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WELCOME TO KCP 

Welcome to Kirkland Cooperative Preschool and the KCP family! We truly feel that the members of our 

school are like an extended family. Kirkland Cooperative Preschool is a school devoted to the growth and 

development of children. We believe our approach to this process is somewhat unique because of 

caregiver/teacher cooperation, parent education, and our rich community history. 

CAREGIVER/TEACHER COOPERATION 

The co-op environment allows caregivers to have a hand in classroom projects. Caregivers act as 

assistant teachers, with our teachers' input and guidance. Caregivers bring with them a diversity of 

interest and expertise that helps to make our program unique. Not only does this high level of parental 

involvement bring a greater scope of experience to the school, it also enables us to increase the number 

of activities per week. In addition, it allows us to keep our tuition costs low.  

PARENTING EDUCATION 

The monthly parent meetings that caregivers attend is another way we add value to the preschool 

experience. These meetings offer a way to get answers about all sorts of parenting topics, such as 

bedtime struggles, sibling rivalry, kindergarten readiness, and nutrition. Also, the meetings can help 

caregivers find a sense of normalcy and fellowship at a time when parenting is often isolating and 

frustrating.  

OUR HISTORY 

KCP is located in Salt House Church in Kirkland. We are not a church-sponsored program, nor do we have 

any religious affiliation. Our program was started in 1947 by a group of moms interested in a cooperative 

program for their children. We opened our doors in a converted chicken coop on Finn Hill. We have come 

a long way to our present location in the church. We have 3 interior classrooms (art, community and 

active) and a playground area. Our playground has various play buildings, swings, slides, and a secured 

portion of the parking lot for bikes and riding-toys. 

EDUCATIONAL PHILOSOPHY 

Kirkland Cooperative Preschool operates on the premise that a child's caregivers are his or her first and 

best teachers. KCP works to promote caregivers as teachers through education, discussion and guidance. 

By bringing children and caregivers together to have fun and learn in a nurturing environment, we build 

stronger educational partnerships for our families. 

EDUCATIONAL CONTENT 

The focus at KCP is on the social aspect of our children's growth, not the academic. We believe that our 

children are children and will have ample opportunity to learn their ABC’s and 123’s once they enter 

elementary school. KCP believes in the value of play, and follows the current research, which shows that 
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children learn best through the art of play. While we do sing the alphabet song, discuss shape and color, 

or practice writing our names, academic play is secondary to imaginative and explorative play at KCP.  

TOYS & EXPERIENCES 

KCP prides itself on being a school with no computers and no battery-operated toys. Our toys are 

playdough, dirt, rocks, paint, blocks, trucks, Legos, books, dolls, dishes, dress-up clothes, and many other 

imaginative and sensory toys. These toys and the many other activities children experience at KCP 

provide self-driven imaginative play opportunities for them to promote cognitive, social/emotional, and 

motor development.  

KINDERGARTEN PREPARATION 

Preparation for Kindergarten and beyond is another place where KCP excels. Children leave the program 

with a clear understanding of what is expected of them in the classroom. KCP graduates have experience 

with washing their hands, taking turns, standing and walking in a line, going on a field trip, listening in a 

group, sitting in a group circle setting, and solving their own problems. The social and practical skills our 

students learn will serve them well in elementary school. 

DIVERSITY, EQUITY & INCLUSION (DEI) STATEMENT 

Kirkland Cooperative Preschool values diversity and strives to create a welcoming community in which all 

individuals are included and respected equitably. KCP supports respectful and meaningful relationships 

across actual or perceived differences including ability, age, appearance, ethnicity, family or marital 

status, gender, gender expression, immigration status, language, nationality, political ideology, race, 

religion, sex, sexuality, socio-economic status or other personal identities and experiences. 

We live in an increasingly interconnected world and the ability to include, communicate, cooperate and 

collaborate with diverse individuals is important. To that end, KCP encourages dialogue around issues of 

difference, identity and ideology in the classroom and out of the classroom. KCP embraces diversity, and 

as a result our viewpoints are enriched, and our community is strengthened. 

KCP will continue to evolve into a more inclusive and equitable school that is committed to civic and 

social responsibility through the collaboration of our enrolled families, the KCP Board of Directors and 

the KCP Staff. 
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ABOUT OUR TEACHERS & BOARD 

ELIZABETH DEFOREST – GROUP I 

 

Teacher Elizabeth holds a BA in history from U.C. Santa Cruz and a M.S. in Child Development and Early 
Childhood Education from Wheelock College. Her teaching interests include play theory, early literacy, 
reflective teaching and social justice awareness. 

Teacher Elizabeth has taught preschool for over thirty years, most recently at Capitol Hill Cooperative 
Preschool in Seattle before joining KCP in 2024. She has lived in Kirkland since 1993, raising two boys 
with her late husband, Michael. She remains fascinated by how children learn through play and is 
committed to supporting all families. 

When talking about the cooperative preschool model, Elizabeth said “It’s a great way to form a 
community really early on in your child’s life and receive a lot of support from the teachers.” 

AMANDA FLETCHER – GROUP II 

Teacher Amanda has a BA in Education from Central Washington University and minors in Early 

Childhood Education and Special Education. She has a MA in Literacy from City University. She has a 

current Washington State teaching certificate and her work experience includes 20+ years in the Lake 

Washington School District teaching all grades from K-3rd. 

Amanda has been a part of the KCP community since 2016. Her oldest daughter attended all three KCP 

groups and her youngest daughter attended Group III in 2021-2022. She has been the Group II teacher 

since 2022. 

Amanda volunteers at her children’s schools as a PTSA member, classroom volunteer, and Art Docent. In 

her spare time, she enjoys crafting and socializing. She stays busy with her family, dogs, camping and 

enjoying the outdoors. 

“KCP has made a positive impact on countless children's lives, including my own. Seeing learning happen 

through the lens of both parent and teacher is such a gift. Our supportive environment provides a 

well-rounded experience for both parent and child. I don’t know what I would have done without KCP. ” 

AMY WILLIAMS – GROUP III 

Teacher Amy received her BA in Education from Western Washington University and a minor in 

Psychology with an emphasis in child development. Her work experience includes teaching kindergarten, 

first grade and literacy support. All three of Teacher Amy’s children attended KCP between 2006 and 

2012. She has been teaching the KCP Group III class since 2013. 
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Amy enjoys spending time with her husband Todd, their three emerging adults and dog Penny. Her 

family stays close through hiking, traveling, boating and playing games together. Amy volunteers in her 

community and public schools. In her spare time you will find Amy reading, crafting and working out. 

In her own words, "KCP gives families the wonderful opportunity to be involved in their children's first 

school and to be surrounded by a caring community of teachers and other parents. As a former 

kindergarten teacher, I am confident that KCP's developmentally appropriate and play-based program 

prepares children well for kindergarten." 

BOARD OF DIRECTORS 

 

President Elise Brueske Fundraiser Lennon Wiltbank 
Vice President  Mei Ishida Publicity Mairin Plank 

Secretary Ann Marie Youssef Technology Tim Diediker 
Treasurer Tyler Martinez Group I Parent Leader Jamie Tselnik Burns 
Registrar Sierra White Group II Parent Leader Kelly Melzer 

Event Coordinator Samantha Powers Group III Parent Leader Jin Masanotti 
 

CAREGIVER RESPONSIBILITIES 

For KCP to function as a nonprofit co-op and to maintain our affiliation with Lake Washington Institute of 

Technology, we have several non-negotiable membership requirements: 

1.​ Forms - Each family must fill out and return all required forms prior to attending their first day of 

school. This includes the signed parent contract, your child’s immunization record or 

immunization exemption form, consent for emergency medical treatment, and allergy 

information if applicable. All forms are submitted through our family information portal, Jovial. 

2.​ Timely Payment - You must pay tuition and fees on time. Tuition payments can be submitted on 

Jovial. Please see Tuition & Fees. 

3.​ Work Day - Each caregiver is required to work one scheduled day per week per child enrolled in 

school. For more information, see Attendance Policy. 

4.​ Parent Education - Attendance at monthly evening parent meetings is mandatory. For more 

information, see Parenting Education. 

5.​ Committee Job - A caregiver from each family is required to serve on a committee or hold a 

Board position. Each family will have only one committee job, regardless of the number of 

children they have enrolled in the school. For more information, see Committee Jobs. 

6.​ Fundraising - Each family is encouraged to meet an annual $100 or more fundraising 

commitment. For more information, see Fundraising. 

7.​ Set Up & Pack Up - Caregivers are expected to help pack up our belongings and store them in 

the sheds for summer and/or unpack in preparation for school in the fall. See Annual Set Up & 

Pack Up for details. 
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Families not meeting the above requirements may lose their status as members in good standing and 

may be asked to explain their circumstances to the Board in person or in writing. The Board will 

determine if the family can continue membership with KCP.  

Members not in good standing cannot register for the following year until their status is restored. If you 

are not in good standing by the end of the school year you will lose your alumni status and may not be 

allowed to return to KCP the following year. 

FAMILIES WITH MULTIPLE ENROLLMENTS 

Per Child: 

●​ Enrollment Fees 
●​ Tuition Fees 
●​ Insurance Fees 

Per Family: 

●​ Committee Job Assignment  
●​ Fundraising Commitment 

 

GENERAL INFORMATION 

REGISTRATION 

●​ January 1st – Registration opens for current KCP families and alumni in good standing (see 
Caregiver Responsibilities).  

●​ February 1st – General registration opens 

●​ Class age requirements: 
Group I: Child must be 2½ by August 31st 
Group II: Child must be 3½ by August 31st 
Group III: Child must be 4 by May 31st 

CLASS ROUTINE OVERVIEW 

Each class has its own schedule but share in common: 

●​ Free Play – Choice of art room, active room, or community room with plenty of caregivers and 
friends to play with.  

●​ Art – It’s the process, not the product!  

●​ Circle Time – Sitting and listening together with lots of music, movement and teacher/group 
interaction. 

●​ Show & Tell – Whenever their caregiver is working, a child brings something for show & tell. 

●​ Story Time – Another good opportunity to practice listening skills. 

●​ Snack – All students bring their own snack from home. We are a NO NUTS facility. 

●​ Outside Time – We have time enjoying our Pacific Northwest weather almost every day. Dress 
appropriately! 
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SCHOOL SCHEDULE 

KCP follows the Lake Washington School District vacation calendar. On half-days and conference days we 
will have school as usual. See www.lwsd.org for a current calendar.  

●​ First day of school is the 3rd Monday of September 

●​ Last day of school is the last week of May 

●​ Group I – Mondays & Wednesdays, 9:40 AM – 12:10 PM 

●​ Group II – Tuesday, Thursday, Friday, 9:40 AM – 12:10 PM 

●​ Group III – Monday, Tuesday, Wednesday, Thursday, 12:20 PM – 2:50 PM 

ATTENDANCE POLICY 

Please be on time with drop-off and pick-up. Do not leave your child until class starts with enough 

working caregivers present so the teacher is never left alone with a child. 

You are expected to work all of your work days in the school year. If you cannot work on a given day, it is 

your responsibility to trade work days with another caregiver before class starts. A spouse or one of your 

child’s grandparents is also an acceptable substitute. All trades must be communicated to the teacher. 

Note that this policy also applies any time you might miss while on vacation. 

If you make a best effort but no one can trade with you, you will need to make up the time by working an 

extra day or by completing a special project for the teacher.  

If we don’t have enough caregivers on a given day, school will be canceled. 

Younger siblings of students can come to class with the teacher’s permission for an additional fee (must 

be non-mobile and worn in a front-pack). See Maternity Leave/Sibling Policy. 

For special events, siblings are able to attend in some cases. See Special Events. 

EXTENDED LEAVE POLICY 

If a family takes a leave of absence of any type for any reason (other than maternity), the following must 

occur for the family to return to KCP in good standing: 

1. Full monthly tuition must be paid prior to the leave (or a payment arrangement should be established 

by the family with the Treasurer), so all tuition is received by the deadline(s). 

2. Weekly work day shifts must be covered by another family. The work day's shifts should be “repaid” to 

the subbing family in a timely manner upon return by an agreed upon arrangement between the two 

parties.  
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3. Any committee job work that the family will miss must be covered by a substitute(s). This work must 

also be re-paid by an agreed upon arrangement between the two parties.  

4. Parent meetings must also be made up. Please see Group Teacher for details. 

If all four (4) criteria are met, the family will be considered in good standing upon return and the child’s 

spot will be held in the class. 

 *Please note, it is the family’s responsibility to find all substitutes before the leave is taken. 

ILLNESS POLICY 

If your child is going to miss class due to illness, please let your parent leader know as soon as possible. If 

it’s your work day, you also need to find a substitute to work for you. If a replacement can’t be found let 

your parent leader know. 

If a caregiver is sick and cannot attend school on a workday you cannot send your child unless you find a 

substitute. See Attendance Policy. 

When people get sick with a respiratory virus, the updated guidance recommends that they stay home 

and away from others. For people with COVID-19 and influenza, treatment is available and can lessen 

symptoms and lower the risk of severe illness. The recommendations suggest returning to normal 

activities when, for at least 24 hours, symptoms are improving overall, and if a fever was present, it has 

been gone without use of a fever-reducing medication. 

Children and adults with any of the following symptoms will not be permitted at school: 

●​ Fever of 100°F (under arm) or higher 

●​ Vomiting on 2 or more occasions within 
the past 24 hours 

●​ Sore throat 

●​ Earache 

●​ Diarrhea – 3 or more watery stools within 
a 24-hour period or 1 bloody stool 

●​ Rash, especially with fever or itching 

●​ Eye discharge or pinkeye. Children can be 
readmitted after medical diagnosis to rule 

out bacterial or viral infection or 24 hours 
on antibiotic treatment. 

●​ Fatigue that prevents participation in 
regular activities, sick appearance, not 
feeling well. 

●​ Open or oozing sores, unless properly 
covered, or 24 hours on antibiotic 
treatment. 

●​ Lice and scabies - children and staff may 
return to school after treatment. Contact 
the local Health District for treatment 
protocol 

 

Any child who becomes ill must be isolated (not necessarily in another room) from the other children 

and the parent or emergency person notified.  
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All adults shall follow public health policies to avoid contact with blood or bodily fluids. Protective gloves 

must be available and worn when appropriate. Employees must have documentation of training for 

Blood Borne Pathogens. Parents must be familiar with co-op policies and procedures for handling bodily 

fluids. 

DISCIPLINE POLICY 

 

Everyone has the right to be safe at school, and cooperatively we (as teachers and parents/caregivers) 

assist the children in learning how to interact positively. Teachers and parents work together to set clear 

and consistent boundaries. The teacher will model appropriate behavior for all children and give positive 

feedback on desirable behavior such as turn taking, good listening, sharing and keeping hands to 

themselves. 

 

Usually, we can redirect a child to a more positive action or we can help a child problem-solve. There 

may be times when the teacher must stop a behavior, tell the child why it is not ok and remove a child 

from a situation, but we never leave such a child without adult supervision. We will model the correct 

behavior and have the child practice it. We also try to involve the child in arriving at solutions. We do not 

insist that children say “Sorry”, because sometimes children just mimic the words. We do try to 

encourage the children to see how they can help each other and repair any “hurts”. This approach helps 

with empathy and pro-social skill building. 

 

If there is a pattern of atypical behavior, the teacher will conference with the parent to share any 

concerns or information on how things will be handled moving forward. The teacher will make sure 

parents/caregivers are aware of resources within our community including Kindering and Child Find, 

should it be necessary for the child to go through developmental screening. We may ask our coordinator 

at LWtech and/or a trained, outside professional to observe and share suggestions and resources which 

could help the entire class. 

 

If atypical behaviors continue that disrupts the class or hurts another individual, a specific plan will be 

made and the parent/caregiver will have the opportunity to give input. Once agreed upon, all parties will 

sign the agreement. Should additional steps be needed the teacher will contact the coordinator at 

LWTech to determine the next steps. 

 

Kirkland Cooperative Preschool is an inclusive school, so we will have students with various needs, 

including behavioral ones. We hope that families celebrate all children’s steps toward self-discipline and 

consideration for others. Sometimes, however, staff, family, and possibly outside resource people may 

conclude that our school setting is not the appropriate one for a particular child. 
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SAFETY AND CONDUCT 

CAREGIVER & TEACHER CONDUCT 

•​ To ensure the safety of all children, caregivers and teachers should not be alone with 

children where other adults cannot observe them. This applies to both drop-off and pick-up 

times. If you are the first caregiver to drop off your child, please remain until a second 

working adult arrives. Similarly, if you are the second-to-last caregiver to pick up your child, 

please stay with the teacher until the last caregiver arrives. 

•​ Please be mindful of your language and conversations in the preschool setting. Ensure that 

your conversations are appropriate and considerate of the young children present. 

•​ No one may physically, verbally, or emotionally abuse or punish children. If you observe 

anything questionable immediately inform the teacher or your Parent Leader. 

•​ No one may be under the influence of alcohol, drugs, marijuana (including impairing 

prescription medications), or any other substances while on school premises. This policy 

applies during regular school hours, special events, parent meetings, fundraisers and all 

school sponsored events. 

•​ When faced with conflicts, please approach them with the assumption of good intentions. If 

you encounter challenges with another family at school, you can reach out to your teacher 

or the board for support and guidance. Conflict management between families should be 

addressed outside of school hours. 
 

SAFETY GUIDELINES & INSURANCE 

•​ No weapons or firearms, whether concealed or not, or any other dangerous items or devices 

are allowed on the school property. A weapon means any firearm, explosive, knife, club, 

pepper spray or other object that has been designed with the intent to harm another person 

or property (or replica of such a firearm or object) or any object used to inflict harm to 

another person or property. 

•​ Medications or other dangerous items must be safely secured away. Adult belongings should 

be stored out of reach of children. 

•​ Smoking is not permitted. 

•​ KCP is a nut free zone. 

•​ Hot beverages are to be kept out of the children’s classroom(s). 

•​ Any adult discovering a safety hazard (i.e. broken toys, equipment, or health hazard) shall 

immediately remove the hazard from use and shall report the problem to the teacher. 

•​ Close supervision is required for children working with any sharp or possibly dangerous tools 

in the kitchen or outside. 

•​ Children are to walk indoors; running is not allowed. 

•​ Outdoor play requires adult supervision at all times. 

•​ All participants pay for their enrolled child's insurance. As a result, KCP has insurance 

coverage only for enrolled children and enrolled adults. Siblings should only accompany 

caregivers at drop off and pick up - unless they are enrolled in the class roster as an 

additional sibling. 
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ARRIVAL/DEPARTURE 

•​ Plan to arrive no earlier than 5-10 minutes before the school day. Respect the teacher’s prep 

time before and after your class. 

•​ Use caution when driving in the parking lot. Drive slowly and keep an eye out for young 

children and Salt House/New Bethlehem employees and residents. 

•​ If it is your designated work day, please arrive on time. Other caregivers in your class rely on 

your punctuality to be able to leave their child at school. 

•​ Be on time to pick up your child from school. The caregivers who have the workday 

responsibilities are relying on your timeliness so they can also leave school on time. 

•​ A parent or caregiver must escort their child upon arrival to school and departure from 

school. Escorts other than the authorized caregiver must be kept on file at KCP. Should it be 

necessary to release the child to an adult not on file at KCP, the request will be granted only 

with written or verbal consent from the parent, and picture identification must be presented 

by the temporary escort at the time of the child’s release. 

•​ Never leave children in the car in the parking lot. 

•​ Please enter the building quietly and use quiet voices during pickup and drop-off. Please be 

mindful of the other guests of Salt House Church. 
 
HAND WASHING & CLEANLINESS 

•​ Children and adults must wash their hands upon arrival, before snack, after sneezing or 

coughing, and after using the restroom. Wash with soap and water for 20 seconds. 

•​ Use the “yuck bucket” when toys go into a child’s mouth. These will be cleaned and sanitized 

before being put back into the classroom. 

•​ Bleach solution is to be prepared daily to sanitize dishes and clean sinks, counters and tables 

before and after snack. 

 
FIRST AID 

•​ Caregivers whose children have allergies are required to complete the appropriate form, 

attach a photo of the child, and post in the first aid cabinet. Any emergency medication 

should be stored there with the child’s name clearly visible. 

•​ To meet public health policies in avoiding contact with blood or bodily fluids, latex gloves 

must be worn when administering first aid. 

•​ No medications will be administered by teachers except in emergency situations. These 

medications (e.g., for allergic reactions) must be in the original container, labeled with the 

child’s name, the date the prescription was filled, the expiration date, and legible 

instructions for administration. Emergency medications will only be administered with the 

authorization of a licensed physician. 

•​ Any caregiver whose child has allergies requiring immediate attention needs to attend all 

special events. 
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EMERGENCY INFORMATION 

•​ Fire and earthquake drills and plans will be reviewed with caregivers at the first parent 

meeting of the school year. 

•​ Stay where you are in the event of an earthquake. 

•​ Indoors, find cover in a door jamb or under a heavy desk. Outdoors, move away from the 

building and utility wires. 

•​ A first aid kit is located on the top shelf of the white first aid cabinet. 

•​ Emergency water, food, comfort kits, and other emergency items are found in the big shed. 

•​ In case of building lockdown, everyone will be taken to the art room away from windows. 
Both doors will be locked, and blinds drawn. There is a roster in each room so that caregivers 
can be contacted. 

 
CELL PHONE POLICY 

Give the children your full time and attention. We ask that cell phones be silenced during class and that 

caregivers refrain from answering calls and texts during class time. We understand there may be 

emergency situations where caregivers need to use their phone, and in that case please talk in the 

hallway and keep conversations brief. 

SNOW PROCEDURE POLICY 

KCP follows the Lake Washington School District with respect to snow closures. If the school district 

cancels classes, KCP will be closed. If delayed, KCP Groups I and II will be closed, Group III will meet as 

able. Please check local news for closures. If KCP is closed for more than one day due to inclement 

weather, KCP will make an effort to schedule make-up days if possible. Tuition will not be refunded or 

pro-rated. 

TUITION & FEES 

Enrollment Fee - $150, due at time of registration. Non-refundable. Reduced to $75 for families that join 

after March 1st. 

2026-27 Quarter Dates 

●​ Fall ​ ​ Sept 14th  - Nov 20th 
●​ Winter​ ​ Nov 30th - Mar 12th 
●​ Spring​ ​ Mar 15th   - May 28th 

Insurance Fee - Varies year to year, typically $50. Due in November. Non-refundable. 

Activity Fees – Varies. This is optional if you wish to participate. For more information on activities talk to 

your teacher or parent leader. Non-refundable. 

Fundraising Goal – Each family is encouraged to help raise at least $100 for the school per year either 

through participating in a fundraising event or making a direct donation. See Fundraising section for 

more information. 
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Monthly Tuition 

●​ Group I - $185 
●​ Group II - $235 
●​ Group III - $290 

Tuition payments for the following month are due on the first of each month by check (payable to KCP) 
or through our online platform, Jovial. For example, November tuition is due on October 1st. For 
returning KCP families, September tuition for the next school year is due at the May parent meeting. 

When new families register over the summer, a non-refundable enrollment fee and September tuition is 
due at the time of registration. September tuition is non-refundable after August 15th. 

In order to receive a tuition refund, notice of withdrawal must be received by the 15th of the previous 

month. For example, to receive a November tuition refund notice of withdrawal must be received by Oct 

15th. KCP does not prorate tuition.  

All tuition, registration, activity, and insurance fees are subject to change. Any tuition paid after the 5th 

of the month will be considered late and incur a $25 late fee. Families are encouraged to set-up 

automatic payments on Jovial to avoid late fees. 

FINANCIAL AID 

Financial aid is available for families needing financial assistance. Generally financial aid covers up to 50% 

of tuition and is granted in 3 month increments with the option to renew reviewed by the Board. For 

more information please contact your Parent Leader or the Registrar. 

SPECIAL EVENT POLICY 

Trips to locations off of the KCP grounds are considered Special Events.  

●​ No transportation is provided – Meet at the location of the event or arrange for alternate 

transportation for your child. 

●​ Siblings may attend as long as a parent or caregiver stays for the event and it is not the 

caregiver’s work day. Note that you can make a trade with another caregiver to accommodate 

siblings. 

 

MATERNITY LEAVE 

Families with newborns are given 6 consecutive weeks off when they are not required to work in class. 

They are also not required to attend parent meetings or fulfill their committee job obligations during this 

period. Please find someone to cover for your committee job if required. 

After the maternity leave concludes, caregivers may bring the baby to school on their work day for an 

additional fee. See Sibling Policy. 
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SIBLING POLICY 

The purpose of the KCP Sibling Policy is to accommodate caregivers who are unable or reluctant to leave 

their infant while attending class with an older child. The intent of this policy is to keep the KCP parent 

education program family friendly to include caregivers with infants. 

Non-mobile siblings may attend school on their caregiver’s workday for an additional fee of $50 per 

month. Caregivers must wear their child in a front-pack and the sibling will be added to the roster for 

insurance purposes. No more than one sibling can attend per workday in each Group. Additional sibling 

spots may be available in Group I with teacher and board approval. 

For safety reasons, infants are not allowed on the floor of a class. Strollers and car seats must be stored 

in a car or just outside the school doors under the awning. The caregiver is responsible for all infant care 

during class. The caregiver must also maintain supervision of their assigned area.  

Sibling attendance should not affect the quality of the class. It’s important to maintain a balance 

between accommodating caregivers with an infant and maintaining a high quality program for people 

who attend with a single child. Sibling attendance is at the teacher’s discretion. Each quarter, teachers 

will check-in with caregivers of siblings to make sure sibling attendance is working for all parties. 

FAMILIES WITH TWINS & TRIPLETS 

We have different rules for families with twins & triplets: 

 Weekly Work  

Days Required 

Maximum Sets of  

Twins per Class 

Group I 1 3 
Group II 2 3 
Group III 2 2 

Triplets (or more) are considered 2 sets of twins in any KCP class. 

REMINDERS 

Here are a few tips from our seasoned caregivers that will help get you started on the right foot! 

●​ Our teachers will take you outside, rain or shine. Dress appropriately (boots, hat, gloves, 

raincoat) 

●​ Wear clothes you don’t mind getting some paint on 

●​ Label personal belongings  

●​ Bring a school bag or backpack every day (extra clothes are helpful!) 

●​ Come to school only when healthy (caregivers and kids) 
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●​ Masking policy at our school is indoor/outdoor optional  

●​ Wash your hands when you come inside 

●​ Practice your “coughing corner” (cough into elbow, not hand or fist) 

●​ Personal items can be kept in classroom  

●​ Remember to leave your car seat/booster if someone else is picking up your child 

●​ Look for a substitute for any workday you will miss as soon as possible! People are much more 

willing to trade when they have some notice 

●​ Feel free to bring in stories, songs and games  

●​ Be sure to be on time to pick up your children –Teachers are busy people too! 
 

CAREGIVER DUTIES - OUTSIDE OF CLASS 

PARENTING EDUCATION 

At least one caregiver's attendance at the monthly evening parent meeting is mandatory. This is required 
to maintain the Lake Washington Institute of Technology parenting education commitment. The 
meetings are informative –often entertaining – and a great way to become a part of the community. At 
least one of these meetings is an all-school gathering. Only babies in arms may attend these evening 
meetings; other children may not be present. 
 
If you miss the meeting, you must speak to the teacher and/or Parent Leader to determine a parent 
education make-up assignment to complete. 

FUNDRAISING 

The cost of daily operations of the school is generally covered by tuition. KCP uses fundraising as 

supplemental revenue so that the school can make larger purchases, provide financial aid, and address 

maintenance of equipment and facilities. 

KCP asks each family to contribute $100 per year or more to the fundraising effort by either helping raise 

funds or direct donation. Participating in the fundraisers is also a great way to get to know other children 

and caregivers! 

Because KCP is a 501(c)3 non-profit organization, your donation may be eligible for employer matching. 

In some cases, working at KCP may be eligible for volunteer hour matching as well. This generally does 

not include the hours in class work days required for enrollment, but additional time above and beyond 

your workday may be eligible. If you have questions, please check your corporate matching policy. 

CLEANING & ROOM SETUP 

Keeping the school clean is a responsibility we all share within the KCP family. KCP leases space from the 

church and their administration relies on KCP to have the rooms ready first thing Sunday morning. Since 

the school is cleaned weekly, the task is relatively straightforward, and the provided caregiver workday 
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cleaning instructions are designed to be efficient. Failure to participate in cleaning assignments may 

cause families to lose good standing with KCP. 

KCP ONLINE RESOURCES 

Helpful information will be relayed to each caregiver via email, and additional resources can be found at 

https://www.kirklandcoop.com/links.html. KCP also shares information through frequent posts on 

Facebook and Instagram. 

KCP PUBLICITY POLICY 

Only KCP and the LWTech Parent Education Program may advertise on the KCP website and Facebook 

page. Other businesses wishing to advertise events or resources must get approval from the KCP 

Publicity Chair first before they will be allowed to be posted on a KCP bulletin board or set on the hallway 

table. Promotional materials that are not affiliated with KCP or the LWTech Parent Education Program 

may not be distributed into individual student cubbies. 

ROSTER & MAILBOXES 

At no time may the KCP roster be used as a marketing device, or for non-school-related purposes. 

Because the roster contains personal information, this document should be treated as confidential. 

Please be sure to keep it in a safe location, where it will not be lost or stolen. 

You may distribute materials to students’ mailboxes for community events, birthday parties, etc. Please 

do not abuse. If you would like to advertise a business or party, please feel free to leave information on 

the counter in the hallway, or on the community events bulletin board. 
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COMMITTEE JOBS 

 
Every family is required to contribute to a committee as a part of enrollment at KCP. There are many jobs 
with different responsibilities. See the table below for typical jobs & descriptions:  
 

Committee Name Description 

Monday Set-up (G1) Assist Group Teacher before class on Monday mornings with set-up tasks 
such as moving furniture and retrieving class supplies from the upstairs 
storage room. 

Friday Take-down (G2) Assist Group Teacher after class on Friday afternoons with take-down 
tasks such as moving furniture and taking class supplies to the upstairs 
storage room. 

Community Chair Assist the Event Coordinator as needed with the organization, information 
distribution, set-up and take-down of all-school events. Assist as needed 
with community outreach and charity/donation drives. 

Deep Cleaning Work with the Vice President and Teachers to assist with extra cleaning 
and inventory tasks such as sorting and organizing items such as 
toys/puzzles, cleaning and repairing dress-up clothes, and organizing 
supply cabinets. 

Fire Marshall Conduct fire drills (monthly) and earthquake drills (October and February) 
using resources provided by the Vice President. Complete the 
Fire/Earthquake Drill Record and return to the Vice President at the end of 
the school year. 

Fundraising Assistant Assist Fundraiser with the collection and distribution of fundraising items 
and donations for the spring auction. Tasks include requesting/collecting 
donations, adding inventory to the online auction website, and 
distributing winning items. Also assist with the collection and distribution 
of items for the summer picnic raffle. Recommended: English proficiency 
and familiarity with spreadsheets. 

Maintenance Assist Vice President as needed with indoor/outdoor repairs and campus 
beautification tasks such as lawn mowing. Maintain safety of 
bicycles/scooters/cars/helmets. Assist with completing the monthly safety 
inspection. 

Playdough Make new playdough monthly and coordinate with the assigned teacher 
to match colors with themes. 

Photographer  Use a personal camera to take pictures of daily activities and field trips 
throughout the year. Using the pictures, put together “memory” books for 
each child at the end of the year.  A budget is available for the printing and 
books. 

Teacher’s Assistant Assist Group Teacher as needed with classroom preparation tasks and 
planning special events. May include purchasing project supplies (and 
being reimbursed by the preschool). Be CPR certified or willing to attend 
CPR class. 
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EVENTS 

TEACHER AND FAMILY CONNECTIONS 

During September before school begins, your child’s teacher will invite you to preschool for a 1 on 1 

meeting or, if necessary, come to your home for a visit. 

WALK-A-THON 

The Walk-A-Thon is a great opportunity to fulfill your fundraising obligation and have a great time! Kids 

will find sponsors (call Grandma!) and walk laps for their school. Talk to our Fundraiser for more details.  

COMMUNITY INVOLVEMENT 

KCP is committed to supporting and giving back to the Kirkland area community. Our community 

involvement varies from year to year and has included a holiday giving tree for foster kids and a food 

drive supporting local food banks. 

AUCTION 

KCP hosts an online auction to raise money for basic expenses. Families can help by asking for donated 

items and gift cards from their local favorite businesses. We ask each family to try to contribute one item 

to this event. The auction is open to the general public and can be shared with family and friends. 

GRADUATION 

During the last week of May, KCP hosts a graduation ceremony at the church for students in Group 3 

going off to Kindergarten. The main attraction is the talent show! The entire family is welcome to attend 

and celebrate. 

FAMILY PICNIC 

Each June all of our families are invited to join us for a potluck picnic in the KCP grassy area. We usually 

raffle off a few items and enjoy each other’s company. 
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WORK DAY DETAILS – GROUP I 
 

GROUP I  
MONDAYS & WEDNESDAYS 

9:40 - 12:10 AM 

 

9:40-9:50​ Welcome, Cubby, Wash Hands 

9:50-10:00​ Inside Choice in Two Main Rooms (Active & Community) 

10:00​ ​ Lock Front Door/Active Room open 

10:00-10:35​ Choice/Centers 

10:35-10:55​ Circle Time 

10:55-11:05​ Transition/Hand Washing 

11:05-11:20​ Snack 

11:20-11:25​ Transition/Cubbies 

11:25-11:55​ Outside Choice 

11:55-12:00​ Transition/Cubbies 

12:00-12:10​ Goodbye Circle 

 
INSIDE/OUTSIDE ASSIGNMENTS 

CAREGIVER #1 

ACTIVE ROOM: Room will open at 10am. Supervise the block area (sit on the floor job). 

OUTSIDE: Supervise the northwest lawns, balls and bubbles. After class goes inside at 12pm, check the 

yard and prep the bubbles for the afternoon class. 

 
CAREGIVER #2 

ACTIVE ROOM: Room will open at 10am. Supervise the area between dress-up and the “creation 

station.” Watch the door/traffic to the Community Room. After the children leave, sanitize tables and 

tidy as needed in the Active Room. 

OUTSIDE: Supervise the hill from the north end (near the parking lot).  

 
CAREGIVER #3 

OUTSIDE: Before 10am, check outside for hazards. Bring bubbles and other items as needed out of the 

shed. At 10am, lock the front door. 

ART ROOM: Help where needed. 

OUTSIDE: Supervise the play structure. 

 
CAREGIVER #4 

ART ROOM: Assist in the art area, mainly with the easel and art table. Put finished art with child’s name 

on the drying rack, and place dried art in cubbies. 

OUTSIDE: Supervise the central area grove of trees. Kid counter (make sure all children are present or are 

otherwise accounted for). 
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CAREGIVER #5 

ART ROOM: Help as needed at the playdough table. During circle time, sanitize the outside table for 

snack time. 

OUTSIDE: Supervise the play structures. 

 
CAREGIVER #6 

ACTIVE ROOM: Room will open at 10am. Assist in the puzzle/big rug area. Floater (assist other areas as 

needed). 

OUTSIDE: Supervise the covered area (easel, sensory table). After class goes inside at 12pm, sanitize the 

outside tables. Prep bubbles for the afternoon class. 

 
CAREGIVER #7 

COMMUNITY ROOM: Supervise the table by door and guide traffic from the Active Room to the 

Community Room. Sanitize tables in the Art and Community Room when children go outside. 

OUTSIDE: Supervise the area around the play structures. 

 
CAREGIVER #8 

COMMUNITY ROOM: Supervise the book/big rug area. 

OUTSIDE: Floater (assist other areas as needed) and kid counter (make sure all children are present or 

are otherwise accounted for). 
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WORK DAY DETAILS – GROUP II 
 

GROUP II  
TUESDAY, THURSDAY & FRIDAY 

9:40 AM - 12:10 PM 

 

9:40-10:00 ​ Check in/Cubby/wash hands, then join Free Choice in Art and Community rooms 

10:00-10:15 ​ 1st Circle in Community room 

10:15-11:00​ Work and play in all rooms 

11:00-11:10​ 2nd Circle in Active Room: Clean up/wash hands/get snack from cubby/sit on benches 

11:10-11:30 ​ Snack outside (Weather Dependent) 

11:30-12:00 ​ Outside time 

12:00-12:10 ​ Last circle and show and tell  

12:10​ ​ Release children to caregivers 

ART ROOM CAREGIVER (AND INSIDE HELP) 

The Goal of Art is Process over Product! 

●​ FREE CHOICE: Help children wash hands as they arrive. Replenish easel paper and paint, markers, 

crayons (as needed). Write child’s name on artwork. Remove dry paintings from the drying racks 

and put in cubbies. While children play, set up art project that has been planned. 

●​ CIRCLE TIME: Come with children for circle time and a preview of the day's activities.  

●​ MAIN ACTIVITIES: ASSIST children at art table; encourage creative use of material and 

independent work. Make sure the child's name, date, and “Group II” are on each finished piece. 

Encourage children to pick up scraps and clean up spills. 

●​ CLEAN UP: Help clean up the art area, encourage child help. Put covers on activity tables. 

●​ SECOND CIRCLE: While children are with the teacher, wash tables with soap solution and then 

bleach solution.  

●​ SNACK: Help children wash hands, put on coats if going outside, get lunchboxes and sit on the 

designated benches for dismissal to snack time. If inside, help the child find their snackmat. Help 

with opening snacks, seating, manners, conversation and cleanup. TRY 3 AND THEN ME. 

●​ OUTSIDE TIME(YOU REMAIN INSIDE):  Wipe down ALL toilets and bathroom sinks with bleach 

solution. Sweep the ACTIVE ROOM bathroom floor.  Empty wastebaskets as needed. Roll up dry 

paintings and put them in mailboxes. 

●​ LAST CIRCLE: Join the group once you have finished clean-up. 

●​ ON FRIDAYS, SHUT DOWN PRESCHOOL ROOMS. 

ART ASSISTANT (AND OUTSIDE PLAYGROUND) 

●​ FREE CHOICE: Encourage play with material for free choice such as playdough, stamps, magnets 

etc. on the tables. Supervise easel, making sure that all paintings are labeled and placed on the 

drying rack. 

●​ CIRCLE TIME: Come with the children to Circle for a preview of the day’s activities. 

●​ ACTIVITIES: ASSIST children at the art table. Continue to monitor the easels and art areas. 
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●​ CLEAN UP: Help clean up the art and community rooms and encourage child help. 

●​ 2ND CIRCLE TIME: Accompany children for circle time in ACTIVE ROOM. 

●​ SNACK: TAKE OUT THE GARBAGE CAN to the snack tables for outside trash then help prepare the 

outside play area. Set out bubbles and toys/activities for play. 

●​ OUTSIDE TIME: Help children at the SWING area outside. POSITION YOURSELF TO BE ABLE TO 

SEE ALL CHILDREN. Help with swings, play structures, bubbles, sandbox, etc. 

●​ Help teacher with activities in the Active room on rainy days.  

●​ LAST CIRCLE: Clean up outside. All toys should be put away. Sheds should be closed. Join the 

children for circle. 

●​ On Friday, lock the shed and sensory table after playtime. ASSIST IN PRESCHOOL ROOM 

SHUTDOWN. 

ACTIVE ROOM CAREGIVER (AND OUTSIDE PLAYGROUND) 

●​ FREE CHOICE: Help children wash hands as they arrive. Then, set up the Active Room with the 

activity suggested by the teacher, or with an activity of your choice, for use after circle time 

rotation. Rejoin free play time in the Community room. 

●​ CIRCLE TIME: Come with the children for Circle Time and a preview of the day's activities. ​  

●​ ACTIVITIES: Feel free to look through the cabinets for new and different toys for play and 

discovery. Feel free to move the furniture around, set up obstacle courses, pull the musical 

instruments down, and just generally try new things. This is a very popular room and can 

become quite loud and active, so it will be your job to supervise the play. Encourage turn taking. 

Running is not allowed. No towers taller than the builder, and only the builder/creator can knock 

down his or her own creation. Any unsafe play is stopped immediately.  

●​ POSITION YOURSELF TO BE ABLE TO SEE THE ENTIRE ROOM FROM THE FLOOR 

●​ CLEAN UP: Encourage children to help clean up and sit on the carpet for second circle. 

●​ SNACK: Help children wash hands, put on coats, take lunchboxes, and sit on designated benches 

for dismissal. Help at the snack tables outdoors.  Go directly to unlock the sheds and take 

activities out. 

●​ OUTSIDE TIME: ON DAYS WE DO BIKES, supervise bike play. POSITION YOURSELF TO BE ABLE TO 

SEE ALL CHILDREN. First, Assist children in choosing a well-fitted helmet and then a bike. All 

children may bring their own helmets and bikes. Put cones away after bike time. 

●​ On typical playground days, supervise the playground: POSITION YOURSELF TO BE ABLE TO SEE 

ALL CHILDREN. Help with swings, play structures, bubbles, sandbox, etc. 

●​ On an indoor day, ASSIST the teacher with activities in the active room.  

●​ LAST CIRCLE: Make sure to account for every child coming inside! Join children for show and 

tell/second circle. 

 
COMMUNITY ROOM CAREGIVER (AND INSIDE HELP) 

●​ FREE CHOICE: Set out puzzles or games for free choice and play/interact with children. Help 

clean up at transition time. 

●​ CIRCLE TIME: Come with children for Circle Time and a preview of the day's activities. 

●​ ACTIVITIES: Assist children with the special activity at the tables. 
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●​ CLEAN UP: Encourage children to put away their own play items and go to the ACTIVE ROOM for 

circle time. 

●​ 2ND CIRCLE TIME: Set out tablecloths & snack mats on the tables and assist the children in 

finding their snack mats. 

●​ SNACK:Try 3 and then me!: Help children find items, open wrapped items, and throw trash away 

in the outside garbage can.  

●​ OUTSIDE TIME: While children are outside, VACUUM COMMUNITY, ART ROOM AND ACTIVE 

ROOM. Clean the Community Room table with soapy water then bleach solution. Join class once 

finished. 

●​ CHECK THAT AREAS ARE CLEAN AND READY FOR GROUP 3! 

●​ LAST CIRCLE:  Join class when finished and help teacher as needed. 

​ ON FRIDAYS, HELP ART PARENTS CLOSE DOWN PRESCHOOL FOR THE WEEKEND. 

​  

WORK DAY DETAILS –  GROUP III 
 

GROUP III 

MONDAY, TUESDAY, WEDNESDAY & THURSDAY​
12:20 - 2:50 PM 

 
12:20​ ​ Arrival – Check in/Cubby/Wash hands 
12:20-12:40​ Table time activities in Community Room 
12:40-12:55​ Welcome circle time in Community Room 
12:55-1:40​ Indoor Play/Work Time – Art, sensory, science/math & choice activities 

(Open Active Room @ 1:15) 
1:40-1:50​ Clean-up/Wash hands/Books/Clipboards 
1:50-2:05​ Snack 
2:05-2:35​ Outside Play 
2:40-2:50​ Closing Circle – Show & Tell 
2:50​ ​ Dismissal for the Active Room  
 

OUTSIDE/INSIDE ASSIGNMENTS 
 

Inside Jobs​ ​ Outside Jobs 

Art​ ​ ​ Playground OR Monitor Bike Boundaries 
Science ​ ​ Tree Area  OR Help with Bike Helmets 
Art Assistant/Active​ Playground (swings/bus) OR Set Up/Put Away  Bike Area 
Observer/Floater ​ Playground (bubbles) & Patio Playtime OR Set Up/Put Away Bike Area 

These areas of supervision will rotate on a monthly basis and may change slightly according to how many 
caregivers there are at school each day. On bike days, all caregivers will be in front supervising bikes.  

ART CAREGIVER (ART ROOM/OUTDOOR BACK PATIO) 
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●​ Arrival: After checking the child in and handwashing, please set up the art table. If you have 

already cooperatively planned the art project with the teacher, most of the materials will be out 

on the table. If you are doing free/process art, you can gather materials from the art cabinets.  

●​ Table Time Activities: Continue indoor art room set up during this time. You can check that the 

playdough and water table are set up in a way that works for you.  

●​ Welcome Circle: Please join us in the community room AFTER the art room is set up. 

●​ Indoor Play/Work Time: Help small groups of children use art materials. Kids will start moving to 

the active room around 1:15. Please stay in the art room to disinfect all tables, drain the water 

table, cover the sensory table, move to the community room side and sweep.  

●​ Clean-up/Wash Hands: Encourage active clean-up. Help make sure kids are spread out for 

handwashing. 

●​ Snack time outside or active room: Help children get their snacks from cubbies and bring them 

to the outside table or active room for snack. You will have time during snack time to finish up 

any cleaning in the art room during this time. 

●​ Playground OR Patio Play/Bike Time: The art parent will monitor the playground paying close 

attention to the bus and use of slides. OR supervise patio play – sensory table, sidewalk chalk, 

play kitchen. 

●​ Closing Circle Time: Another parent will join you to help with any remaining cleaning. After 

cleaning, please join us for circle time.  

●​ Dismissal: Caregivers pick up children from circle. 

COMMUNITY/SCIENCE PARENT (COMMUNITY ROOM) 

●​ Arrival: After checking yourself and the child in and handwashing, please help children actively 

engage with table activities in the community room. 

●​ Table Time Activities: Community caregiver helps with table time activities. 

●​ Welcome Circle Time: Please look over what is set up for science at the circle table. There may 

be some written directions of what to prepare. Then join us for circle modeling active listening. 

●​ Indoor Play/Work Time: Small groups of children will come to the community room table to do 

science experiments or other learning games with you. Once all the children have participated 

and moved to the active room you may clean the table and push back to the wall. 

●​ Clean-up/Wash Hands: Encourage active clean-up monitor handwashing in the hall bathroom 

and then bring children to the active room to sit. 

●​ Snack time: outside or active room: Help children get their snacks from cubbies and bring to the 

outside table or active room for snack. 

●​ Playground OR Patio/Bike Time: On playground days you will position yourself in the tree area. 

On patio/bike days you will help set up the bike area during snack time. You will use cones to set 

boundaries. 

●​ Closing Circle Time: Clean & disinfect science table, touch points in the community room and 

hall bathroom. Please sweep the hall bathroom floor as needed. 

●​ Dismissal: Caregivers pick up children from circle. Please let the teacher know what hasn’t been 

cleaned so that she can take care of that after school. 

ART ASSISTANT/ACTIVE CAREGIVER 
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●​ Arrival: After checking your child in and handwashing, please act as the greeter to help any 
parents dropping child off 

●​ Table Time Activities: Check in the active room to see if everything is set up as you would like. 
Room may need a vacuum. 

●​ Welcome Circle: After active room set up, please help the teacher monitor good listening 
behavior during circle times (eyes on speaker, mouth quiet, hands and feet to self, sitting on 
pockets, etc.). 

●​ Inside Play/Work Time: The active room parent will start as the art assistant and help Art parent 
with projects and monitor sensory activities as needed. At 1:15, when most children have done 
art, you will open the active room for free play. 

●​ Clean up/Wash Hands: Encourage active clean-up. Help monitor children’s hand washing in the 
active room bathroom. 

●​ Snack time outside or active room: Help children get their snacks from cubbies and bring them 
to the outside table or active room for snack. 

●​ Playground OR Patio/Bike Time: On playground days you will monitor slides and climbing. On 
bike/patio days you will help set up bike area, assist with helmets and monitor bike riding. 

●​ Closing Circle Time: Actively participate in circle time as a model. 
●​ Dismissal: Caregivers pick up children from circle. Please let the teacher know what hasn’t been 

cleaned so that she can take care of that after school. 

FLOATER/OBSERVER PARENT 

Arrival: After checking the child in and handwashing, please check with the art and community 

room parents and see if they need any help with setting up their activity. If no help is needed, 

engage with children doing table time activities. 

●​ Table Time Activities: Get observation sheets ready 

●​ Welcome Circle: Please help the teacher monitor good listening behavior during circle times 

(eyes on speaker, mouth quiet, hands and feet to self, sitting on pockets, etc.). 

●​ Inside Play/Work Time: The observer/floater will move to wherever the most children are or 

where the most help is needed during playtime. We also have some observation sheets that the 

floater will make notes on children whose caregivers are not at preschool so they can enjoy 

knowing what their child is doing. Try to make notes on 2-3 children during playtime and be 

ready to jump in and help where needed.  

●​ Clean up/Wash Hands: Encourage active clean-up. Help children spread out evenly for 

handwashing. Children will sit on the active room carpet when done with handwashing. 

●​ Snack time outside or active room: Help children get their snacks from cubbies and bring them 

to the outside table or active room for snack. 

●​ Playground OR Patio/Bike Time: On playground days you will bring out either bubbles or 

outdoor toys near our toy pit. On patio/bike days you will help monitor play on the covered 

patio. 

●​ Closing Circle Time: Actively participate in circle time as a model. 

●​ Dismissal: Caregivers pick up children from circle. Please let the teacher know what hasn’t been 

cleaned so that she can take care of that after school. 
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