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Revised:  March 2015 

 

ARTICLE I-NAME 
 

The name of the organization shall be The Perry Hall Children’s Center, Incorporated. 

 

ARTICLE II-PURPOSE 
 

The purpose of this non-profit organization shall be to provide activities for preschool children 

and their parents in cooperative learning experiences through group study, meetings, observation 

of activities and participation in guiding children. 

 

ARTICLE III-MEMBERSHIP 
 

A.  Qualifications and Requirements 

 

1.  Membership will be open to the parents of children who will be 3 or 4 years of age by 

September 1
st
 of the school year enrolled.  Current members shall be permitted to 

enroll their children followed by Former members and then an Open House and Open 

Enrollment.  Students turning 3 or 4 years old after September 1
st
 will be admitted 

upon the discretion of the school. 

2.  Membership shall not be limited by race, color, national origin or creed. 

3.  To be eligible for membership, a parent or legal guardian of the child is expected to 

participate as a cooperative parent volunteering in the classroom 1 or 2 times per 

month by acting as a teacher’s aide, performing an assigned job (as defined in the job 

descriptions), attending parent meetings and actively participating in fundraisers. 

4.  Each member shall enter into a written agreement to comply with all membership 

obligations of the Center. 

 

B.  Procedures 

 

1.  Prospective members shall file an application form and applicable fee with one of the 

Membership Chairperson. 

2.  Prospective members shall meet with a Membership Chairman and teacher, if 

possible, to assure general understanding of philosophies upon which the organization 

functions.  A Membership Chairman may meet the prospective members singularly or 

in small groups, whichever is desired. 

3.  The Membership Committee shall fill vacancies as they occur by referring to the 

waiting list. 

4.  Current Members who are actively participating in the Center program shall be given 

priority over Former and New applicants in filling vacancies for the following year 

provided they file an application and pay registration fee by a specified date. 

5.  Previous members of The Perry Hall Children’s Center, Inc. will be permitted to 

register for the next school year, after active members have registered, on dates 

specified by the Board, which shall be prior to registration for the general public.  If 

previous members do not register on these dates, their priority is lost. 

  



6. Current members in the three-year-old class have a five (5) business day priority for 

registration in the same time slot for the four-year-class.  Example:  3A.M. to 4A.M. 

Anyone in the 3P.M. class wanting 4A.M. would then have priority over any 

remaining space.  Should there be more requests than spaces, transfer will be made on 

a first-come first-serve basis. 

 

C.  Probationary Period and Special Problems 

 

1.  The first six weeks of participation in the program shall be considered the   

probationary period.  Any member who enrolls after January 1 of the current school 

year will have a 3 week probationary period.  If, at the end of this time, either parent 

or child has failed to make a satisfactory adjustment or if the parent has failed to 

fulfill the participation requirements, the teacher, the parent, or the director may 

request a conference.  Likewise, if at any time during the year, a child’s behavior 

becomes detrimental to the learning process or the welfare of the other students, a 

conference between the parent, teacher, and director shall be held.  If any two of the 

three principals to the conference feel that the interests of all concerned would be best 

served by withdrawal from the group, membership shall be considered terminated. 

All monies paid and registration fee are non-refundable. 

2.  At any time during the year if, after careful observation and evaluation by the teacher, 

she recommends further professional evaluation of a child, (example:  psychological 

screening) and parents of the child refuse to comply, their membership shall be 

terminated.  Likewise, the teacher may request a consultation between herself and the 

child’s pediatrician in the presence of the parents.  The Executive Board shall review 

each case before membership is terminated. 

3 In the event after the probationary period, that the parent has failed to fulfill the 

participation requirements, there shall be a Grievance Committee consisting of all 

Executive Board members.  Said parent shall have an opportunity to meet with the 

Board and offer a defense of any actions in question.  Should the Board decide that 

withdrawal from the program is in the best interest of all concerned, they must vote as 

a two-thirds majority to do so. 

4 Any teacher of The Perry Hall Children’s Center, Inc. who believes or has reason to 

believe that a pupil has been abused, is required to make a report in the form and 

manner provided for the Family Law Article, Title 5, Sub-title 7, Section 5-704 and 

5-705 of the Annotated Code of Maryland. 

a.  The Director shall keep a copy of this section and shall inform all teachers of 

its content. 

b. In compliance with the code, the Director shall be responsible for filing this 

report. 

 

Baltimore County 

(410) 853-3000 (24 hours) (Option 1) 

(410) 853-3698 (fax) 

Drumcastle Government Center 

6401 York Road 

Baltimore, Maryland 21212 

  



D.  Progression of the Child through Play 

 

The teacher of each class shall review each child’s progress to determine the child’s 

admission into a successive level.  If after evaluation, the teacher finds a child is not 

developmentally ready to perform the skills needed for the successive level, the staff 

retains the right to mingle chronological age in each class.  If a teacher has suspicions of 

a child’s inability to progress to the next level, she shall evaluate in early January, prior to 

former member registration and confer with the parents as to whether the child should be 

retained at the same level.  If a determination is made that the child should repeat the 

level the child shall be accepted into the program with no penalty.  

 

ARTICLE IV - RIGHT TO PRIVACY 
 

A.  Pupil Records 

 

Access to pupil records shall be limited to the director, teacher, and members of the 

Executive Board of The Perry Hall Children’s Center, Inc. as deemed necessary.  A 

parent may see the records of his/her child under the supervision of the child’s teacher 

during appropriate hours designated by the teacher. 

 

B.  School Information 

 

Any material published or distributed by The Perry Hall Children’s Center, Inc. is for the 

convenience of its members only.  Such material is not for further publication, 

distribution or public use. 

 

ARTICLE V - HEALTH 
 

A.  Examinations and Policies 

 

1. Each child shall present to the Center, upon initial enrollment in the Center and prior 

to the commencement of the school year of initial enrollment, the report of a physical 

examination by a physician.  The report must certify that the child is free of 

communicable diseases or conditions, and outline any health problems and physical 

restrictions which should be brought to the notice of the Center, along with a 

certification that the child has received all appropriate immunizations and lead 

screening.  The Center, with the two-thirds majority consent of the Executive Board, 

shall have the right to refuse admittance to any child whose physical condition, in 

their sole discretion, may present a problem with which the Center is not set-up to 

cope.  No child shall be admitted or permitted to continue in school during any time 

in which such child suffers from any communicable disease or condition. 

2.  If a child contracts a communicable disease or condition, other than a minor upper 

respiratory infection, such child shall be allowed to attend class only after the 

presentation of a physician’s statement that the child is free of such disease or 

condition.  However, where the disease is a minor, common, childhood illness, a 

parent’s statement to the above effect is permissible, unless the Director, teacher, or 

Executive Board, at their sole discretion, requests a physician’s statement. 

 

 



3.  Parents should exercise good judgment and consideration of the other children before 

sending their child to school with an upper respiratory infection; child should be 

symptom-free and fever-free for at least 24-hours. 

4.  Each child shall be toilet trained prior to the beginning of the school year. 

5.  If a child is absent from school for any reason other than stated above, the parent is 

asked to submit a note to the Center as to why their child was not present at school. 

 

B.  Reports and Records 

 

1. The necessary medical records must be on file at the Center by the first day of the 

school year or the child will not be allowed to enter the program. 

2. Any parent or Guardian who will work in the classroom must submit a medical 

report.  This report must be on file at the Center by the first day of the school year.  

This report, which must be signed by a doctor, states that the parent is free of any 

communicable diseases and is physically capable to work in the classroom with the 

children. 

3. Any parent or guardian working in the classroom must be capable of ascending and 

descending two (2) flights of stairs, able to communicate with the children and help 

with their every need to include the ability to escape in an emergency, such as a fire. 

 

ARTICLE VI - ATTENDANCE 
 

A.  Regular Hours 

 

1.  The Center shall adhere to the Baltimore County Public Schools (BCPS) Calendar. 

2.  In the event that BCPS open one (1) hour late, the Center shall open at ten (10) A.M 

until 11:30 A.M. for the morning session. The afternoon session will meet at the 

regularly scheduled time. 

3.  In the event that BCPS open two (2) hours late, the morning session will be held from 

eleven (11) A.M. to one (1) P.M. and the afternoon session will be held from one (1) 

P.M. to three (3) P.M. 

4.  If BCPS announce a one (1) hour early closing, the afternoon session will be held 

from 12:30 P.M. until 2:00 P.M.  If a two (2) hour or three (3) hour early closing is 

announced, the afternoon session will not be held.  

5.  Beginning with the fourth day missed due to school closing, time must be made up by 

four-year-olds by adding days to the year at a time established by the Executive 

Board. 

6.  Beginning with the third day missed due to school closing, time must be made up by 

three-year-olds by adding days to the year at a time established by the Executive 

Board. 

 

B.  Attendance of Parent Helpers 

 

1.  The parent is required to assist in the Center on days designated by the class schedule.  

Each class will receive a monthly schedule which designates the helpers and 

substitutes for each day of the month. This schedule will be received two (2) weeks 

prior to the start of the month.  Any parent with multiple children in the same class is 

required to work a regular shift per child per month. 

 



2.  If any parent or guardian is unable to work on their scheduled day and has knowledge 

of this well in advance, it will be his/her responsibility to arrange for another parent to 

work in his/her place.  If advance notice cannot be given (for example due to illness) 

and the parent is unable to come in, it is his/her responsibility to contact the parent 

scheduled as a substitute to take his/her place.  Each parent who is unable to work 

then owes a working day to the replacement, if the replacement so wishes.  If 

scheduled as a substitute, that parent must keep that day available in the event he/she 

is needed.  If the substitute is ill, then the substitute must find the replacement. 

3.  Any mother who is pregnant during the year will be excused from assisting six (6) 

weeks after the birth of her baby.  In the case of adoption, the mother will be excused 

six (6) weeks after the arrival of the child.   

4.  No parent/guardian shall work at PHCC at any time if such parent is suffering from 

any communicable diseases or condition.  Any person who is unable to work as a 

result of any medical problem, whether or not communicable, must submit a doctor’s 

certificate to the Executive Board for review.  The Executive Board may, at their 

discretion, excuse the parent from working and/or may require another parent or legal 

guardian to work in their place for a period of time determined by the Executive 

Board after a review of a doctor’s certificate. 

5.  If a parent works as a substitute, at the request of the teacher, that day will be credited 

as a working day. 

6.  Per the State of Maryland, no additional children or siblings of a student can 

accompany the working parent while in the classroom. 

 

ARTICLE VII - TRANSPORTATION 
 

A. The Perry Hall Children’s Center, Inc. is not responsible for transportation to and from the 

Center. 

B. Should transportation for a field trip be by bus or car, a parent or legal guardian must give 

written permission for a child to be allowed to attend.  Such permission, with payment when 

required, must be turned in by the date stated on the permission slip. 

C. Since the Center is committed to pay a certain fee once field trip reservations have been 

made, after members have signed-up, no refunds will or may be given. 

D. When traveling by private car, each child must be correctly seat-belted and secured in 

compliance with insurance policy and state laws. 

 

ARTICLE VIII - FINANCES 
 

A.  Tuition 

1.  One half (
1
/2) of the total tuition is due on or before July 1

st
.  Thereafter, the tuition 

shall be payable with two options: 

a. Pay the entire balance at the August Parent Meeting. 

b. Pay the entire balance by December 1
st
. 

2. The first tuition payment is due on July 1st of the enrollment year.  If the first tuition 

payment is not received by July 1st, notification will be given to the responsible party of 

the delinquency.  If the tuition is still not received by July 10th of the enrollment year, the 

child’s enrollment will be forfeited and Membership will go to the next child on the 

waitlist. 
3. If the second tuition payment is not received by December1

st
 of the enrollment year a 

form letter will be mailed by the Treasurer the following day informing the 



responsible party of delinquency. If tuition is still not received by the tenth of the 

month, a determination by the Executive Board may result in the child not being 

allowed to attend class until it is paid.  On the eleventh day of the month, a dollar 

($1.00) a day charge will be imposed until tuition is paid.  

4. One month’s delinquency in paying tuition shall be considered cause for requesting 

withdrawal from the program.  

5. If a child withdraws from school, any tuition monies paid will not be refunded.  

6. Full tuition will be charged per child regardless of the number of children in any one 

family.  Each month’s full tuition will be charged regardless of the number of days a 

child attends. 

a. Due to the amount of time and responsibility necessary to do these jobs 

effectively, the Center will remit the tuition of one child of the President.  If 

the President has more than one child enrolled at the same time, the highest 

tuition will be remitted.  

b. Due to the amount of time and responsibility necessary to do these jobs 

effectively, the Center will remit the tuition of one child of the Treasurer.  If 

the Treasurer has more than one child enrolled at the same time, the highest 

tuition will be remitted. 

7. If a member has outstanding fees or fines by May 1
st
, a letter will be sent to them of 

this fact and a copy kept on file with school records. 

a. If this member is returning the next year, these fees and fines must be paid by 

July 1
st
, otherwise their place for the following year will be forfeited and filled 

from the waiting list. 

b. If this member wishes to return in the future, these fees or fines must be paid 

before they are allowed to register. 

8. Anyone presenting a check to the Center that is returned by the Bank, shall be subject 

to pay all fines incurred.  This fine will be in the total amount the bank charges the 

Center. 

9. At the end of the school year, the President and Treasurer shall review the finances of 

the school and shall make a recommendation to the Director, incoming President and 

incoming Treasurer whether or not to increase tuition and if so, by how much. 

 

A.  Registration Fees 

 

1. Registration fees are non-refundable. 

2. A non-refundable fee shall be collected at registration, the amount being determined by 

the Executive Board.  This fee shall be collected for each child registered. 

3. Registration fees collected for the following school year must not be used by the present 

school year and will become the opening balance for the following year’s budget.  These 

fees will be used for operating expenses. 

4. As set forth in the articles of Incorporation, The Perry Hall Children’s Center, Inc. is a 

not-for-profit corporation.  Any dues, fees, or receipts collected shall be expended in the 

ordinary course of business for the maintenance, operation, and betterment of the school.  

Any unexpended dues, fees, or receipts shall be retained by the corporation for general 

improvement, expansion, or betterment of the Center, including the acquisition of a 

permanent structure or other capital improvement. 

5. Funds shall be expended with discretion.  Care must be given to maintain a sufficient 

balance to meet expenses during the course of the school year.  

 



6. In addition to registration fees collected, the existing Executive Board must attempt to 

pass on to their successors a sufficient balance to ensure the financial stability of the 

school. This amount should be no less than $6,400. 

 

B.  Dissolution 

 

In the event of dissolution, all available funds shall be donated to St. Michael’s Lutheran 

Church, 9534 Belair Road, Baltimore, Maryland 21236, or as otherwise most recently stated in 

The Perry Hall Children’s Center, Inc. Articles of Incorporation. 

 

ARTICLE IX - MEETINGS 
 

A.  Attendance 

 

1.  There shall be a parent orientation meeting held in August.  This meeting shall 

include the budget proposal for the new school year, rules and responsibilities of the 

members, By-laws, school structure, and curriculum.  This meeting will provide 

important information to parents.  It is mandatory that all parents or guardians attend 

this meeting.  If unable to attend, the member must notify the President prior to the 

meeting.  It is the responsibility of the member to arrange to pick-up materials, to 

include, but not limited to, the parent handbook, the parent contract, and calendars. 

2.  Three (3) mandatory parent meetings shall be held per school year.  It is recommended 

that these meetings happen in August, October and March, or in months deemed 

necessary by the Executive Board.  
3.  Any other important information regarding the calendars and upcoming events shall 

be sent home in the form of, but not limited to, a monthly newsletter, memo, or letter. 

4.  Any adult member living in the immediate household may represent the family at any 

meeting. 

 

B.  Meeting Absences 

 

1.  If no adult representing the family can attend a meeting, this will be considered an 

absence.  In this event, the member must notify the President prior to the meeting. 

2.  After missing one (1) meeting, the member will be notified by the Treasurer. 

3.  A fine shall be imposed for each meeting missed after the first; the amount shall be 

fifteen (15) dollars per meeting missed. 

 

ARTICLE X - EVALUATION POLICIES 

 

Evaluation of The Perry Hall Children’s Center, Inc. and its students shall conform to the current 

rules of the State Board of Education, CODE OF MARYLAND REGULATIONS 13A.09.09. 

 

A.  Evaluation of The Perry Hall Children’s Center, Inc. 

 

1.  Evaluation of The Perry Hall Children’s Center, Inc. shall be done annually. A mid-

year evaluation will be completed by current members in January. 

2. A written form shall be used for the members to evaluate the Center’s program and 

administration. 

 



3. Evaluation forms shall be collected and studied by the Director, teachers, and current 

and incoming Presidents.  Actions deemed necessary shall be considered by the 

Executive Board. 

 

B.  Evaluation of the Child’s Development 

 

1.  Each child shall be evaluated on an on-going basis. Oral conferences shall be held in 

the Spring and a written report given to his/her parents at the end of the school year. 

 

ARTICLE XI - ORGANIZATION 
 

A.  Staff 

 

1.  The staff shall consist of a Director designated by the Executive Board and teachers. 

2.  Teachers shall adhere to the philosophy of the Center and shall follow The Perry Hall 

Children’s Center, Inc. curriculum and guides. 

3.  Teachers shall be responsible for complying with the rules of Baltimore County Fire 

Prevention regarding fire drills. 

4.  In the event of a prolonged absence of a teacher, a substitute teacher shall be 

employed by the Executive Board.  The substitute teacher will be required to adhere 

to all policies and philosophies of the school.  The substitute teacher will be paid 

eighty (80) percent of the salary of the teacher he/she replaces after the third day of 

absence. 

5.  The director shall: 

a.  Supervise all educational programs and revise policies only upon request or 

with approval from Maryland State Department of Education. 

b.  Be responsible for educational policies and implementation of curriculum 

guide by all teachers. 

c.  Be responsible for administration of all areas of the Center. 

6.  Teachers: 

a.  Shall submit to a criminal background check in accordance with the Maryland 

Department of Public Safety Regulations. 

b.  The teachers’ contracts shall be reviewed by the Executive Board at the last 

board meeting of the school year.  The teachers’ contracts for the following 

school year shall be presented to the teachers before May 31
st
 of the current 

school year. 

i. The teachers’ contract review shall include a decision, determined by the 

Executive Board with a two-thirds (
2
/3) majority vote, regarding teacher 

salary increase for the following school year.  Salary increase should be 

determined based on Mid-Year Evaluations and Perry Hall Children’s 

Center’s financial status.  All members of the Executive Board are entitled 

to vote on the teachers’ contract review. 

B.  Officers- 

 

By-laws should retain the title of the officers of the corporation. 

 

1.  The officers shall be President, a Vice-President for each class, Secretary, Treasurer, 

Associate Treasurer, Two Membership Chairpersons, Website Coordinator and Two  

 



Fundraiser Persons (Ideally, Fundraising Chairperson from the 4 year-old class and 

Co-Chairman from the 3 year-old class. 

2. Officers shall be appointed by the Nominating Committee in May. 

3. Executive Board meetings shall be held the first week of every other month beginning 

in June and ending in May of the following year. 

 

C.  Executive Board 

 

1.  The Executive Board shall be composed of the officers, teachers, and director.  These 

persons shall also be the directors of the corporation. 

2.  The current Executive Board shall contact the retiring Executive Board members as 

needed in an advisory capacity. 

3.   The President, Treasurers and Fundraising Chairperson will meet with the incoming 

President and Treasurer and advise them of the current year duties, job description 

and also hand over all paperwork, binders and disks with all appropriate files saved 

on them. 

 

D.  Duties of the Officers 

 

1.  The President shall reside at all meetings of the Center and Executive Board meetings 

and shall coordinate school affairs.  The President shall appoint special committees 

and be informed by all committee chairmen of decisions and progress, attend any 

committee meetings he/she deems desirable, and in the event of the resignation of a 

committee chairman, shall appoint a new one. 

2.  The Vice-presidents shall act as an aide to the President, perform the duties of the 

President in his/her absence, and perform such other duties as assigned to him/her by 

the Executive Board.  Example:  Plan the programs and secure speakers for the year’s 

parent meeting well in advance, send weekly emails to parents to keep them updated 

on all PHCC happenings, procure donations for the school, aide in organizing 

fundraisers, and one shall become President if the office shall become vacant. 

3.  The Secretary shall keep a record of all meetings of the organization and of the 

Executive Committee meetings, and shall conduct correspondence as may be 

designated. 

4.  The Treasurer shall collect, disburse, and record all monies, submit a monthly and 

yearly financial report, complete all tax, salary, insurance and official papers in a 

timely manner and submit the books for audit at the end of the year or at the 

discretion of the majority of the Executive Board.  All funds are to be deposited at a 

reputable bank selected by the Treasurer and approved by the Executive Board.  The 

Treasurer shall also obtain such insurance as deemed necessary by Executive Board.  

The Treasurer shall file all necessary official forms with the State and Federal 

government. 

5 The Associate Treasurer shall act as Treasurer in training, work closely with the 

Treasurer to learn all duties of the Treasurer, keep a record of attendance at all parent 

meetings, send out notices of all meetings missed with fines to those parents who 

have missed more than one parent meeting, and collect the fine.  

  



6 Membership Chairpersons shall create and update school rosters, handle all 

registration applications, contact members as to necessary medical and health forms, 

and notify the State Department of Health when health requirements for the Center 

are completed. They shall attend Open Houses and Open Registration dates and 

actively work on filling the school with members at all times. 

7 The Fundraiser Liaisons shall act as a bridge between the Executive Board and the 

cooperative members in helping to organize fundraisers, contacting businesses to 

request contributions, and soliciting volunteers to work on fundraising committees. 

8 In the event of dereliction of duties of a member of the Executive Board, there shall 

be a Grievance Committee consisting of all Executive Board members minus the 

person in question.  Said person shall have an opportunity to meet with the Board and 

offer a defense of any actions in question.  Should the Board decide to replace any 

person, they must vote as a majority to do so, and agree as a majority on the 

replacement person. 

 

ARTICLE XII - COMMITTEES 
 

The following shall be the standing committees of the Center:  Nominating, By-laws, and 

Fundraising. 

 

A.  Standing Committees 

 

1.  Nominating - The Nominating committee shall: 

a.  Consist of the retiring President, a teacher from each class and a parent from 

each class. 

b.  Fill the office of President with a returning member whenever possible. 

c.  Nominate an Associate Treasurer from the three-year-old class whenever 

possible. 

d. Nominate a Fundraising Chairperson from the 4 year-old class and a 

Fundraising Co-Chairperson from the 3 year-old class, whenever possible.  

e.  Present the slate of officers to the Executive Board. The names of the new 

officers will be announced to the membership in May. 

 

2.  By-laws - The By-laws Committee shall: 

a.  Consist of the Executive Board and anyone designated by them. 

b.  Maintain an accurate, corrected copy of the By-laws. 

c.  Submit to the membership such proposed amendments as are deemed 

necessary by the Executive Board and any other committee or any individual 

member. 

d.  Review the By-laws every February.  Amendments must be submitted to the 

Executive Board by the February meeting. 

 

3.  Fundraising - The Fundraising committee shall: 

a.  Be chaired by the Fundraising Chairperson and assisted by the Fundraising 

Co-Chairperson, Vice Presidents and other members of the Executive Board. 

b.  Prepare sign-up sheets for all members of the Center so that every member of 

the Center will be able to contribute in some way to the fundraiser. 

c.  Review past fundraising events to assist in planning the fundraiser. 

 



B.  Special Committees 

 

The President and the Executive Board can appoint special committees as needed to serve a 

specific purpose.  An Equipment Committee, for example, would enlist parents to help with 

the construction of new equipment, or repair, paint, move, or alter existing equipment. 

 

ARTICLE XIII - PARLIAMENTARY AUTHORITY 
 

The rules contained in Roberts’ “Rules of Order Revised” shall govern the Center in all cases to 

which they are applicable and in which they are not inconsistent with the By-laws. 

 

 

ARTICLE XIV - AMENDMENTS 
 

These By-laws may be amended at any regular or special business meeting of the Center by a 

vote of two-thirds (
2
/3) of the members present, provided that the proposed amendment has been 

submitted to the Executive Board and that written notice of proposed changes have been sent to 

each member and posted on the Parent Information Board at least ten days prior to the meeting. 

 

ARTICLE XV - HOLIDAY ACTIVITIES AND OBSERVATIONS 

At the teachers’ discretion, the children will have planned activities for holidays and be exposed 

to the historical background of them.  These holidays may include, but are not limited to:  

Halloween, Thanksgiving, Christmas, Hanukkah, etc. 

  



PERRY HALL CHILDREN’S CENTER, INC. 

STANDING RULES 
Revised March 2015 

 

1. Parents and/or legal guardians are considered members of Perry Hall Children’s Center, Inc. 

2. To be eligible for membership, a parent or legal guardian of the child is expected to 

participate as a cooperative parent volunteering in the classroom 1 to 2 times per month by 

acting as a teacher’s aide, performing an assigned job (as defined in the job descriptions), 

attending parent meetings and actively participating in all fundraisers. 

3. All members must actively participate in all fundraisers throughout the year.  Active 

participation includes, but is not limited to:  procuring donations (monetary and product), 

selling tickets, assisting with set-up/clean-up, running stations, and sitting on committees.  

4. Three (3) mandatory parent meetings shall be held per school year.  It is recommended that 

these meetings happen in August, October and March, or in months deemed necessary by 

the Executive Board. 

5. Attendance shall be taken by the Associate Treasurer at each Parent meeting.  

6. Each member shall be scheduled to work and to substitute once or twice per calendar month.  

Members with multiple children in the same class are required to work regular shifts per 

child. 

7. Classroom helpers must report to the school on their scheduled day no later than 8:45 A.M. 

for the morning session and 12:15 P.M. for the afternoon session, in order to prepare the 

rooms for that day’s activities. 

8. Nutritional snacks and drinks shall be provided by classroom helpers on the day they work.   

9. Classroom helpers will be scheduled to work as closely as possible to their child’s birthday.  

For birthday parties, a snack such as cupcakes may be provided.  Summer birthdays will be 

scheduled throughout the school year. 

10. All class rosters should be finalized as of September 1
st
. 

11. Registration fees are non-refundable. 

12. Tuition payments are due on July 1
st
 and December 1

st
 of the enrollment year.  If the tuition 

payment is not received on-time notification will be given to the responsible party of 

delinquency.  Late payment fees could be incurred and membership could be forfeited.   

13. If tuition is not received by the tenth day of the month in which it is due, it must be brought 

directly to the Treasurer, Director, and/or teacher before the child will be allowed to attend 

class. 

14. Upon receiving a fine notification, that fine is due within the next two weeks.  Fines levied 

after April 1
st
 are due upon receipt. 

15. Field trips may be scheduled at the discretion of the Director or teachers.  Field trips which 

cost the parents money shall be voted on by the members in advance when possible. 

16. Transportation cost and group-rated field trips will be divided equally among class and 

family members attending the trip. 

17. A minimum of one-half of the profits from all fundraisers will be retained in the treasury for 

general expenses of the school. 

18. Whenever someone other than the parent or guardian is picking up the child, the parent must 

send a note to the teacher stating who will pick up the child. 

19. The Center pays rent to Saint Michael’s Lutheran Church.  The amount of rent is set at the 

discretion of the church. 



PERRY HALL CHILDREN’S CENTER, INC. 

PARENT HELPER DUTIES 

 

PARENT HELPER: 

1. Set up easel with:  newspaper, paint, brushes and art paper (when designated by the 

teacher). 

2. Set up art activity with the teacher’s direction.  Print children’s names on all projects. 

3. Assist children during free play. 

4. Join children on carpet during circle time  

5. Prepare play dough activity and art activity. 

6. Assist children with art projects. 

7. Assist children in retrieving and returning smocks to the cubbies. 

8. At the end of art time, soak paint brushes and clean-up paint, cups, and the classroom.  

Wipe the tables with disinfecting wipes and wipe the chairs as necessary. 

9. Assist children during bathroom break. Be sure each child washes his/her hands. 

10. Set-up the tables for snack with the help of the two children whose parents are working.  

Allow 1 place setting for each child, teacher, and parent helpers. 

11. Place newsletters, art projects, or items as directed by the teacher, in hall mailboxes.  

Place absent children’s items in their mailbox too. 

12. Join the class in the playroom for activities and assist children in returning toys and 

materials to their proper place.  

13. Prepare the children for outside play (weather permitting). 

14. Rake up mulch outside the designated area when outdoor play is over. 

15. Assist children when necessary. 

16. Briefly engage children during dismissal time while teacher speaks to parents. 

 

 

Both working parents are required to arrive at school 15 minutes early to help the teacher prepare 

the classroom for the day.  The SNACK Parent for the day is responsible for locking the entry 

door to the preschool before the lesson of the day begins.  Both working parents are required to 

remain after dismissal to sweep and mop floors, vacuum carpets, and put away any missed toys 

in the playroom. 

 

 

AFTERNOON PARENT HELPERS: CLOSE AND LOCK ALL CABINETS.  

 

FRIDAY AFTERNOON PARENT HELPERS:  ARRANGE ROOMS FOR SUNDAY 

SCHOOL CLASSES  

 

MONDAY MORNNG PARENT HELPERS: RESTORE CLASROOM FOR REGULAR 

SCHOOL. 



PERRY HALL CHILDREN’S CENTER, INC. 

RESPONSIBILITIES OF CO-OP PARENTS 

 

1. Work as a teacher’s aide at least once a month, not more than twice a month.  Arrive to 

PHCC on your scheduled work day no later than 15 minutes before class is to begin, so that 

you can assist the teacher in preparing the lessons for the day.  The day you are scheduled to 

work you are asked to bring the snack or the drink for the class (enough for the children, the 

teacher, and two classroom helpers).  All snacks should be nutritious and the drink should be 

store bought; bottled water, milk (1% or 2%), or 100% juice free of added sugar.  After class 

is dismissed, parent helpers remain to clean-up, vacuum carpets, and mop floors. 

2. When you are scheduled as a substitute, you are asked to keep that day open in case one of 

the scheduled helpers cannot work on that day due to an emergency.  If you are unable to 

work as the substitute, you, as the substitute, are responsible for finding someone to work.  

Please remember, if you cannot work the day you are scheduled to work, it is your 

responsibility to find another parent to switch days with you.  If you use a substitute (in the 

case of an emergency only), you must pay back the person (if they wish) who works in your 

place by working that persons’ next turn. 

3. In addition to being a teacher’s aide, you are asked to perform a regular job which aides our 

teachers in their duties and helps our school to run smoothly.  (See job descriptions). 

4. As a parent in a Co-Op School, you are involved in the administration of the school.  

Mandatory parent meetings are held three times throughout the year.  General business 

pertaining to the school is discussed at these meetings and parents or guardians are required 

to attend.  PHCC requests that children do NOT attend parent meetings. 

5. All parents are required to participate in two (2) housekeeping days during the school year; a 

mid-year cleaning in January and an end-of year cleaning in May.  (Cleaning will take 

approximately one hour total.) 

6. Parents may be asked to drive on local field trips. 

7. Fundraisers are held to cover operating expenses and keep tuition costs down.  All members 

must actively participate in all fundraisers throughout the year.  Active participation includes, 

but is not limited to:  procuring donations (monetary and product), selling tickets, assisting 

with set-up/clean-up, running stations, and sitting on committees. 

 

 

 

 

Revised March 2015 

 

 

 

          



CURRICULUM FOR PERRY HALL CHILDREN’S CENTER, INC. 

 

The following curriculum is presented at the center. 

 

I. LANGUAGE 

a. ORAL LANGUAGE 

1.Vocabulary 

2.Informal conversation 

3.Identifying use of an object 

4.Classifying an object 

5.Identification of opposites 

6.Describing an object   

7.Stating action of a picture or pictures 

8.Sequencing 

9.Problem Solving 

10. Creating Stories 

b. VISUAL DISCRIMINATIONS 

1.Colors (introduced in 3’s, reinforced in 4’s) 

2.Visual memory 

3.Similarities and differences 

4.Identification of name(s) 

5.Recognition of alphabet (4’s)  / Introduction of Alphabet (3’s) 

c. AUDITORY DISCRIMINATION 

1.Identification of sounds 

2.Following a series of directions 

3.Listening to a story 

 

II. MATH 

a. CLASSIFICATION OF LIKE PROPERTIES 

b. ONE TO ONE CORRESPONDENCE 

c. ESTABLISHING SETS 

d. RECOGNITION OF GEOMETRIC SHAPES 

e. COUNTING BY ROTE 

f. COUNTING OBJECTS 

g. UNDERSTANDING CAPACITY 

h. ORDERING OBJECTS IN A SERIES 

i. CONCEPT OF TIME 

1.Seasons 

2.Months 

3.Days of the week 

 

III. SOCIAL STUDIES 

a. SELF CONCEPT 

1.Body parts 

2.Family 

3.Feelings 

4.Health and safety 

b. HOLIDAY TRADITIONS 

c. COMMUNITY HELPERS (3’S, Reviewed in 4’s) 



IV. SCIENCE 

a. FIVE SENSES 

b. MAGNETS 

c. FORCE AND MOTION or LIGHT AND SHADOW 

d. SINK AND FLOAT 

e. HOW THINGS GROW 

 

 

V. PHYSICAL EDUCATION 

a. USE OF PERSONAL SPACE 

b. USING BODY IN LOCOMOTOR MOVES 

c. USE OF GENERAL SPACE 

d. MOVING WITH BALANCE 

e. MOVEMENT TO MUSIC 

f. MANIPULATIVE SKILLS 

1. Beanbags 

2. Hoola hoops 

3. Balls 

g. EYE-HAND COORDINATION 

h. EYE-FOOT COORDINATION 

 

VI. PROVIDING RECREATION 

a. PLAYGROUD ACTIVITIES 

b. GAMES 

c. PLAY ACTIVITIES IN THE CLASSROOM 

d. ART ACTIVITIES 

e. LOOKING AT BOOKS 

f. LISTENING TO MUSIC 

g. DANCING, SINGING, RHYTHMS 

h. ACTIVITIES OF FREE CHOICE DURING FREE PLAY 

 

VII. PROVIDING EDUCATION 

a. DEVELOPING VOCABULARY 

b. LEARNING TO CATEGORIZE 

c. BEGINNING ABILITY TO RECOGNIZE LIKENESS AND DIFFERENCE 

d. LEARNING A SKILL  (CUTTING, PASTING, PAINTING, LACING, 

DRAWING) 

e. MANIPULATING MATERIALS INTO ORDER OR DESIGN (PUZZLES, 

BEADS, BLOCKS) 

f. LEARNING COLORS, SHAPES, NEW SONGS, POEMS, FINGER PLAYS 

(MEMORY) 

g. LISTENING FOR DIRECTIONS AND COMPREHENDING THE IDEAS OF 

OTHERS 

h. GETTING ALONG WITH OTHERS 

  



VIII. PRODUCING, DISTRIBUTING, AND CONSUMING GOODS AND SERVICES 

a. MAKING SOMETHING THAT IS USEFUL (GIFTS AT HOLIDAYS) 

b. COOKING 

c. SNACK AND DRINK TIME 

d. CLEAN-UP TIME 

 

IX. CREATIVE AND TRADITIONAL EXPRESSIONS 

a. NATIONAL AND HOLIDAY TRADITIONS 

b. HAVING ENJOYMENT IN OUR OWN ART WORK, OTHER PICTURES, 

PAINTINGS, SONGS, AND  MUSIC 

c. DECORATING THE WALLS OF THE CLASSROOM 

d. CELEBRATING HOLIDAYS 

e. SHARING TALENTS WITH THE CLASS 

 

X. DEVELOPING SKILLS 

a. FINE AND GROSS MOTOR DEVELOPMENT 

b. LISTENING, FOLLOWING DIRECTIONS, MEMORY 

c. DRAMATIC PLAYS 

d. EXPERIENCING STORIES 

e. DRAWING PICTURES 

f. ENGAGING IN DIFFERENT TYPES OF CREATIVE ARTS AND CRAFTS 

g. ENJOYING NEW BOOKS 

h. ENJOYING MANIPULATIVE MATERIALS 

i. INVENTING GAMES  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



PERRY HALL CHILDREN’S CENTER, INC. 

DISCIPLINE POLICY 

 

Introduction 

 

Children have to be given understandable guidelines for their behavior if they are to develop 

internal control of their actions.  The aim is to develop personal standards and self–discipline, 

not to enforce a set of institutional rules.  Verbal explanations are important, particularly during 

the second and third years when the child’s understanding of language enables him or her to 

understand the verbal explanation.  They are time-consuming, but they enable a child to 

generalize from a specific incident and thus to learn for the future from current experiences. 

 

Therefore, a discipline policy has been provided for all parents of children enrolled in this center 

and to our teaching staff.  If someone other than the parents of the child enrolled in the center 

will be fulfilling the parents’ obligation to work in the classroom, it is the responsibility of the 

parent to have your designated substitute read the discipline policy and have a clear 

understanding of the contents prior to assisting in the class.  Be sure to thoroughly read the 

policy prior to the start of school to ensure your working knowledge, and if you have any 

questions or need clarification, contact a Board member or the President.  Once the year begins, 

questions or comments should be directed to the teacher of your class. 

 

Discipline Practices 

 

Children learn by example.  Therefore, adults will serve as positive role models.  Adults will 

develop positive relationships with children by expressing interest in each child and his/her 

activities. 

 

The teachers and the working parents will “catch children being good”.  Encouragement and 

praise will be the basis of the discipline policy.  Inappropriate behavior will be dealt with 

according to the severity (i.e. conference with child, time out, note and/or conference with 

parents).  However, if behavior is destructive or dangerous to themselves or others, the teacher or 

working parent will intervene immediately to avoid any mishaps. 

 

When a child misbehaves, the teacher or working parent will quietly explain to the child why the 

behavior is unacceptable.  Examples of appropriate alternative behavior will be offered.  Limits 

will be consistent and firm.  The rules will not change day-to-day. 

 

“Time-Out” will be used for persistent inappropriate behavior, for acts of physical aggression, 

destructiveness, or tantrums that cannot be ignored.  Teachers or working parents will explain to 

the child why “time-out” is required.  The child will be seated in a chair apart from the group, 

but in sight and hearing of an adult.  The maximum “timeout” allowed is as follows:  three (3) 

minutes for 3’s students and four (4) minutes for 4’s students; this is the general rule. 

 

The teacher or working parent will always make it clear to a child that it is the child’s behavior 

that is wrong.  No child will be called “bad” or made to feel “bad” about him/herself. 

  



PERRY HALL CHILDREN’S CENTER, INC. 

EXCLUSION FOR ACUTE ILLNESS POLICY 

 

 

 

It is required by the Department of Human Resources that the school have a policy pertaining to 

children who suddenly become sick once school has started.  If a child is questionably ill prior to 

the start of school, the child should be kept home.  He or she can return to school when their 

symptoms have resolved and the child has been symptom-free and fever-free for at least 24-

hours. A note explaining an absence should be given to the teacher and kept on file. 

 

If your child is sick and will not attend school, please call PHCC and leave a message on the 

school phone.  PHCC school phone number is 410-529-8224. 

 

If your child becomes ill once school has started the following will happen: 

  

1. The teacher of working parent will attempt to notify the parent(s).  If they are not able to 

reach the parent, the emergency cards will be used to identify the person(s) to be called. 

 

2. The ill child will be moved to a comfortable place away from the other children but not 

out of visual contact of the teacher or other working parents.  The child will be kept away 

from the other students until transportation home is available. 

 

3. When the child returns to school, a note should be given to the teacher regarding the 

absence. 

 

4. If the teacher feels that it is an emergent situation, Emergency Services will be called.  

Every effort will be made to each the parent(s).  If the parents are not available, the 

Emergency cards will be used to call the designated people. 

 

  



PERRY HALL CHILDREN’S CENTER, INC. 

INCLEMENT/HOT WEATHER POLICY 

 

In an effort to make the PHCC Inclement/Hot Weather Closings and Delays clear to everyone, 

please be aware that… 

 

1. PHCC follows closings and delays of Baltimore County Public Schools (BCPS).  If 

BCPS announce weather related closings, then PHCC will follow BCPS decision. 

2. If BCPS delay opening one (1) hour, the morning class will begin at 10:00 A.M. and end 

at 11:30 P.M.  The afternoon class will meet at the regularly scheduled time. 

3. If BCPS delay opening two (2) hours, the morning class will meet from 11:00 A.M. to 

1:00 P.M. and the afternoon class will meet from 1:00 P.M. to 3:00 P.M. 

4. If BCPS announce a one (1) hour early closing, the afternoon session will be held from 

12:30 P.M. until 2:00 P.M.  If a two (2) hour or three (3) hour early closing is announced, 

the afternoon session will not be held.  

5. If BCPS announce early closings after your child is in class, use your discretion in 

picking them up.  Afternoon classes may be cancelled. 

6. Please check the PHCC Facebook page and website for weather related closings and 

delays. 

7. Keep your child’s safety in mind.  If you feel that road conditions are dangerous and 

there has been no Baltimore County announcement, use your discretion in taking your 

child to school. 

 

 

 

 

 

 

PERRY HALL CHILDREN’S CENTER, INC. 

EVACUATION POLICY 

 

In case of evacuation an attempt to notify parents or emergency contacts will be made.  All 

precautions will be taken to ensure the safety of the children. 

 

        March 2015 

 

  



PERRY HALL CHILDREN’S CENTER, INC. 

SNACK AND DRINK LIST 

 

 As part of nutrition education for our children, we hope to help them develop a lifelong 

habit of choosing healthful snacks and drinks.  Here are some suggestions to help you when it is 

your turn to bring snacks or drinks.  The school provides napkins and plastic utensils for snacks, 

if needed. 

 

 

PHCC is a NUT FREE SCHOOL and has implemented a strict “No Nut” snack policy for the 

entire Preschool. “No Nut” means that any foods containing peanuts and/or tree nuts or foods 

that have been processed with trace amounts of these substances should never be brought into the 

preschool.  If your child has a nut or food allergy, we encourage you to discuss this with your 

teacher and check the snack each day to be certain your child can eat it. 
 

When it is your family’s turn to bring in a snack, please be sure to READ ALL PRODUCT 

LABELS carefully before purchasing and bringing any item into the preschool even if that 

item is on the list below.  It is suggested that the snack parent bring 1 food item that is 

carbohydrate and 1 food item that is a protein. If you bring perishable foods such as milk 

products, eggs, or meats, please remember to place them in the refrigerator upon your arrival to 

school. 
 

 

BEVERAGES 

Milk (White, 1% or 2%) 

100% Fruit Juice Box or Honest Kids Organic Juice Box (Apple, Grape, etc) – NO 

 ASPARTAME OR ARTIFICIAL SWEETNERS 

Water (small bottles) 

 

BREAD/CEREAL 

Whole Wheat Bread or Raisin Bread 

Bagels 

Box of Cereal (Cheerios, Kix, Chex, etc.) 

Crackers (Wheat Thins, Triscuits, Ritz, etc.) Graham Crackers/Teddy Grahams 

Rice Cakes 

Pretzels 

Crackers (Cheddar-Goldfish, Cheese Nips, etc.), Animal Crackers, Nilla Wafers, Fig Newtons 

NO Popcorn 

 

VEGETABLES (washed and sliced if needed) 

Baby Carrots, Celery, Cucumbers, Bell Peppers, Sliced Cherry Tomatoes 

 

FRUITS (washed and sliced if needed) 

Fresh Fruit (Apples, Bananas, Peaches, Sliced Grapes, Berries, etc) 

Packaged Fruit (Applesauce, Mandarin Oranges, Peaches, etc) 

Dried Fruit (Apples, Raisins, Craisins, etc) 

  



DAIRY 

Cheese (Sliced, cubed, shredded, string cheese) 

Yogurt (containers, tubes, drinkable – NO ASPARTAME OR ARTIFICIAL SWEETNERS) 

Whipped Cream Cheese, Hummus, Vegetable Dip 

 

TREATS (FOR SPECIAL OCCASIONS/BIRTHDAYS) 

Ice Cream Sandwiches/Bars/Cups 

Fruit Snacks 

Jell-O Cups or Pudding Cups 

Birthday Cake/cupcakes 

Donuts 

 

 

If you have a question about a snack idea, please consult with your child’s teacher. 

 

Suggestions developed from “The Carried Lunch”, State of Maryland Department of Health and 

Mental Hygiene, Preventative Medicine Administration Division of Nutrition in cooperation 

with the Health Education Center.  DHMH #233, 12/75 


