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I.  Welcome to Valley Drive Preschool 
 
This handbook is for all parents of Valley Drive Preschool.  It is not a conclusive 
answer book.  It is a general guide, which describes the school, its programs and 
goals, parent's responsibilities, and guidelines for successful work with children.   
 
The information contained in this manual combined with your own knowledge and 
common sense should prepare you and your child for a happy and rewarding year. 
 
Valley Drive is a parent-run, cooperative preschool.  Classroom participation is 
your opportunity to observe what your children do in school.  You will be delighted 
to discover what pleasure they take in your sharing their first school experiences.  
They make the transition more smoothly because you are part of their school when 
you participate. 
 
Valley Drive parents all work together toward giving our children a great preschool 
experience.  We need your help, suggestions and criticisms.  It is our right and 
responsibility to make changes that will better our school as a whole, and our 
childrenÕs preschool experience. 
 
Background 
 
In 1958 the Valley Drive Cooperative Day School was founded by a group of 
parents who wanted to provide a good preschool education for their children.  A 
professional teacher was hired while the mothers assisted in the classroom and 
were responsible for the organization and maintenance of the school.  Valley Drive 
is a non-sectarian school, which had space at Agudas Achim Congregation until 
1978.  In 1964 the parents voted to incorporate the school and the name was 
changed to Valley Drive Pre-school, Inc.  In 1978 the preschool was moved to Fair 
Park Baptist Church. 
 
The Valley Drive Preschool, Inc. (hereafter referred to as Valley Drive), is a non-
profit, parent-owned and parent-administered, non-sectarian association whose 
purpose is to furnish the best possible educational facilities for preschool children 
at the most reasonable cost.  In the furtherance of this objective, parent education 
through classroom participation is encouraged.  Members are accepted without 
regard to race, sex, color, national origin or religion. 
 
Valley Drive is governed by parent volunteers that comprise the Board of Directors, 
elected annually.  The Board of Directors meets monthly.  Every member of the 
preschool is welcome and encouraged to attend these meetings. 
 
Valley Drive is licensed to operate by the Commonwealth of Virginia.  We are 
licensed under the Commonwealth of Virginia tax exempt status, which means that 



Valley Drive Preschool  6 Parent Handbook
   

 

we comply with basic state requirements specified in this manual.  We are also 
proud to be an active member of the Northern Virginia Council of Co-op Pre-
schools.  This organization strives to assist its member schools in achieving higher 
standards, teacher and pupil placement, special officer training, parent education 
and orientation, and dissemination of information.  A voting delegate represents 
each school at the Council.  The Council's financial support is derived from yearly 
dues assessed each member school. 
 
Goals for Our School 
 
Membership in a cooperative preschool is a family experience.  We share aims, 
benefits and responsibilities.  For our children it is an opportunity: 

 To be themselves and develop at their own rate; 
 

 To express themselves freely and constructively through art media and play; 
 

 To learn to be tolerant, creative, cooperative and imaginative; 
 

 To learn to be independent and able to solve their own problems and do 
things for themselves; 

 
 To enjoy a preschool experience which will simplify adjustment to 

elementary and other school situations; 
 

 To establish close relationships with adults other than those in their family; 
 

 To learn limits of behavior regarding safety, health, respect for the rights of 
others; 

 
 To build feelings of self-confidence and security and an acceptance of 

reality; 
 

 To extend and enrich their understanding of the world; 
 

 To increase their ability to handle their emotions. 
 
Philosophy and Curriculum 
 
Valley DriveÕs philosophy is “child centered—play based”.  We utilize The Creative 
Curriculum as our official school curriculum and as such, emphasize learning as a 
child-centered process.  The teachers create an environment for children to learn 
through active exploration and interaction with adults, other children, and an array 
of materials.  We recognize that children mature at different rates and thus we 
provide activities that are developmentally appropriate.   
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Play is the primary vehicle for preschool growth.  The NAEYC defines a 
developmentally appropriate curriculum as ÒÉ one planned to be appropriate for the 
age span of the children within the group and is implemented with attention to the 
different needs, interests and developmental levels of those individual children.Ó   
 
We also recognize the crucial importance of skills such as reading and math as the 
children approach elementary school.  It is our conviction that skills are nurtured 
best by a preschool emphasis on healthy emotional orientation toward school, and 
providing constructive play opportunities for students to develop those skills that 
will help them to be successful in elementary school.  For that reason, the childÕs 
development is our main concern.  It is within this framework that the child is 
prepared for more structured learning found in the elementary grades. 
 
We believe that children's attitude toward learning relates directly to their parents' 
role in their education.  This is where a cooperative preschool offers additional 
advantages over the values of a traditional Òdrop offÓ preschool program.  Through 
classroom observation and participation, under trained leadership, the parent gains 
greater understanding of child behavior and development.  Young children gain a 
sense of security and confidence from their parents' presence and participation in 
school activities.   
 
The cost of a well-equipped school with a highly trained staff can be moderate 
when many operating costs are reduced through the cooperative efforts of parents. 
At Valley Drive, our parents make decisions regarding policy, philosophy, practice 
and management of our school. 
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II.  School Programs 
 
Following The Commonwealth of Virginia guidelines, the age cut-off date for the 
classes will be 2 1/2, 3 or 4 years old by September 30th of that school year.  
Siblings of Valley Drive students must be 2 by September 30th of that school year. 
Every attempt will be made to balance the classes with regard to age and sex.   
 
Fluctuations in enrollment may affect the number of classes offered.  Valley Drive 
reserves the right to make adjustments to class size and scheduling. 
 
Twos 
 
The 2s program consists of a two-day class with a maximum of 10 children, 
meeting from 9:00 a.m. to 12:00 noon, either Tuesday or Thursday or Monday and 
Wednesday.  For the first month of the year, school for the 2s begins at 9 a.m. and 
ends at 11 a.m., to ease these young children gradually into the school routine.  
There will be two co-oping parents in the classroom from the first day of school 
until November 1st.  This ensures that new parents are adequately trained.  After 
November 1st, one parent assists daily, maintaining an adult to child ratio of 1:5. 
 
Threes 
 
The 3s program consists of either a two-day class, meeting from 9:00 a.m. to 12:00 
noon Monday and Wednesday or Tuesday and Thursday, or a three-day class with 
the addition of Friday.  The class has a maximum of 12 children meeting Monday 
through Thursday and a maximum of 18 on Friday.  One parent assists daily 
Monday through Thursday; two parents assist on Friday if class size is over 12 
children to maintain an adult to child ratio of 1:6. 
 
Fours 
 
The 4s program consists of one class with a maximum of 18 children meeting four 
or five days a week from 9:00 a.m. to 12:00 noon.  Two parents assist on days that 
more than 14 children attend to maintain an adult to child ratio of 1:7.   
 
Valley Drive may increase the class size to 24 by adding a co-teacher.  This is 
done to accommodate re-enrolling children that are not ready to attend 
Kindergarten. 
  
Themes 
 
Each teacher develops their lesson plans around themes that are carried through 
each segment of the childÕs preschool experience.  Within these themes, multiple 
preschool skills are reinforced. 
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Month Theme 
September All About Me 
October   Fall and Nature 
November   Thanksgiving 
December    Animals 
January   Winter, Weather and Snow 
February   Occupations 
March    Transportation 
April    Spring, Planting 
May/June   Summer, Water, Bugs 
 
Preschool Science   
 
In addition to the regular school program, Valley Drive students have an 
opportunity to learn science in the classrooms and in outdoor experiences 
throughout the school year.  Peggy Ashbrook, the schoolÕs preschool science 
instructor of over 6 years, encourages the children to investigate their world 
through observation, as well as hands-on activities.   
 
Ms. AshbrookÕs principal goal is to help children discover the wonders of science 
for themselves simply by providing the tools and environment that allow them to 
investigate.  The method she uses to do this is called ÒinquiryÓ, meaning that the 
children explore something, pose a question, and then try to answer the question 
through experimenting.  We do this, beginning in the two year old class, by 
encouraging the children to ask questions, to answer their own questions from their 
store of information, and to experience the object (ice, magnets, fossils, bubbles) to 
learn more.  We donÕt withhold information, if fact we support the use of scientific 
terms, such as ÒmetamorphosisÓ, we just want the children to build their own 
knowledge when possible instead of sitting back and letting someone else tell them 
what they see. 
 
Ms. AshbrookÕs commitment to science for preschool children is further 
demonstrated in her newly published book, Science is Simple: Over 250 Activities 
for Preschoolers, (Gryphon House, Inc., 2003). 

 
Valley Drive is one of the only schools in the area to place an emphasis on quality 
science instruction at the preschool level.  Each science experience is coordinated 
with the classroom teachers, the music and movement teacher and the monthly 
themes.  Materials related to each science lesson remain in the classroom for 
several weeks to give the children the opportunity to repeat the experience, and 
teachers further extend the experience by reading of childrenÕs literature related to 
the concepts.  In addition, building on the cooperative sprit of the school, 
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informational notes are sent home for each lesson to encourage parents to do 
science activities at home with their children. 
 
Music and Movement  
Music has always been a part of the school day at Valley Drive.  The music 
program encourages children to explore, experience, and create movement and 
music during small group classes. Respect for each childÕs individuality and rate of 
development is an integral part of the program. 

All classes introduce children to a wide variety of musical genres and movement 
vocabulary providing activities that contribute to their overall development. 

 Socio-Emotional development is enhanced by involvement in group songs 
and dances, playing cooperative musical games, and creative movement. 

 
 Cognitive development is increased by refining listening skills in the 

repetition of rhythms and chants.  
 
 Creativity and imagination develop through responding to problems in 

movement and music.   
 
 Children are encouraged to describe and talk about what their bodies are 

doing and this contributes to language skills.   
 
 Large and small motor development is increased as a result of the use of 

ÒmanipulativesÓ, props, and group circle dances that are provided.   
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III.  Operating Information 
 
Valley Drive Preschool is located at 1819 North Quaker Lane, Alexandria, Virginia 
22302 (the school building sits on the corner of Quaker lane and Crestwood Street, 
across from the Fair Park Baptist Church).  Our phone number is 703.379.6918.  
We are accessible via the web at www.valleydrive.com, or via email at 
vdpskids@aol.com. 
 
School begins at 9:00 a.m. and ends at 12:00 p.m.  Children cannot be dropped off 
prior to the start time and must be picked up by the ending time.   
 
Chain of Command 
 
Valley Drive is a parent-run school.  The parents govern the Board of Directors.  
The Director of the school reports to the Board, and the teachers report to the 
Director.  Parent issues, suggestions and complaints are submitted to the Board 
Vice President.   
 
Communication 
 
Communication between parents and teachers enhance the home-school 
partnership. If you would like to speak with your childÕs teacher, you may call her 
and ask for a meeting.  Both sides, the parents and the teacher may decide that 
the Director needs to be informed or involved in the decision making process.  The 
parents or the teacher may request a meeting that will include the childÕs teacher, 
the parents (and the child if appropriate) and the Director. 
 
Arrival, Departure and Absence Policies 
 
Arrival 
 
For your childÕs safety, we require that you or other authorized adult bring your 
child into the program each morning and get him or her settled.  Sign you child in 
upon arrival. When signing your child in, remember to leave the name of the 
person (if other than yourself) who will be picking up your child and a telephone 
number you can be reached at during school hours in case of an emergency.   
 
The teacher and co-oper must be present before you depart. 
 
Late Arrival 
 
A child arriving late should go directly to their classroom and be signed in on the 
attendance sheet.  Be sure that the teacher is aware of your childÕs arrival before 
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you leave.  If the class is on a field trip, you may wish to Òmeet upÓ with the class. 
The child cannot be left at the school. 
 
Departure 
 
Please be prompt in picking up your child. If you are unavoidably late (example-- 
car broken down) please call another parent in your class to notify the teacher or 
co-oper (exchanging cell phone numbers for this purpose can be helpful). It is 
helpful to keep a copy of the class lists in your car for this purpose. Finally, the 
DirectorÕs cell phone number will be provided to use in an emergency situation.  
Please note that the teachers do not answer the phone during school hours. (After 
school the teachers will answer the phone, especially if a child has not been picked 
up.) When picking up your child, be sure the teacher knows that he/she is leaving. 
(This procedure is for your childÕs protection.) Be sure to sign your child out of the 
program. 
 
Children Left After Operating Hours 
 
Your childÕs school day ends promptly at 12:00 p.m.  Please be at school on time 
for pick-up.  Teachers and co-opers have responsibilities to complete after this time 
and it is worrisome for your child to see all the other children have gone home. If at 
12:15 a child is still at the school and the parent of responsible adult has not called, 
staff on duty will take the following steps: 
 

1.  The teacher will call the parents. 
2.  If the parents cannot be reached, the designated emergency contact 

person will be notified. 
3. If by 12:30 no communication has been received from the parents or 

a responsible party, Valley Drive will treat this as an emergency 
situation, and reserves the right to transport the child to the home of 
the co-oper, the Teacher or the Director.   

4. If no contact is made by 1:30, The Director reserves the right to 
contact the police.  

 
Absences 
 
It is helpful for the teacher to know if your child will not be attending school.  Please 
call (703) 379-6918 and leave a message or e-mail school at vdpskids@aol.com if 
your child will be absent for the day. 
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Calendar  
 
The school calendar will be distributed to families prior to the first day of school.  It 
is also available via the website, www.valleydrive.com.  Valley Drive observes, at 
minimum, the following holidays: 
 

 Columbus Day (2nd Monday in October) 
 Veterans Day (11/11) 
 Thanksgiving Day, and the Friday after (4th Thursday and Friday in 

November) 
 Winter Break (TBD) 
 Martin Luther KingÕs Birthday (3rd Monday in January) 
 Inauguration Day (January 20th every 4 years) 
 PresidentÕs Day (3rd Monday in February) 
 Spring Break (TBD) 
 Memorial Day (last Monday in May) 

 
Weather-Related Closings 
 
Valley Drive follows the City of Alexandria Public Schools (ACPS) for weather 
related closings.  Snow days for the Alexandria Public Schools will be announced 
on local radio, television stations and their website, acps.k12.va.us.  If ACPS is one 
hour late, Valley Drive is one hour late.  If ACPS is 2 hours late, Valley Drive is 
closed.  If ACPS is closed, Valley Drive is closed. 
 

ACPS Valley Drive 
School opens 1 hour late  Schools opens 1 hour late 
School opens 2 hours late School is closed 
School is closed School is closed 
 
If the Board of Directors determines that too many school days have been lost due 
to weather, the Board can propose a plan for making up such days.  This plan will 
be voted on at the March General Membership meeting, or at such time that is 
deemed appropriate by the Board.  
 
Your Child’s Cubby Bag 
 
At the beginning of the school year, your child will be given a cubby bag with his or 
her name on it.  Children should bring it to school with them each day so that 
teachers can send home art projects, official school correspondence, and notes 
from the teacher.  Please remember to check the cubby daily for Òcubby mailÓ from 
school. 
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The cubby should also contain a change of clothes for your child (pants, shirt, 
underpants, socks), and diapers (if the child is not potty trained). Please put these 
items in a labeled plastic bag inside the cubby.    
 
Clothing Your Child For School 
 
Play clothes are most appropriate for school wear.  Comfortable sturdy shoes with 
flexible non-skid soles, such as sneakers, are best.  No open-toed shoes are 
allowed.  (Wearing improper footwear can result in a child being sent home to 
change.)   
 
Children need to be free and relaxed with clothing in case of spills from paint, etc.  
Outer clothing should be easy for the child to put on and take off.  Choose clothing 
with large buttons or with zippers children can handle.  Bathroom-friendly clothing 
is appreciated (no buckles or snaps).  Help your children to become self-reliant by 
making it possible for them to dress themselves.  If your child is just mastering 
toileting skills, please dress him/her in clothes that may be easily pulled up and 
down. 
 
Dress children according to the weather.  In the fall and spring it is useful to dress 
children with sweaters or jackets that can be removed if the day grows warmer. 
Mittens or gloves should be labeled and sent in cubby bags even if your child 
doesnÕt wear them.  If the child does wear them, place them in the sleeve of the 
coat before hanging the coat on the childÕs hook.  Children must wear weather-
appropriate shoes. 
 
In cold weather be sure your child is dressed warmly for the playground.  Each 
class will go out all days, except rainy ones and days when the temperature is 
below freezing.  Co-oping parents should dress warmly and comfortably too.   
 
Teacher Meetings and Conferences 
 
Each child has a meeting with his/her teacher prior to the opening of school.  This 
meeting is scheduled the week before school opening and takes place in the child's 
classroom at Valley Drive.  This helps both teacher and children become 
acquainted.  The teacher is available to meet with parents shortly after school 
opens.  Parents shall receive, at least semi-annually, written information on their 
childÕs development, behavior and adjustment needs.  Conferences may be 
scheduled to discuss the reports. 
 
Children's Library 
 
Valley Drive maintains an extensive collection of children's books.  The teachers 
use these books in the classroom.  They are also available for the membership to 
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check out and read at home.  A sign-out book with a page for each family can be 
found in the library.  Each book borrowed should be signed out.  Books are due 
within a reasonable period. 
 
Parent Education 
 
Participation and observation in the classroom provides a wonderful opportunity for 
parents to develop their parenting skills.  Through watching teachers and other 
parents interacting with one's own and other children, new approaches and 
techniques can be observed. 
 
Programs and newsletter articles organized by the Parent Education Chairperson 
supplement these learning experiences.  The needs and special interests of the 
membership guide the Chairperson in planning for educational programs.  These 
may take the form of panel discussions, guest speakers, educational films, 
individual class meetings and other related media.  Parents are encouraged to 
attend and participate in these programs. 
 
Valley Drive's Parent Library is another part of the Parent Education program to 
enhance parent growth.  The library includes books and pamphlets on child 
development and behavior, parenting techniques, creative activities for the 
preschool child and other related topics.  Like the books from the children's library, 
school members can sign out these materials.  Articles, books, tapes and other 
contributions to the parent library are warmly welcomed. 
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IV.  Parent Responsibilities 
 
Valley Drive parents commit more than their tuition to the school.  They offer the 
advantages of their talents, their skills, and their experience.  There is much work 
to be done, calling for a wide variety of abilities.  Valley Drive values the 
tremendous commitment of time and energy our membership contributes to the 
school each year. 
 
Families are required to fulfill the following responsibilities: 
 
1. Participate (“co-op") in your child's class as an assistant to the teacher 

on a regularly scheduled basis.  Frequency of participation depends on 
class size and number of days per week a class meets.  For example, 
parents in a two-day program (with eight to ten children) can expect to help 
in the classroom approximately every four to five weeks. 

 
2. Serve on an active committee.  Prior to the start of school you will be 

given a committee assignment, based on the class your child is in:  
 

 2s parents are on the Hospitality committee;  
 3s parents are on the Parent Projects committee;  
 4s parents form the Membership committee.   

 
You will be called upon by your committee chair or Class Representative as 
needed during the year.   
 

3. Perform housekeeping duties once a year as scheduled.  Once a month, 
3 hours are set-aside in the evening for general cleaning in the classrooms.  
Each family takes one turn a year on a clean-up crew. 

 
4. Participate in June "Clean-up Week” by attending one work session 

during that week, or, at the Director's discretion, by performing other end-of-
school work assignments in substitution. 

 
Board Meetings/Parent Planning Meetings 
 
The Board meets monthly and all parents are encouraged to attend, not just Board 
members.  These meetings are generally held at the end of the month.  Time and 
date of the meetings are in the monthly newsletter as well as on the web site, 
www.valleydrive.com. 
 
Attendance at our two general membership meetings is required.  You will receive 
advance notice of these meetings.  It is at these meetings that you exercise your 
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voting privileges as a member of our parent-owned and operated school.  Each 
family has one vote per child enrolled in the school.  
 
Classroom Participation ("Co-oping”) 
 
Each teacher will distribute a handout at the beginning of the school year outlining 
the expected duties for the co-oper in their classroom.  All new co-oping parents 
will be trained by an existing Valley Drive parent.  Here is a general outline of what 
you will be expected to do. 
 
Arrival for Co-oping 
 
On the days you participate (co-op), you are expected to be in the classroom by 
8:45 am.  After signing in, go directly to your child's classroom and let the teacher 
know that you are ready to begin work. (DonÕt forget to sign in on the co-oping sign-
in sheet as that is how the Participation Chair keeps track of the number of co-ops 
each family has performed).  If your class meets outside on the playground first, 
meet your child's teacher there. 
 
Parents stay with their children upon arrival until the participating (co-oping) parent 
for that class has arrived. (If you are car-pooling, then the driver is responsible for 
all children brought to school.) This is the only way the safety and supervision of 
the children can be assured.  For this reason and also because it is difficult to set-
up equipment while children are arriving, it is important that the co-oper arrive at 
8:45 am, ready to work. 
 
Daily Set-up Inside 
 
Greet children as they arrive.  Help children on and off with outdoor clothing, and at 
the same time encourage children to help themselves (this depends on their ages).  
The teacher will inform you of special duties pertaining to specific activities of the 
day.  On most days, however, you'll see that paints, brushes and paper are fresh 
and distributed at each easel.  Set up the sand/ water table or games and craft 
activities as the teacher directs.  The first day of the week usually requires extra 
unpacking and setting up of equipment and supplies. 
 
Daily Set-up Outside 
 
Playground toys and equipment are stored in the shed reserved for Valley Drive's 
use.  As soon as you arrive (if your child's class meets outside) begin unpacking 
the shed.  Set up the traffic cones and security fence to block vehicles from 
entering the blacktop area, set up the swings, sand and ride-on toys.  The teacher 
will inform you of special duties pertaining to specific activities of the day. 
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Whether inside or outside, set-up should be completed before the children arrive, 
so that you, the co-oping parent, are free to greet the children as they arrive. 
 
Daily Routine 
 
Be sure that names and symbols are on all creative work.  Print names in lower 
case letters, except for the first letter, which should be in upper case.  It is 
important that names be printed properly so that the children will learn to recognize 
their names.  A list of names and symbols are hanging in each of the classrooms.  
Be sure to spell their names correctly and consult the teacher if you are unsure. 
 
Help with craft projects at the tables and with other activities as the directed by the 
teacher.  During the morning the children move to other areas, for music, science 
and outside play. 
 
Snack Time 
 
You are responsible for preparing the snack for your child's class on the days you 
co-op.  In classes where two parents co-op, the participation schedule designates 
which parent is responsible for the snack and which for beverage (juice or milk).  
The school will provide cups, napkins, plates and plastic forks, knives and spoons.  
 
At Valley Drive, we pride ourselves on providing nutritious snacks that expose our 
children to a variety of foods. In providing snacks, we believe the co-oper has a 
duty to present children with wholesome food.  Snacks are not only a means of 
revitalizing the body; they represent to our children what is acceptable and 
desirable in food.  To that end, snacks should be low in sugar, salt and fat, 
minimally processed and preferably whole grain.  Avoid artificial colors and flavors.   
 
In 2004, Valley Drive became a nut-restricted, allergy-aware school 
environment, due to the significant risks allergic children face when in contact with 
tree nuts.  To help ensure that the snacks served at the school are completely nut 
free (and not processed in a plant that also processes nut products), the Director 
has complied a list of approved foods.  All snacks must come from this list.  In 
order to add to this list please see the Director who will check to ensure that the 
product is allowable. This list is updated as needed and can be accessed on our 
web site, www.valleydrive.com, or obtained from the Director.  
 
Let your child's teacher know of any food allergies or dietary restrictions that affect 
your child, so that she can alert the other parents in the class.  Certain allergy 
restrictions may require that snack be brought from home.  These allergies should 
be discussed with your teacher prior to the beginning of school. 
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Try to offer the children a variety of food experiences--things such as pomegranate, 
fresh pineapple, black beans and rice are a new appetizing experience for many 
children. Not everything you try will be a hit with every child, so don't be 
discouraged. Think of snacks that involve the children: dipping raw vegetables, 
rolling banana chunks in wheat germ, etc. 
 
To the greatest extent possible, try to prepare food/ juice at home: you'll be too 
busy during class time.  However, from time to time, you and the teacher may want 
to incorporate the preparation of the snack into a class project.  Feel free to 
suggest this welcome activity to the teacher.   
 
When planning portions remember to include each adult and remember, too, that 
this is a snack, not a meal. However, many children are hungry by snack time and 
will require seconds.  It is also good to provide a few different food choices, for 
example, fruit, crackers and yogurt. 
 
Portion guidelines: 

 Juice or milk--1/2 cup per person 
 Soup--1/2 cup per person 
 Bread for sandwichesÑ 1 slice per person (1/2 sandwich) 
 Raw vegetables--1 Ib. carrots or 1 bunch celery per class, or a portion of 

that when teamed up with a cucumber, green pepper, zucchini or others. 
 Fruit--1/2 apple, banana or orange per person, unless fruit is small. 

 
Foods which may easily cause choking, such as, but not limited to, popcorn, 
raisins, and uncut grapes, shall not be served to children three years of age or 
younger.  If baby carrots are served, they must be sliced lengthwise. 
 
Birthdays 
 
Generally, the Parent Participation Chair will make every effort to ensure that you 
co-op on or near your childÕs birthday.  If you plan to bring a special snack on your 
child's birthday and it's not your day to co-op, please inform the co-oping parent.  
Remember, the treat should be in addition to a healthy snack.    
 
Daily Clean-up/Pack-up 
 
A complete checklist of clean-up responsibilities for each class is provided in the 
classroom to ensure that all rooms are properly maintained.  Generally, the co-oper 
ensures that: 
 

 All toys are sorted and put away 
 Tables, chairs and placemats are wiped clean 
 Area is swept 
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 Snack supplies are replenished 
 Trash is taken out 

 
All other responsibilities are detailed on the checklist.  Clean up is a joint effortÑ
please check with the other co-opers before you leave to see if there is anything 
else that needs to be done. 
   
Co-oping parents should sufficient time after school for all work to be done.  Finally, 
for reasons of safety and adequate supervision, we ask that you (the co-oper) stay 
until all the other children in your child's class have been picked up. 
 
Diapering 
 
Guidelines and supplies are found in the 2s classroom above the sink and 
downstairs in the storeroom to the right inside the door. The child's cubby shall 
contain diapers and extra clothes. Use the changing table children below age 3, 
and use a mat on the floor for children over 3. Follow posted guidelines, placing all 
soiled items in plastic bag and into plastic lined diaper pail in 2s room. At the end of 
their time in the 2s classroom, the parent volunteer should empty diaper pail, 
combine with their other classroom trash to be taken out to the trash bins at the 
end of the day. 
 
Sisters and Brothers 
 
Please do not bring other children in the family to school on your participation (co-
op) day (unless they are enrolled in another class).  Siblings also cannot come on 
field trips if the parent is acting in a supervisory capacity, for example, if scheduled 
to co-op on the day of a field trip.   
 
Substitutions (Co-op Swaps) 
 
You are responsible for participating (co-oping) in the classroom on the day your 
name appears in the schedule distributed each month.  If you or your child is ill, of 
course, please stay home.  However, it is your responsibility to arrange for a 
substitute for yourself.  Class will not be held if the co-oping parent for that day 
does not attend, nor can any parent leave his/her child until the co-oper has 
arrived.   
 
If you need to switch, ask another parent in your child's class to "trade days,Ó in 
which case you'll then take a co-op day for that parent.  Parents need to be willing 
to help each other out and to be as flexible as possible.  If you know ahead of time 
that you cannot come in on the day assigned, please make your arrangements well 
in advance.  Mark the changes on the master schedule posted on the bulletin 
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board.  The Participation Chairperson is available to answer your questions.  If you 
are unable to find anyone to substitute for you, call the teacher at home.   
 
Field Trips 
 
The 3s and 4s go on filed trips outside of the school.  The teacher will post a 
schedule of events and locations near the attendance clipboard at school when 
going on a field trip. Each child participating in a field trip must have a permission 
slip signed by a parent or guardian.  A form, provided by the teacher and given to 
each driver, will include Valley Drive emergency information and telephone 
numbers and the names of the children in that vehicle. 
 
From time to time you will be asked to accompany and/or drive the children in your 
child's class on a field trip (off school grounds).  This is in addition to regularly 
scheduled co-op days.  While participation is not mandatory, it is encouraged to 
ensure that all children may be transported safely. 
 
State Licensing Training Requirement 
 
The Commonwealth of Virginia requires that each Valley Drive co-oping parent 
receive 7 hours of training. Currently this is accomplished by: 
 
Parent Orientation Training (2 hours) 
Co-op Training (1st co-opÑ 3 hours) 
Co-op Training (2 hours) 
 
 
Other training sessions include meeting with Science, Music and Movement 
teacher, child psychologist. 
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V.  Application Process, Tuition and Assistance 
 
How to Apply 
 
Applications to Valley Drive may be made by contacting the Membership 
Chairperson.  A non-refundable registration fee and admission form must be 
returned to the membership chairperson in order to be considered for a place at 
Valley Drive.  Applications are accepted without regard to race, sex, color, national 
origin or religion. 
 
Generally, priority of acceptance into the school shall be given to the following 
groups, in the order shown, provided that application is made between January 1 
and Open House (traditionally held in January) of the preceding school year: 
 

1. Current school members 
2. Siblings of current school members 
3.  Siblings of alumni (alumni is defined as children that have graduated 

from Valley Drive, or those how have moved out of the area.) 
 
A family must attend the Open House prior to submitting an application.  At the 
Open House, all applications shall be considered in the order in which they are 
received.  
 
The applying family shall sign a written statement agreeing to participate in the 
activities and to meet the financial obligations of membership. 
 
New students will be added to the classes throughout the school year as openings 
become available until Open House.  After Open House, no new students will be 
added to any classes without Board approval. 
 
Tuition 
 
Annual tuition is due in 10 payments.  The first payment is due in mid-May or upon 
enrollment. (Families joining after February l, pay 1/2 of the advance tuition 
payment.) After this payment is nonrefundable. 
 
Checks should be made payable to Valley Drive Preschool and delivered to the 
AssistantTreasurer.  Payments begin in August and are due on the first of each 
month, from August to April.   
 
Fees 
 
A non-refundable registration fee must accompany the enrollment application. 
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If tuition payments are received after the 10th of the month a $25.00 late charge is 
assessed.  
 
Withdrawal 
 
Parents may withdraw their child from the school, provided the parents give thirty 
(30) days advance notice of their intent to withdraw the child from the school.  This 
written notice should be given to the Membership Chairperson.  The Membership 
Chairperson will notify The Assistant Treasurer, The Director. 
 
If the school is closed temporarily as a health precaution, because of weather 
conditions, or for any reasons beyond the control of the school, tuition shall 
continue to be charged.  Similarly, if a child is absent temporarily because of 
illness, family vacation or other reasons, tuition payments shall continue. 
 
Financial Assistance 
 
A limited number of scholarships are available to parents desiring their children to 
have the co-op preschool experience, and who cannot otherwise afford to apply.  
The financial aid committee, consisting of the President, Director, 
Membership/Scholarship Chairperson and the Treasurer will handle all matters 
regarding scholarship application and such matters will be kept in strict confidence. 
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VI.  Supervision of Children  
 
It is critical to the safety of the children that a well-defined policy is in place to 
insure that all children are accounted for at all times. 
 
Transition times are the times throughout the day when children are the most 
vulnerable for getting lost.  Transitions include arrivals and departure times, 
transitions to playgrounds, transitions to and from other programs. 
 
At the time of enrollment, parents must provide us with the names and telephone 
numbers of persons authorized to bring/pick-up the child.  It is the parent or 
guardianÕs responsibility to notify the program of any changes in this authorization.  
If someone other than the authorized person (as indicated on the childÕs 
emergency form) is to pick up your child, please notify the program in writing.  We 
will release children to authorized persons only. 
 
If you wish your child to ride in a carpool or go home with a friend, please indicate 
who will be picking up your child on the sign-in sheet when arriving at school. 
 
Please keep us informed! 
 
All information on the emergency and authorization sheets and in your childÕs file 
must be kept current.  It is your responsibility to inform the Membership Chair of 
changes such as: 
 

 Home phone and address of parent(s) 
 Work place and phone number of parent(s) 
 Name of childÕs physician, address and phone number 
 Persons authorized to pick up your child and their phone number 

 
Responsibilities of Patents, Co-oper and Teachers 
 

 Children shall always be within actual sight and sound supervision of staff. 
 
 Parents are responsible for signing children in and out of school.   
 
 Parents are required to escort the children in and out of the building. 
 
 Parents are required to inform the teacher that their child is present before 

leaving the classroom. 
 
 At the beginning of class the teacher will check attendance sheet to confirm 

the number of children in attendance that day.  Any late arrivals must sign in 
and inform the teacher of childÕs presence. 
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 Teachers and Co-opers are required to Òcount headsÓ regularly-especially 

after a transition to different location, i.e. playground, music room etc. 
 
 A teacher or co-oper must accompany a child to and from the restroom and 

must be able to hear the child who is using the restroom. 
 
The first days of school can be difficultÑ for children and for parents alike.  Below 
are a few tips that should help ease the transition. 
 
The First Day of School 
 

 Allow sufficient time for dressing, breakfast and other morning routines to 
permit you and your child to arrive at the school feeling relaxed and secure. 

 
 Refrain from warning your child that she/he "must be good." 

 
 Permit your child to cling to you if he/she wishes.  Your childÕs teacher or the 

Director, with your input, will determine when it is an appropriate time for you 
to leave. 

 
 Expect your child to grow in her/his own way, at her/his own pace in play 

experience.  Solitary play, watching others, parallel play and cooperative 
play are all normal patterns of play, followed in that order by most children in 
the course of their development. 

 
 School should not be used as a threat.  For example, avoid telling a child "If 

you don't eat your breakfast, you can't go to school." 
 

 Tell Your Child What to ExpectÑ give accurate information concerning 
familiar factors, such as other children for playmates, toys and equipment 
enjoyed by your child, etc 

 
Tips on Dealing with Separation Anxiety 
 

 Be patient, optimistic and supportive. 
 

 Respect your childÕs feelings. 
 

 Remember that separation is a healthy process accomplished over a period 
of time. 

 
 Leave and come back on time--be reliable. 
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 Always say good-bye, even when there are tears. 
 

 Explain where you are going and when youÕll be back. (Example: IÕm going 
to the grocery store and IÕll be back after you play outdoors.Ó) 

 
Dealing with Separation Anxiety During the First Weeks of School 
 

 Stay with your child during the morning until you have determined through 
consultation with the teacher or Director that the child is ready to begin to 
release you.  Remember that the teacher has had extensive experience with 
separation issues and can assure you this important process will grow 
easier with time. 

 
 Let your child build her/his feelings of adequacy until she/he is ready to stay 

without you.  Show her/him your confidence in her/his ability to do so. 
 
 Try to arrive at school as close to 9:00 am as possible and to pick up your 

child at 12:00 noon.  Children who arrive at school 20 or 30 minutes late 
miss out on important activities and are often Òout of step" with their 
classmates. 

 
Adjustment Period 

 
Valley Drive believes in giving a child a 30-day "period of adjustment" during 
which time you and your child's teacher can evaluate the appropriateness of 
your child's placement in school. The Director, Teacher and parents will meet to 
discuss the childÕs situation, and Valley Drive reserves the right to recommend 
deferment if it is in the best interest of the child and School.  

 
Guidelines for Working with Children in the Classroom 
 

 Guide the group unobtrusively. 
 
 Place material where it is inviting for creative expression and cooperative 

dramatic play. 
 

 Make positive comments about artwork, but try to avoid praising the work for 
its beauty or its likeness to something an adult can recognize.  A child 
should not feel that his/her work should look like something or even be 
beautiful to a grown-up.  The fun of making it is far more important than the 
finished product.  A parent can describe what they see, "I see lots of red and 
blue" or they can acknowledge the effort of the child, "You worked hard on 
this picture". 
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 Be ready to take the children's cue for new play. 
 
 Try to make contact at the child's eye level by kneeling down or sitting on 

the floor to play. 
 
Create a Favorable Climate 
 

 Tense children cannot participate freely.  Help them relax by being warm 
and interested in their problems. 

 
 Speak slowly, simply, quietly and smile freely.  If you relax and enjoy 

yourself, the children will feel this also. 
 
 Offer to help if needed but allow children to develop their own ideas. 
 
 Do not feel you have to be busy all the time in order to be working.  You 

should be constantly aware of what all the children are doing and be ready 
to step in when (if possible, before) trouble happens. 

 
Why Limits? 
 

 So that all of us may be comfortable.  A cheerful, sympathetic manner when 
explaining limits makes them much more acceptable and understandable to 
children. 

 
 To give the children the security of knowing their strong emotions will not 

lead them to do things they will regret, they need an adult who will take the 
responsibility for stopping them. 

 
 To teach safety, respect for property, good health habits and consideration 

for others. 
 
Parent-Child Contacts in Play Situations 

 
The following general principles are presented to assist the parent in the 
educational guidance of children. 

 
 The safety and physical welfare of the children must come first. 
 
 Learn the children's names as quickly as possible. 
 
 When giving directions, get the child's attention before speaking to him/her 

and state the request or direction as simply and directly as possible. 
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 Give positive directions when no choice is possible.  Avoid "No" and "Don't". 
 
 Give the child a choice in appropriate situations, a limited choice of two 

things when needed. 
 
 Give a warning of a change of activity ahead of time. 
 
 Never plead, threaten, or strike (your own child included).  Sit a child down 

to calm him/her. 
 
 Direct children to a new activity when the present activity is finished. 
 
 Invite participation in creative activities, music and dramatic play. 
 
 Do encourage the children to "use their words;Ó to verbalize their feelings. 

 
Tips for Handling Difficult Situations 
 

 The best help is help that anticipates and prevents trouble rather than help 
that is limited to straightening out problems.  Timing is important. 

 
 The parent strives constantly to remain alert to the total situation on the 

playground or in the classroom. 
 
 Redirect a non-cooperative child to another activity. 
 
 If necessary, insist that a child share or take turns in this way: "You may 

have the shovel for five minutes, then it will be Steve's turn." If Tom has built 
something with blocks and Bill wants to join the fun but Tom resists, tell Bill: 
"Ask Tom where you can sit, stand, etc." 

 
 Allow children of comparable size to work out their own solution by 

verbalizing the issues and their feelings.  Encourage the shy child to stand 
up for him/herself.  Tell him/her, "You don't have to let Carol do that.  Tell 
Carol how that makes you feel: angry, sad, hurt, etc." Even a very young 
child can use an emphatic "No" to stop an aggressor. 

 
 Explain a child's action to another when needed. 
 
 Treat toilet accidents casually.  Suggest toileting before putting on a change 

of clothes. 
 
 Do not allow a child to strike you.  Restrain gently: explain by saying, "I'm 

not going to let you" or "I don't like to be hit." Then acknowledge the child's 
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feeling that led to the assault.  "I see you are very annoyed at my putting 
away the toy you wanted." 

 
 Feel free to ask the teacher's assistance in a difficult situation or report a 

situation to her so it may be discussed later. 
 
 Never discuss a child (including your own) when other children are present. 
 
 If a child is hurt, acknowledge the hurt to him: "That really did hurt, didn't it?" 

Comfort him first.  If the hurt is minor, redirect the child's attention. 
 
Behavioral Policy 
 
Valley Drive provides an environment where effective discipline means a caring 
classroom management system. This type of classroom environment helps a child 
to learn self-control and build self-esteem. Teaching good behavior is easiest when 
you provide a good role model. The teacher will to take the time to get to know a 
child as an individual and respect that child's developing capabilities. Teachers 
facilitate the development of self-control in children by using positive guidance 
techniques such as modeling and encouraging expected behavior. The teacher will 
provide many opportunities to develop social skills such as cooperating, helping, 
negotiating and talking to solve interpersonal problems. The teacher will plan 
his/her program to facilitate the development of these social skills. 
 
A classroom management system is centered on the following principles: 
 

 Do not judge or label a child. 
 

 Always tell a child what behavior you expect of him or her in any situation. 
Set clear and developmentally appropriate limits. 

 
 Be alert and anticipate what is to come, to prevent unwanted behavior. This 

can be accomplished by redirecting child to a new activity or helping a child 
find the appropriate words to express his feelings. 

 
 Help the children find a solution to their conflicts. 

 
 Directions should be positively worded. 

 
 A teacher should always be consistent and follow through. 

 
 If all the classroom management techniques are unsuccessful and a child 

needs to be removed from a situation, follow these guidelines:   
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o Take the child to a quiet part of the classroom. Stay with the child. 
This removal period should not be a punishment - just a cooling down 
period. After the child is calmed down, talk about the situation and 
ways to handle it appropriately. Work to have the child rejoin the 
group. Provide positive reinforcement. 

 
The Commonwealth of Virginia Standards for Discipline requires that Òdiscipline 
shall be constructive in nature.Ó  These methods should include: 
 

 Fair and consistent limits. 
 Positively worded directions. 
 Providing reasons for limits. 
 Redirection and modeling acceptable behaviors. 
 Assistance with verbal expressions of feelings and frustrations. 
 Arranging equipment, activities, and schedules in a way that promotes 

desirable behavior. 
 If separation is used, it shall be brief and the child must be within sight and 

sound of a staff member. 
 
The Commonwealth of Virginia Standards for Discipline defines prohibited 
discipline methods to be: 
 

 Spanking. 
 Forcing a child to assume an uncomfortable position. 
 Standing on one foot. 
 Keeping arms raised above or horizontal to the body. 
 Restraining to restrict movement through binding or tying. 
 Enclosing in a confined space, box or similar cubicle. 
 Using exercise as a punishment. 
 Shaking a child at any time. 
 Forcing or withholding food from a child. 
 Forcing or withholding a nap from a child. 
 Punishing for a toileting accident. 
 Verbally abusing a child or the childÕs family including making belittling 

remarks. 
 
Working with Behavioral Issues and Dismissal 
 
Valley Drive staff and co-opers encourage independence in children by using 
positive guidance techniques such as positive reinforcement, encouragement and 
praise, redirection, anticipation and elimination of potential problems.  We do not 
use corporal punishment, humiliation or frightening discipline techniques.  Time out 
periods are used only after redirection and reasoning do not result in the desired 
behavior.  If these strategies are unsuccessful, and the behavior issues continue, 
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the Director will contact the parents and a conference will be scheduled between 
the parents, the teacher and the Director.  All behavioral matters will be 
documented ensuring that we identify the situation clearly and devise a strategy 
acceptable to parents and Valley Drive staff to help the child overcome the 
problem. 
 
Our goal is for every child to be happy and succeed in school.  We aim to teach 
children respect for other, listening skills, the ability to follow directions, use of 
appropriate language, keeping ones hands to oneself, and self control.  
 
We will make every effort to work with you and your child on acquiring these skills 
and on addressing behavioral issues.  As soon as a disruptive or endangering 
behavior occurs, the teacher and Director will hold a meeting to devise an in-class 
strategy plan to correct the behavior.  Parents are expected to be active 
participants in this process, as you are the strongest influence on your child.  We 
hope that you will continue at home the strategies that we implement at schoolÑ
this consistency of message is a powerful tool for helping children learn social 
behavior.   
 
If the problem persists we may ask that you take the child home early, or keep the 
child home for a day.  In certain circumstances, if behavioral problems continue, it 
may be necessary for us to ask that the child be withdrawn from school.  This 
would only be done as a last resort. 
 
Child Abuse 
 
All early childhood professionals are required by law to report suspected child 
abuse or neglect, including, but not limited to, suspected abuse or neglect of 
children in their care. Effective July 1, 1993, as a result of legislation passed by the 
1993 Virginia General Assembly, providers, day care center staff and teachers are 
required to report suspected child abuse or neglect within 72 hours of becoming 
suspicious. Teachers are provided with guidelines and numbers to call. 
 
Confidentiality of Personal Information 
 
Each parent will be asked to sign the same confidentiality statement required of the 
teachers and Director.  Because we are a co-op, we have a special responsibility to 
guard our member familiesÕ privacy and maintain trust and confidentiality. 
Therefore, adults should not discuss the actions of the children other than their own 
child. Care should also be taken to conduct the discussion away from the child. 
Please remember that any child has the potential to behave extraordinarily. 
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VII.  Health and Safety Policies 
 
General  
 
Children are susceptible to infectious diseases and their health habits are 
conducive to the spread of whatever infections may be present.  To reduce the 
amount of sickness we request the full cooperation of parents. 
 

 Each child must have a complete physical examination annually and all 
health certificates (records) must be received by the membership 
chairperson before the child enters school.  Under state law no child will be 
permitted to begin school before the health certificates (records) are 
received. 

 
 Each child must be inoculated against diphtheria, tetanus, and whooping 

cough and must be vaccinated against mumps, red and German measles 
unless excused by a doctor.  A PPD test for tuberculosis is also required 
upon entering school. 

 
 Each participating parent must have the results of a PPD tuberculin test or 

proof of low risk form a physician before the school opens.  Adult PPD tests 
are good for 2 years. 

 
 You must keep your child home if there are any symptoms of illness (fever, 

vomiting or diarrhea) in the 24 hours before school begins. 
 

 You must notify school within 24 hours if your child or any member of the 
immediate household has been exposed to/or developed any reportable 
communicable disease. 

 
 A child will be sent home from school by the teacher if signs of illness are 

evident. 
 

 Give your child a chance to convalesce after illness.  The child needs a day 
or two of rest before he/she returns to school and full normal activity.  A child 
should not return to school until his/her temperature has remained normal 
for 24 hours or if he/she vomited within the last 24 hours. 

 
 We require frequent hand washing. Children, co-oping adults and teachers 

are required to wash hands upon arrival at the school, before and after 
snack, after coming inside from the playground and after contact with any 
bodily fluids. 
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Medications 
 
Valley Drive staff does not administer medications, including sun block and insect 
repellent, except in cases of written authorization from a physician for administering 
Epi-pen in instances of allergic reaction.  In such cases, the authority will be posted 
in the childÕs classroom along with his or her picture. 
 
Universal Precautions 
 
We practice a universal precaution approach to infection control.  According to the 
concept of universal precautions, all human blood and body fluids are treated as if 
known to be infectious. For example, when caring for a wound, gloves and 
personal protective equipment should routinely be used to prevent exposure to 
blood, even if the person is not known to be infectious.  
 
If a blood accident occurs: 
 

 Wear latex gloves 
 

 Give first aid to the injured child; throw equipment used (sterile pads tissues, 
gloves) into plastic bag, secure and throw away, wash hands. 
 

 Clean up a blood accident by: wear latex gloves, wipe up blood with paper 
towels and discard into plastic bag, disinfect surface area with bleach 
solution, available in the DirectorÕs office. 

 
 Throw equipment used (towels, gloves) into plastic bag, secure and into 

trash, wash hands and REPLACE EQUIPMENT (towels, gloves, plastic 
bags, bleach solution so always available - staff can direct you to location of 
replacements) 

 
Preventing the Spread of Disease 
 
The staff has been trained to take daily health checks of each child as they enter 
the school for symptoms of disease and the adult may be asked to take the child 
home. If a child becomes ill at school the parents will be notified and they shall 
come immediately. The Illness exclusion guidelines are available from the Director.  
AdultsÕ and childrenÕsÕ hands shall be washed with soap and water before and after 
eating or preparing snacks, after toileting or helping child with toileting and after 
contact with body fluids (i.e. blowing nose). A set of steps is in each downstairs 
bathroom to help the child in toileting or reaching the sink. 
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 VIII.  Playground Safety Plan 
 
There are three main areas of playgroundÑ The Blacktop, the Sand and Swing 
area, and the Climber/Tire Swing.  Each should have an adult to supervise. Make 
sure gates to unsupervised areas are closed. It is important to count children when 
transitioning from one area to another on the playground.  
 
Blacktop area - adult by driveway, move big wheels not in use off to fence side, 
remind children put on brakes, no bumps, children should remain seated on big 
wheels.  
 
Sand/Swings area - one adult should be present, sand kept low and in box, 
children should remain seated or on stomachs in swings, children reminded to walk 
well around swing area, adults need to adjust swing heights. Tire swing- children 
should remain seated or on their stomach.  
 
Climber area - one adult should be present and near climbers when in use.  
 
Slide - exit feet first on stomach or bottom, pause at top for exit of child before you. 
 
Daily Checks 
 
Check playground area for trash, sticks or limbs, broken glass or other dangerous 
debris and clean up. 
 
Inspect equipment for potential hazards - sharp points, corners and edges, 
protrusions and projections and tripping hazards.  
 
Check wood chip surfaces for compaction and reduced depth, special attention to 
heavy use areas are under swings and slide exit regions (rake and hoe in shed to 
rearrange mulch.) 
 
Injuries On The Playground 
 
A blue cubby bag marked "First AidÓ hangs on main gate to the playground. It 
contains the First Aid kit, latex gloves and accident forms.  There are first aid kits in 
each of the classrooms and in the Office.   
 
When treating an injured child use universal safety precautions.  In the event that 
the teacher needs to attend to the injury, co-oping adult(s) should take care of the 
remaining children by moving to one secured area of the playground for better 
supervision. An accident form is completed by the teacher and filed so an annual 
plan for injury prevention can be developed. 
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Missing or Injured Child 
 
The school shall notify the parent immediately if a child is lost, experiences a 
serious accident, needs emergency medical care or dies. Emergency services will 
be notified immediately if needed.  The injured child shall be stabilized and 
transportation arranged to the closest medical facility if necessary.  
 
The school shall notify the parent at the end of the day of any known minor 
accidents or injuries.  An accident report is filed by staff. 
 
Fire Drills 
 
Fire drills will be held monthly during the school year.  Please become familiar with 
the Fire Escape Plan. This is located at the bottom of the stairs as well as in each 
classroom.  Please take time to familiarize yourself with the plan prior to your first 
co-op. 
 
Other Safety Rules 
 

 For the purposes of car-pooling and transporting on field trips, sedans, 
station wagons and vans may carry only as many children as there are 
seatbelts available. 

 
 In accordance with Virginia state law, all children must be in approved child 

restraint seats, appropriate for their size.   
 
 A convertible must have the top up when transporting children on field trips.  

Valley Drive advises against the use of convertibles for these purposes. 
 

 
 When car-pooling, bring all children into their respective classrooms and 

notify the teacher of any absences.  Be sure to let the teacher know which 
children you are taking home.  Sign all children in on the class attendance 
sheet and indicate who will be taking the child home. 

 
 Discuss safety rules with your children ahead of time.  

 
 To ensure the safety of your children while at school, Valley Drive has 

developed safety rules that are specific to the site or situation (e.g. 
classroom or on a field trip).  Your child's teacher will make this information 
available to you. 
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IX.  Frequently Asked Questions 
 

 I've never worked in a classroom before.  How will I know what to do? 
 

First, read the section on "Guidelines for Working with Children in the 
Classroom".  First-time co-opers are paired with parents who have experience at 
Valley Drive and who can answer questions on that first co-op day.  Your child's 
teacher will suggest activities, and will let you know how you can best assist. 

 
 What if my child (or I) wakes up sick the morning I'm scheduled to co-op? 

 
Start calling the other parents in your child's class, using the class list provided 
at Orientation.  Ask parents to take your co-op day, and, in exchange, you will 
take their day.  Call the Director only if no one in your class can cover for you.  
Please don't call the teachers.  They are busy getting ready for work. 

 
 I have a younger child at home and do not have a baby sitter for the 

mornings I co-op.  What should I do? 
 

Ask another Valley Drive parent to watch your child and in exchange you can 
watch their younger child during the mornings that parent co-ops.  The 
Membership Chairperson or Class Representative can help you find a match.   
If you make the swap at school, please do so before 8:45. 

 
 What is my responsibility to another parent who substitutes for me? 

 
Make arrangements to take that parent's next co-op day.  If that is not possible, it 
is your responsibility to arrange mutually acceptable restitution.  You should know 
that more than one missed co-op day (an unexcused, unmade up absence) may 
be grounds for dismissal from the school.  In this unlikely event, it is up to the 
Board of Directors to make the final decision. 

 
 Can I pay someone else to co-op in the classroom for me? 

 
No. This arrangement has not proved successful in the past.  Your child looks 
forward to the days you are in the classroom, and will not understand why you 
are not there. 

 
 What if I work outside the home and employ a full-time caregiver for my 

children? 
 

The Board of Directors will review your request to have your full-time caregiver 
co-op in the classroom.  Decisions are made by the Board on a case-by-case 
basis.  You can use your care-giver 50% of the times you co-op, providing that 
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this caregiver is willing and able to accept all the classroom participation 
responsibilities detailed in the handbook.  The caregiver must submit proof of TB 
test before working in the classroom. 

 
 What if I have more than one child enrolled in the school? 

 
You are expected to co-op in each child's class, and indeed each child looks 
forward to it.  Every effort is made to accommodate the co-op schedules of 
parents with more than one child enrolled. 

 
 When should I tell my child that we are going to school? 

 
Talk about school casually in the days before school.  The evening before coming 
to school, tell your child that you are both going to school that next day. 

 What shall I do when I first come to school with my child? 
 
Interact with your child and the other children.  Encourage your child to play in an 
area that they might become engaged.  Look to the Teacher for recommendations 
if your child is having a hard time separating from you. 

 
Do all new parents feel so awkward? 

 
All new parents feel this way.  Since the children are different, there cannot be 
exact rules for helping each adjust to school.  The teacher and parent must help 
each other to understand the child so the adjustment can be made easily.  Valley 
Drive offers educational programs on a variety of topics and parenting issues. 
 

 Will my child cling to me when I co-op at school? 
 
Many children do cling.  You are the parent and they want and need to know it.  
Perhaps she/he can help you find things or tell you the routine.  Accept her/his 
feelings and give her/him as much attention as you can.  He/She'll soon feel surer 
of him/herself. 
 

 Can my child celebrate his/her birthday in class? 
 
If your child's birthday falls during the school year and you wish to have a party at 
school, a simple snack may be brought in.  If you chose to offer birthday cake, 
please make this in addition to a healthy, nutritious snack.  Please check with the 
teacher the week before the birthday so she will be able to include this in his/her 
plans. If your child has a birthday in the summer, you may chose to celebrate it in 
the classroom prior to the end of the year.   In the past some children at Valley 
Drive have enjoyed presenting a gift to the school on their birthday, often a book.  
Please ask the teacher for suggestions before purchasing a gift.   
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Appendix I.  Licensing Information 
 
The Commonwealth of Virginia helps assure parents that child day programs that 
assume responsibility for the supervision, protection, and well being of a child for 
any part of a 24-hour day are safe. Title 63.1, Chapter 10 of the Code of Virginia 
gives the Department of Social Services authority to license these programs. While 
there are some legislative exemptions to licensure, licensed programs include child 
day centers, family day homes, child day center systems, and family day systems. 
The state may also voluntarily register family day homes not required to be 
licensed. 
 
Standards for licensed child day centers address certain health precautions, 
adequate play space, a ratio of children per staff member, equipment, program, 
and record keeping. Criminal record checks and specific qualifications for staff and 
most volunteers working directly with children are also required. Standards require 
the facility to meet applicable fire, health, and building codes. 
 
Valley Drive undergoes an asbestos inspection every three years.  Results of the 
most recent inspection may be obtained from the Director. 
 
Compliance with standards is determined by announced and unannounced visits to 
the program by licensing staff within the Department of Social Services. In addition, 
parents or other individuals may register a complaint about a program, which will 
be investigated if it violates a standard. 
 
Three types of licenses may be issued to programs. Conditional licenses may be 
issued to a new program to allow up to six months for the program to demonstrate 
compliance with the standards. A regular license is issued when the program 
substantially meets the standards for licensure. A provisional license, which cannot 
exceed six months, is issued when the program is temporarily unable to comply 
with the standards. Operating without a license when required constitutes a 
misdemeanor, which, upon conviction, can be punishable by a fine of up to 5100 or 
imprisonment of up to 12 months or both for each day's violation. 
 
If you would like additional information about the licensing of child day programs or 
would like to register a complaint, please contact the Regional Office of Social 
Services closest to you. 
 
Fairfax Licensing Office (for City of Alexandria)  
11320 Random Hills Road, Suite 200 
Fairfax, Virginia 22030 
(703) 934-1505 
 
Northern Virginia Regional Office 
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320 Hospital Drive, Suite #23 
Warrenton, Virginia 22186 
(703) 347-6345 
 
Central Regional Office 
1604 Santa Rosa Road, Suite 130 
Richmond, Virginia 23229-5008 
(804) 662-9743 
 
Eastern Regional Office 
Pembroke Office Park 
Pembroke Four Office Building, Suite 300 
Virginia Beach, Virginia 23462-5496 
(804) 473-2116 
 
Verona Licensing Office 
Post Office Box 350 
Verona, Virginia 24482-0350 
(703) 248-9345 
 
Piedmont Regional Office 
Commonwealth of Virginia Building 
210 Church Street, S.W., Suite 100 
Roanoke, Virginia 24011-1779 
(703) 857-7971 
 
Abingdon Licensing Office 
190 Patton Street 
Abingdon, Virginia 24210 
(703) 628-5181 
 
*A complete set of standards is on file at Valley Drive Ð parent education bookshelf. 
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Appendix II.  EMERGENCY EVACUATION AND DISASTER PLANS 
  
Emergency Preparedness 
 
According to Northern VirginiaÕs Guide to Emergency Preparedness in the event of 
a community or national emergency, or evacuation or a shelter in place order, 
parents should check the local media and local school system cable stations, hot 
lines and Web site announcements about changes in school openings and 
closings. Valley Drive follows the Alexandria Public School policy. They have an e 
mail notification system in place available on their web page:  
http://www.acps.k12.va.us.  Local radio and television stations also carry this 
information. Because the best place for children during a regional crisis may well 
be in school, parents are discouraged from going to school to pick up their children. 
Note that if a school is ordered to provide shelter in place Ð to protect the safety of 
the children Ð no one will be allowed in or out of the school building until the danger 
has passed. Emails will be sent out to all Valley Drive parents to keep them 
updated. The current email list on the membership roster will be used so please 
make sure to keep it up to date. Parents will also be contacted as soon as safely 
possible by the emergency contact person. 
 
Valley Drive Preschool has an emergency preparedness plan that addresses most 
likely to occur emergency scenarios, including but not limited to natural disaster, 
chemical spills, intruder, and terrorism.  The plan covers both emergency 
evacuation and shelter in place including the following: 
  

1. Sounding of alarms 
2. Emergency communication 

• The center emergency officer is the director and the back up officer is 
the president of the preschool. In case they are not available please 
follow the chain of command. 

• The emergency officer will contact the local authorities, parents, and 
media if necessary. 

• Communication includes school phone, cell phones, walkie talkies, 
and e mail.  

3.   The safe evacuation of the premises. 
• There are prearranged assembly points for different scenarios. 
• Teachers must take sign in book and do an immediate head count. 
• The director is responsible for taking the grey box with emergency contacts 

and first aid kit. 
• All personnel should keep their cell phones (if they have one) with them. 

Director will have cell phone at all times. 
• Teachers should take Epi-pens to shelter in place. 

 ! 12/13/05 2:37 PM
Deleted: BY-LAWS

ARTICLE 1: NAME

The name of this organization will be Valley 
Drive Pre-school, Inc., hereinafter referred to as 
the School.

ARTICLE II: PURPOSE

Section 1.

The School is a non-sectarian, non-profit, 
parent-owned and parent administered 
association whose purpose is to provide an 
enriched program for children of preschool age 
under the guidance of professionally trained 
teachers and parents or guardians. 

Section 2.

In fulfilling the purpose stated in Section 1, the 
School shall, for the duration of the School, be 
operated exclusively as a non-profit school 
within the meaning of Section 501(c) (3j of the 
Internal Revenue Code of 1954.

Section 3.

The intended duration of the School is 
perpetual. In this sense, the assets of the 
School of whatsoever form or where so ever 
located are permanently dedicated to the 
concept of offering to the community the 
services of a non-profit cooperative school. To 
this end, should the School dissolve, all assets 
described above shall be distributed only to 
other organizations having a like or similar 
purpose and operated exclusively on a non-
profit basis within the meaning of Section 501 
(c)(3) of the Internal Revenue Code of 1954.

Section 4.

Out of respect for the integrity of individual 
religious beliefs and a conviction that religious 
orientation is in the realm of a private matter 
between parent and child, the School shall 
celebrate only the Thanksgiving holiday. No 
other holidays shall be observed either formally 
or informally.

ARTICLE III: MEMBERSHIP, ADMISSIONS 
AND TUITION

Section 1. Membership

A. Membership  Parents or legal guardians of 
children enrolled in the School constitute the 
membership and will be called member families. 
No family shall be denied admission for reasons 
of race, creed or national origin. 

B. Rights and Obligations

1. Each member family will have the right to 
vote, one vote per child enrolled, at all general 
membership meetings and will be furnished 
copies of the By-laws and other written 
information regarding the activities of the 
School. In order to vote, at least one parent of 
the member family must be present.

2. Each member family will make prompt 
payment of tuition and fees.

3. One parent, guardian, or approved 
surrogate shall assist in the classroom on a 
regularly scheduled basis. Up to six weeks 
maternity leave is permitted during which time 

... [1]
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4. Emergency care of children following the evacuation until they are reunited with 
their families. 

 
5. Emergency care of children if confined within the building during a disaster. 
 
DISASTER PLAN FOR THE VALLEY DRIVE PRE-SCHOOL 
 
1.  Responsibility 
 
School:  The school will retain responsibility for all children on premises until they 
are released to a parent, guardian, or other designated person; or until they have 
been transported to an official evacuation center, in which case selected staff will 
remain with the children until all have been reunited with their families. 
 
Employees: All employees will remain on the premises.  Employees will be subject 
to whatever tasks are assigned by the person or persons in charge, and may not 
leave the premises until the same person or persons give them permission to do 
so. 

 
Parents:  Parents should not telephone the school.  They should listen to the radio 
or wait for communication from the center emergency officer or back up officer for 
progress reports on whatever disaster is taking place.  Follow official instructions 
as relayed by officials via the radio or phone.  If parents are able to reach the 
school without danger to themselves or without interference with disaster workers, 
they should come to pick up their children.  Children will be released only to 
parents, guardians, or other persons known to designated on their emergency 
form.  
 
2.  In case of fire: Life, Alarm, Report, Contain, and Evacuate 

 
 A. Save life: Evacuate any persons in immediate danger. 

B. Sound Alarm 
C. Report Fire: 

1. Dial 911 
2. Say ÒThere is a fire at Valley Drive Preschool 1819 North Quaker 

Lane. The nearest cross street is Crestwood and Quaker Lane. 
3. Assign one person to meet the fire officials. 

D. Use a portable fire extinguisher or wall extinguisher if it is safe to stay in 
the area while doing so. 

E. Contain the spread of the fire and smoke by closing all doors and 
windows. 

1. Teachers are responsible for doing this in their own classrooms 
and in neighboring classrooms they know are empty. 
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 F. Evacuate children and adults to an area well away from the building and 
safe that is designated on the fire escape plans. Plans are located in 
each classroom and drills are performed monthly. 

1. As soon as the fire is discovered, start the orderly evacuation of 
the building, as during fire drills. 

2. Teachers take with them their sign in book, available emergency 
files, emergency medications, and first aid kit. 

3.   A designated teacher will check bathrooms and other areas  
where children might be away from their classes, and will be 
responsible for evacuating these children. 
4. The director will take gray box filled with emergency information. 

G. Utilities: If the fire is major, assign one person to shut off electricity and 
gas. 

H. After evacuation: 
1. When safe within the pre-designated evacuation area, all children 

and adults must be accounted for: 
A. Teachers take a roll of their own classes. 
B. Director, teachers and co-opers reassure children of their safety. 
C. First aid is administered if needed. 
D. Building is not reentered until permission is given by fire officials. 
E. Once everyone is accounted for one designated person will be 

responsible for contacting parents and guardians. 
 
3. In case of Power Blackout 

 
A. Remain calm 
B. Have children ÒfreezeÓ where they are until you can obtain alternate 

lighting from flashlights which have been previously stored for use in 
case of such an occurrence. 

C. If daytime and weather is nice, evacuate the building.  Transfer  activities 
outdoors if rooms are too dark to use. 

D. If the weather is too cold or rainy, keep the children indoors. 
E. Utilize available emergency supplies to keep children comfortable. 
F. Co-opers from each class will call parents or emergency contacts for 

children to be picked up. 
 

4. In case of Flooding 
 
A. If it is safe remain in the building, on the second floor, do so unless 

ordered to evacuate by city officials. Center emergency officer should 
communicate with local officials. 

B. Use available emergency supplies to keep children comfortable. 
C. If ordered to evacuate building and the grounds are flooded outdoors, 

wait for official assistance. 
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D.  Teachers should bring sign in book, emergency files, first aid kit and epi-
pens with them. 

E. If assistance isnÕt forthcoming, get the children to the highest possible 
location. 

F. Call parents or emergency contact to pick up children or to inform them 
of the location of the children as soon as feasible. 

 
5. In case of Hurricane 
 

A. Normally there will be warnings far enough in advance so that 
appropriate preparations may be taken, in accordance with advice of 
local authorities. 

B. Listen to radio to keep informed of the progress of the hurricane and to 
receive instructions from local authorities. 

C. Flashlights should be kept available in case of power outages. 
D. Your primary efforts should be geared towards uniting all of the children 

with their parents prior to the arrival of the hurricane. 
 
6. In case of Tornado 
 

A. If there is sufficient warning, children can be picked up by their parents. 
B. Children who are at school during the tornado warnings should be kept 

indoors.  They should be taken to inner hallways.  A door and window 
should be opened to allow air to move through the building.  Care must 
be taken to stay out of the path of debris blowing through. 

C. Flashlights, cell phones, emergency supplies, emergency contact box, 
radio, sign in books and on site emergency supplies should be moved to 
protected are. 

D. A portable radio should be used to keep informed of the progress of the 
tornado and the predictions and/or any special instructions from local 
officials. Center emergency officer should contact local authorities.  

E. Once children are in a protected area, you biggest problem will be one of 
morale.  Children need much more reassurance in times of disaster. 

F. Parents or emergency contacts will be notified to pick up children as 
soon as feasible. 

 
7. In case of Bomb threat 

 
A. Follow instruction from police or other officials 
B. Reassure children. 
C. If necessary to evacuate building, do so as for fire. 
D. Evacuate the building even if you think there is a possibility that the 

threat may not be authentic. 
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E. If the threat has been made to you, contact the police department 
immediately and alarm staff for evacuation. 

F. Contact parents as soon as safely possible to arrange pick up. 
 
 

8. In case of chemical spill 
 
9. In case of intruder 
 
10. In case of terrorism 
 
11. In case of emergency evacuation of the playground. 

• Teachers will carry whistles for times when children need to make an 
emergency evacuation of the playground. 

• The teacher will have Òreverse fire drillÓ to practice procedure 
1. Teacher will blow whistle. 
2. Children will immediately leave playground and enter main 

hall and sit by an animal in the hall. 
• Teachers must take roll of their own classes. 
• Director, teachers and co-opers reassure children of their safety. 
• First aid is administered if needed. 
• Playground is not reentered until the director gives permission. 
• Once everyone is accounted for one designated person will be 

responsible for contacting parents and guardians. 
 
A shelter in place plan is practiced twice per year.   
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OLD 
X.  Emergency Disaster and Evacuation Plans  
 
In case of fire, flood, bomb threat, power outage, tornado, cyclone or hurricane, the 
school is required to have a written plan outlining emergency procedures.  The plan 
outlines: 
 

 The safe evacuation of the premises. 
 

 Emergency care of children following the evacuation until they are reunited 
with their families. 

 
 Emergency care of children if confined within the building during a disaster. 

 
Disaster Plan for Valley Drive Preschool  
 
Responsibility 
 
School:  The school will retain responsibility for all children on premises until they 
are released to a parent, guardian, or other designated person; or until they have 
been transported to an official evacuation center, in which case selected staff will 
remain with the children until all have been reunited with their families. 
 
Employees: All employees will remain on the premises.  Employees will be subject 
to whatever tasks are assigned by the person or persons in charge, and may not 
leave the premises until the same person or persons give them permission to do 
so. 

 
Parents:  Parents should not telephone the school.  They should listen to the radio 
for progress reports on whatever disaster is taking place.  Follow official 
instructions as relayed by officials via the radio.  If parents are able to reach the 
school without danger to themselves or without interference with disaster workers, 
they should come to pick up their children.  Children will be released only to 
parents, guardians, or other designated persons known to them or their parent(s) 
 
In case of fire: Life, Alarm, Report, Contain, and Evacuate 

 
1. Save life: Evacuate any persons in immediate danger 
2. Sound Alarm 
3. Report Fire: 

i. Dial 911 
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ii. Say ÒThere is a fire at Valley Drive Preschool, 700 
Commonwealth Avenue. The nearest cross street is W. 
Chapman St. and       what     is burning.Ó 

iii. Assign one person to meet the fire officials 
4. Use a portable fire extinguisher or wall extinguisher if it is safe to stay in the 

area while doing so. 
5. Contain the spread of the fire and smoke by closing all doors and windows. 

i. Teachers are responsible for doing this in their own 
classrooms and in neighboring classrooms they know are 
empty. 

6.  Evacuate children and adults to an area well away from the building and 
safe from automobiles and sightseers (preferably the church parking lot or 
the church itself.) 

i. As soon as the fire is discovered, start the orderly evacuation 
of the building, as during fire drills. 

ii. Teachers take with them their roll book or emergency files and 
first aid kit. 

iii. A designated teacher or co-oper will check bathrooms and 
other areas where children might be away from their classes, 
and will be responsible for evacuating these children. 

7.  Utilities: If the fire is major, assign one person to shut off electricity and gas. 
8.  After evacuation: 
9.  When safe within the pre-designated evacuation area, all children and 

adults must be accounted for: 
i. Teachers take a roll of their own classes. 
ii. Director, teachers and co-opers reassure children of their 

safety. 
iii. First aid is administered if needed. 
iv. Building is not reentered until permission is given by fire 

officials. 
v. Once everyone is accounted for one designated person will be 

responsible for contacting parents and guardians. 
 
In case of Power Blackout 

 
1. Remain calm 
2. Have children ÒfreezeÓ where they are until you can obtain alternate 

lighting from flashlights or candles which have been previously stored 
for use in case of such an occurrence. 

3. If daytime, and weather is nice, evacuate the building.  Transfer 
activities outdoors if rooms are too dark to use. 

4. If the weather is too cold or rainy, keep the children indoors. 
5. Utilize available emergency supplies to keep children comfortable. 
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6. Co-opers from each class will call parents or emergency contact for 
children to be picked up. 

 
In case of Flooding 

 
1. If it is safe remain in the building, on the second floor, do so unless 

ordered to evacuate by city officials. 
2. Use available emergency supplies to keep children comfortable. 
3. If ordered to evacuate building and the grounds are flooded outdoors, 

wait for official assistance. 
4. If assistance is not forthcoming, get the children to the highest 

possible location. 
5. Call parents or emergency contact to pick up children or to inform 

them of the location of the children as soon as feasible. 
 

In case of Hurricane 
 

1. Normally there will be warnings far enough in advance so that 
appropriate preparations may be taken, in accordance with advice of 
local authorities. 

2. Listen to radio to keep informed of the progress of the hurricane and 
to receive instructions from local authorities. 

3. Flashlights are kept available in case of power outages. They are 
stored in the Purple Room in the cabinet under the sign in book. 

4. Your primary efforts should be geared toward uniting all of the 
children with their parents prior to the arrival of the hurricane. 

 
In case of Tornado 
 

1. If there is sufficient warning, children can be picked up by their 
parents. 

2. Children who are at school during the tornado warnings should be 
kept indoors.  They should be taken to inner hallways.  A door and 
window should be opened to allow air to move through the building.  
Care must be taken to stay out of the path of debris blowing through. 

3. Flashlights are kept available in case of power outages. WHERE? 
4. A portable radio will be used to keep informed of the progress of the 

tornado and the predictions and/or any special instructions from local 
officials. 

5. Once children are in a protected area, you biggest problem will be 
one of morale.  Children need much more reassurance in times of 
disaster. 

6. Parents or emergency contacts will be notified to pick up children as 
soon as feasible. 
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In case of Bomb threat 

 
1. Follow instruction from police or other officials 
2. Reassure children. 
3. If necessary to evacuate building, do so as for fire. 
4. Evacuate the building even if you think there is a possibility that the 

threat may not be authentic. 
5. If the threat has been made to you, contact the police department 

immediately and alarm staff for evacuation. 
 

In case of Emergency Evacuation of Playground 
 

1. Teachers carry whistles to use to alert children for the need of an 
emergency evacuation of the playground. 

2. The teacher will have Òreverse fire drillsÓ to practice the procedure. 
i. Teacher will blow the whistle. 
ii. Children will immediately leave the playground and enter the 

main hall and sit against the wall at the foot of the stairs. 
3. Teachers must take roll call of their class. 
4. Director, teachers, and co-oper reassure the children for their safety. 
5. First Aid is administered if needed. 
6. Playground is not reentered until the Director gives permission. 
7. Once everyone is accounted for, one designated person will be responsible 

for contacting parents and guardians.  
 


