of a member shall be determined in 
accordance with requirements established by the Board of Directors and set forth in the Parent 
Handbook. Each member in good standing shall be eligible to vote at General Meetings and hold 
office. 
 
 

Article IV:  ENROLLMENT ELIGIBILITY 
 

A child must be the minimum age for the desired class at WPELC by September 1 of the 
entering school year to be eligible for enrollment. The Board of Directors may make exceptions if 
deemed necessary or beneficial. 
 
 

Article V:  TUITION AND FEES 
 
1.​ To be considered for admission, a non-refundable registration fee shall be paid with the 

application regardless of when the application is submitted, i.e. even if submitted after the 
commencement of the school year. 

2.​ An activity fee shall be paid before the child is permitted to attend school. Students enrolling 
after February 1 shall pay half the activity fee, but no further reductions will be made. 

3.​ Last month’s tuition shall be paid by the first week of March of the prior year and shall be 
held as a non-refundable retainer.  September tuition shall be paid no later than June 1st. 
Thereafter, tuition shall be due and payable on the first of each month, whether or not the 
child is in attendance. A seven-day grace period shall be allowed, after which a $25 late fee 
will be due and the names of those delinquent may be posted. If tuition is in arrears 30 days, 
the child will not be allowed in the classroom until the tuition is paid, the child may be 
dropped from enrollment, and the child will not be allowed to re-enroll for the following 
school year until the tuition and late fee are paid. 

4.​ All fees and tuition rates shall be determined by the Board and shall be subject to change on 
30 days written notice. 

5.​ Withdrawals from enrollment shall be made only upon four weeks notice to the 
Administrative Assistant. Current month’s tuition shall be prorated and a refund, less any 
amount owed for mandatory fundraising to date, made if applicable. No refund of the 
retainer fee (last month’s tuition) will be made, nor shall the retainer fee be applied to the 
child’s last month of school. 

6.​ Scholarships shall be awarded in accordance with the Scholarship Guidelines adopted by the 
Board. 
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Article VI:  LICENSING AND HEALTH REQUIREMENTS 
 

WPELC shall comply with the Rules and Regulations for Child Care Centers issued by the 
State of Colorado and the City and County of Denver. Each child is required to have an annual 
physical examination and a completed Certificate of Immunization, or Statement of Exemption to 
Immunization Law, prior to entering preschool. This health form must be at the school before 
he/she is admitted to class. 
 
 

Article VII:  MEETINGS 
 
1.​ Board. The Board of Directors shall meet once each month during the year and at other times 

that are deemed necessary by the Board. The President must call a board meeting upon 
written request by 50% of the Board. All board meetings are open to members in good 
standing. 

2.​ General. There shall be two general meetings of WPELC each year. These meetings shall be 
held: (1) in August prior to the start of school, and (2) in May prior to the closing of school. 
The Board of Directors shall determine the exact time and location for the general meetings. 
The Secretary shall provide written notification of the time and place of the meeting to each 
member in good standing at least one week prior to the meetings. 

3.​ Special. Special meetings may be called at any time by the Board of Directors or upon written 
request of 10% of the members in good standing. Such meetings to be held may be at such 
time and place as the Board of Directors or members calling the meeting may designate. The 
Secretary shall provide written notification of the time and place of any such special meetings 
to each member in good standing at least one week prior to the meeting. 

4.​ Quorum and Manner of Acting. A quorum at any board meeting shall consist of fifty percent 
of the entire membership of the Board, and a quorum at any general or special meeting shall 
consist of 50% of the families in good standing of WPELC. No business may be transacted at 
any meeting without the presence of a quorum. Unless law or the Articles of Incorporation of 
WPELC require a greater vote, the affirmative vote of a majority of those present at a meeting 
at which a quorum is present is required to take an action. 

5.​ Action by Written Consent; Telephonic and Other “Virtual” Meetings. The WPELC Board of 
Directors can approve contracts or motions via written consent, telephonic, or electronic 
communication. The Secretary tracks and records any motions. 

 
 

Article VIII:  BOARD OF DIRECTORS 
 
1.​ Membership. The direction and management of WPELC shall be vested in the Board of 

Directors, who must be members in good standing. The Board of Directors shall consist of the 
following persons: the elected officers of the membership (President, Vice President, 
Treasurer, and Secretary, and the chairpersons of the Recruitment, Community, Fundraising, 
Communications, and Maintenance Committees. 

2.​ Term. The term of office shall be from June 15 to June 15, except the Treasurer’s term of 
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office shall be from August 1 to July 31 because WPELC’s fiscal year operates from July 1 
through June 30. 

3.​ Vacancies. The Volunteer Coordinator shall conduct a search process and interview 
community members to determine who in the community can best fill any vacancies that 
occur during the year. The Volunteer Coordinator shall gain approval for a nominee from both 
the President and the Director. Once the new nominee is finalized, the Board of Directors 
shall hold a vote on the replacement so that the term of the office may be completed. 

4.​ Powers and Duties of the Board. The Board of Directors shall have the power and authority to 
conduct and manage the business and property of WPELC subject only to specific instructions 
from the membership. The Board shall operate and manage the school in accordance with 
the Bylaws and the current Parent Handbook of WPELC. The Board may create and designate 
such powers and duties to committees or to persons approved by the Board as necessary and 
desirable but shall not delegate control of employment practices or the hiring and firing of 
employees. 

5.​ Parent Handbook. The Board of Directors shall draw up the policy for the operation of WPELC 
and shall be responsible for making changes in that policy. This policy shall be set forth in the 
Parent Handbook and shall be presented to the membership at the Spring General Meeting. A 
copy of the Parent Handbook shall be provided to each member or made available online. 
The Parent Handbook shall be limited to those issues that pertain to the proper and efficient 
running of the school. 

 
 

Article IX:  ORDER OF BUSINESS 
 
1.​ The Order of Business for board meetings shall be the same as the Order of Business for 

general meetings and shall include the following components. 
a)​ Roll call 
b)​ Proof of notice of meeting 
c)​  Reading and correction of minutes 
d)​Read meeting norms 
e)​ Reports of officers and committees 
f)​  Financial statement and report 
f)   Old business 
g)  New business 

 
2.​ In addition to the items set forth above, the agenda for the Spring General Meeting shall 

include: 
a)​ An evaluation of the program and operation of WPELC 
b)​ Consideration and adoption of amendments to the Articles of Incorporation and 

Bylaws 
c)​ Formation of standing committees and election of committee chairpersons who will 

then assign individual roles and set expectations for optimal committee functioning 
starting in August.  

d)​ Election of officers and Board of Directors 
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3.​ In addition to the items set forth above, the agenda for the Fall General Meeting shall include: 
a)​ Parent orientation 
b)​ Adoption of annual budget 
c)​ An outline of the committees for the upcoming year  Second official meeting of all 

committees; time to further hone roles & responsibilities for each committee member 
 

4.​ The above set forth order of business may be suspended by a two-thirds vote of the members 
present at any given meeting. 

 
 

Article X:  OFFICERS 
 
1.   Officers 

a)​ All officers shall be members of WPELC. 
b)​ The officers shall be: President, Vice President, Secretary, and Treasurer. The offices 

may be held jointly by two persons. In any office held jointly, the responsibilities and 
duties of the office shall be shared equally by the persons holding the office. 

c)​ Each office position shall have one vote on the Board of Directors, i.e. if there are two 
persons serving as co-positions, they have one vote between them at board 
meetings. 

d)​ The officers shall be elected by the membership at the Spring General Meeting for a 
term of one year except for the Treasurer who is elected for a term of two years. All 
new officers and assistants shall take office starting June 15, except the Treasurer 
shall take office starting August 1. 

e)​ Assistant officers may also be appointed as described in this Article.  Assistant officers 
need not be elected by the membership and do not serve on the Board of Directors. 

 
2.  President. The President shall preside at all general and special meetings of the members of 

WPELC and the Board of Directors. The President shall be an ex officio member of all 
committees. The President shall have the usual powers of supervision and management and 
shall perform other duties as may be designated by the Board of Directors. The President shall 
review WPELC’s lease with the church each year to assure that it is in good order. The 
President shall review WPELC Parent Handbook & Bylaws annually to assure that they are up 
to date. The Volunteer Coordination Committee, with approval from the President and 
Director, shall assign parents to the standing committees. The President shall, with the Vice 
President, prepare the teacher letters of intent and teacher contracts. The President shall sign 
the Director’s contracts on behalf of the WPELC Board of Directors, which have been 
approved by the WPELC Board of Directors. The President signs all contracts and legal 
documents on behalf of the WPELC Board of Directors that have been approved by the 
WPELC Board of Directors. The President shall appoint two board members to serve on the 
Tuition Assistance Committee with the Treasurer. The Volunteer Coordinator, with approval 
from the President, shall assign parents to the Volunteer Coordination Committee. The 
President must have served at one time on the Board of Directors at WPELC before being 
nominated for the position. This requirement shall be waived if approved by two-thirds vote 
by the members. 
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3.  Vice President. The Vice President shall be the liaison between the teachers and the Board of 

Directors. The Vice President shall be responsible for screening and recommending teacher 
applicants to the Board of Directors and reviewing salary scales. The Vice President shall, with 
the President, prepare the teacher letters of intent and teacher contracts. The Vice President 
shall preside over hiring procedures and discharge procedures of teachers with the approval 
of the Board of Directors. The Vice President shall, with the Director, coordinate and 
distribute an annual parent survey and communicate the results to the Board of Directors. 
The Vice President shall be responsible for updating the Employee Handbook and bringing 
any changes before the Board of Directors. The Vice President shall review all of WPELC’s 
insurance policies each year to assure that they are in good order. The Vice President shall 
assist the President with preparation of general meetings. In the event that the President is 
unable to serve for a temporary period, the Vice President shall serve as the President in the 
interim. The Vice President shall, in the absence of the President, possess all of the duties of 
the office of President. 

 
4.​ Secretary. The Secretary shall keep the minutes of the general meetings, special meetings and 

Board of Directors' meetings of WPELC. The Secretary will be responsible for the office files 
and for the records of WPELC.  The Secretary shall make the official records of WPELC 
available to any member in good standing upon proper request at a reasonable time. The 
Secretary shall provide written notice of the time and place of the Fall and Spring General 
Meetings and of any special meetings to all members in good standing at least one week prior 
to the meetings and shall provide written notices of other special events as directed by the 
President or Board of Directors. The Secretary shall, along with the Administrative Assistant, 
manage and maintain school-related documents for appropriate lengths of time, or as 
required by law. 

 
5.  Treasurer. The Treasurer shall collect and receive all monies, shall deposit them in a bank 

designated by the Board of Directors, and shall disburse them. The Treasurer shall prepare 
and present a financial report to the Board of Directors at the regular meetings and shall 
prepare a full financial statement as required for general meetings of WPELC or as otherwise 
requested by the Board of Directors. The Treasurer and/or a professional bookkeeper 
approved by the Board of Directors shall prepare all financial reports required by law, 
including but not limited to, state and federal income tax forms, social security forms, 
withholding tax forms, etc. The Treasurer shall coordinate the Scholarship Committee and 
shall prepare and present the scholarship applications to that committee and shall notify 
scholarship applicants of their receipt or rejection of a scholarship.    

 
 

Article XI:  STANDING COMMITTEES 
 
1.​ Recruitment Committee. The RecruitmentCommittee shall oversee recruitment tasks and 

activities including, but not limited to, updating the annual application form, formulating a 
tuition proposal for the Board to vote, organizing and directing Open Houses, and conducting 
school tours.. The RecruitmentChair, in conjunction with the Director and Administrative 
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Assistant, shall ensure that the information requested on the application form gathers the 
required information as set forth in the Rules and Regulations for Child Care Centers issued by 
the State of Colorado. The Director or Administrative Assistant shall respond to all phone and 
email inquiries regarding recruitment.  

 
2.​ Communications Committee. This committee shall be responsible for keeping WPELC families, 

as well as the community, informed about the school and its activities, and publish a 
newsletter. The Communications Committee will be responsible for maintaining the webpage 
and sending weekly electronic communication. The Communications Committee shall be 
responsible for the maintenance and support of all WPELC computers, peripherals, and 
technical office equipment. 

 
3.​ Fundraising Committee. This committee shall be responsible for selecting and coordinating all 

fundraising efforts. 
 

4.​ Maintenance Committee. This committee shall be responsible for maintaining the school, 
including the classrooms, bathrooms, and playground, in a safe and sanitary manner and 
purchasing the school’s cleaning supplies and equipment. The Maintenance Committee is also 
responsible for keeping the classroom plants and animals clean, fed and watered.   

 
5.​ Community Committee. This committee shall be responsible for fostering community at 

WPELC, creatively supporting and enhancing the teachers in carrying out their classroom 
programs, and supporting Diversity, Equity, and Inclusion efforts. There are five  Class Liaisons, 
one for Parent Tot and one for eachEarly Learner and Preschool class.  They shall be a part of 
the Community Committee and help in these efforts by fostering community within and 
beyond their respective classrooms. 

 
6.​ Chairpersons. The chairpersons of the standing committees shall be elected by the 

membership at the Spring General Meeting for a term of one year to the Board of Directors. 
All new chairpersons shall begin work starting June 15. Each chair position may be held jointly 
by two persons. In any chair position held jointly, the responsibilities and duties shall be 
shared equally by the persons acting as co-chairs. Each co-chair position shall have one vote 
on the Board of Directors, i.e. if there are co-chairs for the Community Committee, they have 
one vote between them at board meetings.   

 
 

Article XII:  SPECIAL COMMITTEES 
 
1.​ Tuition Assistance Committee. This committee shall implement and administer the tuition 

assistance policy. This committee shall consist of three voting members:  the Treasurer and/or 
Treasury Assistant and two Board members appointed by the President. The Treasurer shall 
present the applications. The Treasurer shall maintain the anonymity of the tuition assistance 
applicants. 

 
2.​ Volunteer Coordination Committee. The President and Director shall approve the 
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appointment of the Volunteer Coordinator, who is selected by the outgoing Volunteer 
Coordinator and their committee.  The Volunteer Coordinator shall assemble a working 
committee, asking each Committee Chair for one volunteer from their committee, six weeks 
before the Spring General Meeting. This committee's purpose is to determine volunteer roles 
for all community members for the upcoming school year.  They will create a proposed Board 
of Directors by reviewing intake data and nominations submitted by both the current board 
and the general membership.  They also will use this information to place all other 
community members in leadership roles or on committees. The President and Director shall 
approve the proposed Board of Directors, which will then be voted on by the whole 
community at the  Spring General Meeting. Persons serving on the Volunteer Coordination 
Committee can be nominated for a Board position. 

 
3.​ Other Committees. The Board of Directors shall create other committees when necessary. The 

Board shall designate the powers and/or duties of these committees. 
 
 

Article XIII:  CLASS LIAISONS 
 

The Volunteer Coordination Committee shall appoint a Class Liaison from each Early 
Learner and Preschool class. One additional Class Liaison shall be appointed for all Parent-Tot 
families. Class Liaisons are part of the Community Committee and shall be responsible for 
preparing Helping Parent schedules, fostering community, and assisting the teacher with class 
projects, special activities, and class parties. Class Liaisons shall collaborate with other members 
of their committee to plan social  gatherings for parents and children throughout the year.  
 
 

Article XIV:  STAFF AND DIRECTOR 
 

Annual contracts shall be signed by WPELC and the teachers and the Director prior to 
employment. The Director shall be qualified as a Director of a Large Child Care Center as required 
by the applicable laws, regulations, and ordinances. The teachers shall be qualified as Early 
Childhood Teachers as required by the applicable laws, regulations, and ordinances. All WPELC 
teachers hired have demonstrated knowledgeable decision-making judgment and concern for the 
proper care and well-being of children. Staff, substitutes, and long-term volunteers may not 
consume, be under the influence of, or bring to school any substance that impairs the ability to 
care for children during operating hours. When caring for children, WPELC teachers will refrain 
from using personal electronics including cell phones unless for documentation of learning, 
photos for blogs, and parent updates or emergency parent communications. WPELC teachers 
provide the highest level of attention and care for our children. They must be awake, alert, and 
supervising children at all times. WPELC will maintain staff to child ratios at all times including 
special activities, outside time, and class time. 

 
The teachers, in conjunction with the Director, will develop and carry out the total 

educational program and be responsible for the daily operation of the school, subject to the 
advice of the Board of Directors and as outlined in their contracts and the Employee Handbook. 

38 



The Director shall be designated as the registered agent of WPELC. WPELC grants the Director 
certain enumerated authorities without the need of Board approval including permitting the 
Director to take any action necessary to address an emergency that requires immediate 
attention. 

 
The Director, in conjunction with the teachers, will develop and carry out the total 

educational program and be responsible for the following duties, subject to the advice of the 
Board of Directors and as outlined in the Director’s contract and the Employee Handbook: 
 
1.​ Prepare and update all licensing documents for WPELC. 
2.​ Supervise other teachers employed by WPELC and provide orientation for new staff.  
3.​ Maintain staff files. 
4.​ Organize planning sessions and in-service days for teachers. 
5.​ Provide for substitute teachers. 
6.​ Keep a record of teachers’ continuing professional education, personal leave, and sick 

days. 
7.​ Place advertisements for and assist in hiring new teachers, including screening inquiries 

and scheduling interviews. 
8.​ Answer initial phone inquiries concerning enrollment or general information about 

WPELC.  
9.​ Give tours of the preschool and, when not available, assign a parent or teacher to give 

tours. 
10.​ Form class rosters and waiting lists for the coming school year in consultation with 

teachers and the Administrative Assistant. Assist the Board with administering the 
enrollment policies and procedures adopted by the Board of Directors of WPELC. 

11.​ Coordinate beginning of the year classroom set-up and end of the year classroom 
takedown with other staff and with the Chairpersons of the Maintenance and the 
Enrichment Committees. 

12.​ Prepare materials for and assist in leading the Fall General Meeting. 
13.​ Prepare materials for and lead the parent education meeting on WPELC philosophy and 

curriculum. 
14.​ Coordinate, with the Vice President, the Parent Survey each year. 
15.​ Maintain and update the school calendar. 
16.​ Plan activities for and assist in leading the annual WPELC Open House. 
17.​ Order all classroom materials and supplies, other than what each teacher purchases 

pursuant to that teacher’s monthly classroom supplies allowance.  Coordinate the 
purchase of non-educational supplies, such as toilet paper and paper towels, with the 
Chairperson of the Maintenance Committee. 

18.​ In conjunction with the Chairperson of the Maintenance Committee, oversee classroom 
and playground maintenance, bringing matters needing attention to the Chairperson’s 
attention. 

19.​ Act as the liaison between Washington Park United Church of Christ and WPELC on daily 
issues. 

20.​ Assist the President in responding to any concerns or complaints. 
21.​ Supervise the instructor(s) for the summer camp, including checking the classroom and 
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selected classroom equipment out to the instructor at the beginning of the summer camp 
and checking it in at the end.  

22.​ Review and update the Employee Handbook annually. 
23.​ Such other responsibilities as agreed upon by WPELC and Director. 
 

Article XV:  FINANCIAL POLICY 
 
1.​ Fiscal Year. Fiscal year shall be from July 1 through June 30. 
 
2.​ Nonprofit. WPELC shall be operated as a nonprofit corporation. No expenditure of funds shall 

be made without authorization of the Board of Directors. 
 
3.​ Debts. WPELC shall not be responsible for any unauthorized debts incurred by any member, 

officer, or director. To be binding on WPELC, a contract or other obligation must be in writing, 
must be approved by the Board of Directors, and must be signed by the President. 

 
4.​ Budget. An annual budget shall be determined by the Board of Directors and approved by the 

members at the Fall General Meeting. Approval of the budget by the members shall 
constitute authority for the Board of Directors to expend funds within the limits of the 
allocation, but only if sufficient funds are available. 

 
5.​ Bank Accounts. The Treasurer’s and one other officer’s signature shall be required on all 

checks.   
 
6.​ Non-budgetary expenditures. Expenses not provided for in the annual budget may be made 

when necessary upon approval and authorization by the Board of Directors, but only if 
sufficient funds are available for such expenditures. 

 
7.​ Liability. No officer, board member, or any other member of WPELC shall be liable for acts or 

omissions of any other officer, board member, or member other than him/herself, whether or 
not such an act was in the performance of official duties. ​​No officer or board member shall be 
personally liable to WPELC or its members for monetary damages for breach of fiduciary duty 
when performing their role as an officer or board member to the extent provided under C.R.S. 
§ 7-128-402. 

 
8.​ Loans and Encumbrances. No money shall be borrowed nor any encumbrances allowed 

without the consent of two-thirds vote of the members. 
 
9.​ Audit. The Treasurer’s books shall be audited as directed by the Board of Directors.  The 

options for auditing include, but are not limited to, a CPA hired by the Board or a committee 
appointed by the Board. 

 
10.​Indemnification; Insurance. Mandatory Insurance includes Commercial General Liability 

Insurance, Workers Compensation Insurance, and Directors & Officers Insurance. Insurance 
coverage and amounts should be reviewed yearly by the WPELC Board to ensure proper 
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coverage. The WPELC Board should consult with its insurer or its insurance broker to obtain 
this information. Other insurance to consider each year includes Property Insurance needs 
and Childcare-specific Insurance or an Umbrella Policy. 

 
 

Article XVI:  FUNDRAISING 
 

1.​ It is the responsibility of each family enrolled in the Early Learner and Preschool classes at 
WPELC to participate in fundraising.  

2.​ Each Early Learner and Preschool family is responsible for raising or contributing a minimum 
amount determined by dividing the yearly fundraising budget set by the Board of Directors by 
the number of families enrolled. 

3.​ A minimum amount to buy or sell and a buy-out amount will be designated for each 
fundraising campaign.  

4.​ Options for meeting each family’s minimum fundraising amount are: (a) participating in all 
required fundraising campaigns by buying or selling the minimum amount, or (b) paying the 
buy-out amount. 

5.​ Families with two children in the Early Learner and/or Preschool classes shall be responsible 
for 1.5 times the minimum fundraising amount per family. In the case of families with more 
than two children in the school, fundraising responsibilities will be determined on a 
case-by-case basis by the Board of Directors.   

6.​ The minimum fundraising amount will be prorated for families joining at least 30 days after 
the school year begins. 

7.​ On November 15 the Fundraising Committee will total each family's fundraising efforts to 
date. If a family is not participating, a bill for the minimum fundraising amount will be sent to 
the family. It must be paid by January 1. If payment is not received, their children may not 
attend WPELC or re-enroll for the next school year. 

8.​ In April the Fundraising Committee will total each family's fundraising efforts to date. If a 
family is not participating, a bill for the minimum fundraising amount will be sent to the 
family. It must be paid by May 1. If payment is not received, their children may not attend 
WPELC or re-enroll for the next school year. 

9.​ Families only enrolled in Parent Tot classes are not required to participate in fundraising, yet 
participation is encouraged. 

10.​By sharing the fundraising responsibilities, all families participate equally in reaching the 
yearly goal. It is that effort and commitment that keeps WPELC a special place for our 
children. 

 
 

Article XVII:  AMENDMENTS TO BYLAWS 
 
1.​ These Bylaws may be amended, repealed, added to, or otherwise altered in whole or in part 

by the Board of Directors.  School members will be notified in writing or online of any changes 
made to the Bylaws.   

2.​ Amendments to the Bylaws may also be approved (1) by the affirmative vote of a majority of 
the members present at any general or special meeting at which a quorum is present upon 
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submission of the amendment by resolution or petition containing the signatures of at least 
10% of the members in good standing of WPELC, or (2) by the affirmative vote of a majority of 
the members present at any general meeting at which a quorum is present upon submission 
of the amendment by the motion of a member in good standing and the second of a member 
in good standing. 
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