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TREE TOWN COOPERATIVE NURSERY SCHOOL
235 SOUTH KENILWORTH AVENUE
ELMHURST, ILLINOIS 60126
HANDBOOK

630.279.8778
www.treetown-coop.org
Barbara Baker, Director

“Children need models more than they need critics”
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Hours of Operation
Monday, Wednesday, Friday A.M. 4’s
(8:45-11:15)

Marcy Rohman
Leslie Smith

Thursday 4’s Enrichment
(8:45-11:15)

Barbara Baker

Tuesday, Thursday, A.M. 3’s
(8:45-11:15)

Marcy Rohman
Nicole Krzak

Theresa Boston
Lea Lucas
Friday 3’s Enrichment
(8:45-11:15)

Theresa Boston
Nicole Krzak

Kid Town

(8:45-11:15)
(12:15 – 2:45)

Leslie Smith
Barbara Baker

(9:00-11:00)

Barbara Baker
Nicole Lintner
Lea Lucas

Monday 2’s

Wednesday 2’s
(9:00-11:00)

Barbara Baker
Vicki Jacobsen
Lea Lucas
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Tree Town Cooperative Nursery School is a non-profit, nondenominational
organization, established in 1968 to serve the needs of preschool children.
It is licensed by the Illinois Department of Children and Family Services
(DCFS). The school admits students of any race, color, national and ethnic
origin to all the rights, privileges, programs, and activities generally
accorded or made available to students at the school
PHILOSOPHY
The cooperative preschool is unique among early childhood programs. It is
organized and administered by the parents through an elected parent board,
and is operated under the guidance of qualified teachers. * Teachers and
parents share in planning and carrying out the educational program.
From its inception, Tree Town has been committed to the cooperative
philosophy because of our conviction that both parent and child benefit when
parents are genuinely involved in the school. Also, the school is continually
responsive to the needs of children and parents. It is hoped that our parent
cooperative may provide the stimulus and the means whereby children;
parents and teachers can grow together.
The goals of the program are to provide the kind of environment that will
allow children to:
• Develop a healthy self-image
• Learn to cooperate with others
• Develop confidence and self-control
• Express themselves creatively
through play, art, music, language and science.
The curriculum is developmentally appropriate with an emphasis placed upon
the hands on approach.
Our philosophy is LEARN BY DOING.
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A more detailed description of the governing structure of the school is
contained in the Constitution and By-Laws, which are on file at the nursery
school.

GENERAL INFORMATION
APPLICATION AND REGISTRATION PROCEDURE
Children from two to five years of age may be registered. (Minimum age is
two as of September 1 of the registered school year.) The Parent Board
approves specific registration procedures annually. Children need to be toilet
trained before starting in the three and four year old programs. These
classrooms do not have a DCFS approved changing station. A changing station
is located in the two’s room.
Persons interested in registration information should call the school and
speak with the director. Registration information will be sent upon request
and appointments for prospective parent to visit the school will be
scheduled. Prospective parents are required to visit the classroom and
inform themselves of their responsibilities to the parent cooperative before
registering their child.
Registration forms should be completed and returned to the registrar with
the non-refundable registration fee. This fee is refundable only if a place
has not been made available by September 15 of the registered school year.
Priority enrollment will be given to current and former members of the
cooperative prior to accepting new family registration. Alumni priority ends
when new family registration begins. Parents will be notified of class
placement as soon as possible.
Children shall be enrolled for one full school year or the balance of a year.
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No child will be admitted to the program without a birth certificate,
physical and the required forms from the Illinois Department of Children
and Family Services and the DuPage County Health Department on file.
All information kept on file at the school for children, parents and staff are
confidential and will only be released upon written request by appropriate
persons.

TUITION
The Nursery School Board based on the requirements of each year’s budget
determines tuition. Tuition is paid in three equal installments April 9,
October 1 and February 2nd. Tuition payments are not refundable. Tuition
may also be paid in full at the beginning of the year. Alternative payment
plans may be arranged through the Treasurer.
A $20.00 late fee will be assessed for 1-7 days and a $50.00 late fee
after 7 days unless alternative arrangements have been made with the
Treasurer prior to dates due.
Please make checks payable to: Tree Town Cooperative Nursery.
Payments may either be mailed to the Treasurer’s home or placed in the
tuition box located in the Tree Town Staff Office. (Any expenses incurred
by the school due to insufficient funds will be passed on to the check payer.)
PROLONGED ABSENCE
Parents are responsible for tuition payments through prolonged absences.
Extenuating circumstances may be called to the attention of the Parent
Board for consideration
WITHDRAWAL
Children are enrolled in the nursery school for an entire school or balance
there of. Parents are responsible for tuition for this same time period until
the vacancy can be filled. Parents may withdraw a child from nursery school
prior to the end of the school year and receive tuition reimbursement only in
the following cases:
• Serious or prolonged illness
• Permanent move of the family from the community
• Mutual agreement between the parent and the
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Parent Board in the event of an unsatisfactory
adjustment of the child to the school or of the
parent as a participant.
In such cases, withdrawal shall take effect upon one month’s notice to the
registrar and the treasurer. This month’s tuition will be retained and any
remaining tuition will be refunded.
In all fairness to members of the Association, repeated failure to fulfill the
above participation requirements will result in termination of membership.

PAT COLLINS SCHOLARSHIP FUND
The Pat Collins Scholarship Fund has been established to assist families
needing extra financial support. If you wish to request an application or
additional information about the fund please contact the treasurer.
CLASSES
The Parent Board will determine attendance days and times for each class
annually. The school will follow the same calendar as the Elmhurst Public
Schools-Unit District 205, with the exception of opening, closing and some
Institute days. The nursery school begins classes on the Monday following
Labor Day and closes the Friday preceding Memorial Day.
HEALTH
Appropriate medical forms for the child, the parent helper or the
designated helper must be on file at the school prior to entering the
program. A child absent for five consecutive days due to illness must
present a doctor’s certificate for readmission. The teacher reserves the
right to send the child home for health reasons. If your child contacts a
communicable disease, please notify the teacher.
MEDICAL EMERGENCY PROCEDURES
The teachers are trained in First Aid and CPR and will administer first aid as
necessary. Where more extensive treatment is necessary, the school will
contact as follow:
• Emergency Medical System
(EMS 911)
• Parent or Guardian
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• Emergency Number on File
Tree Town Cooperative Nursery School Association, its employees and
Parent Board cannot be held liable for damage or injury to a child, parent
helper or designated helper.

MEDICATION ADMINISTRATION POLICY
Administering medication is based on parent consent and the child’s health
care provider recommendations. We will only give medication when a life
threatening need arises or if a child requires medication for an ongoing
health reason. Otherwise, it is the parent’s responsibility to give medication
to their child before or after preschool.
Prescription medication must be in the original child proof container that is
labeled by a pharmacist with the child’s name, the name of the medication,
the date the prescription was filled, the name of the health care provider
who wrote the prescription, the medication’s expiration date, and the
administration and storage of said medication. Non-prescription medication
such as Benadryl, must be in its original packaging and dosage instructions
from the child’s health care provider must be provided.
Expired medication will be disposed of. Any unused medication will be
returned to the family at the end of the year.
Children with life threatening allergies must submit a yearly allergy action
plan. The plan will be displayed in the child’s classroom and posted in the
staff room.
All staff are certified in CPR and First Aid. In the event of an emergency,
the child’s teacher would administer emergency aid until emergency
personnel arrive.
GUIDANCE AND DISCIPLINE POLICY
The following Guidance and Discipline policy is based on the cooperative
philosophy of Tree Town.
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The Child
Children...
•Are expected to develop cooperative
behavior when working in the group.
•Should consider others and take turns when
selecting equipment or materials.
• Children should be allowed to solve their
own difficulties whenever possible to permit
them to learn by experience.
•Are expected to demonstrate age appropriate
self-control. Repeated physical aggression
towards others is not allowed.
•Are expected to follow classroom safety rules.
The Parent Helper (for our 2’s class and when assisting in 3’s and 4’s)
Parent helpers...
•Are expected to model appropriate classroom
behavior.
•Should allow children to solve their own
difficulties by talking through the situation.
•Should intervene when a child’s behavior
endangers himself or others.
•May be asked to assist with guidance under
the direction of the staff.
•Are asked to use a positive rather than a
negative approach with children. For
example “Let’s all help to put the toys away now,” rather
than “Don’t get out any more toys.”
The Staff
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Staff will...
•Work with individual children to develop age
appropriate social skills.
•Encourage verbal resolutions to conflicts.
•Redirect children who are not behaving acceptably.
•Remove a child from the group to help them gain
control when they do not respond to redirecting
separation shall not exceed 5 minutes.
•Request a conference with a parent when a child
has repeatedly acted inappropriately in the group.
•Request the child’s withdrawal from the program
with the approval of the Parent Board if the child
repeatedly demonstrates inappropriate self-control.
The Parent
•The parent will work with the staff and the child to
remediate inappropriate behavior.
•The parent will openly communicate concerns
regarding their child to the staff.
CLASSROOM PARTICIPATION RESPONSIBILITY (Two’s Class Only)
Both parents, either parent or caregiver designated by the parent may
assist in the classroom, but at least one family helper must assist the
teacher in the daily activities according to their previously selected helping
days. This does not apply to families that utilize the flexible helping option.
Once the participation schedule is finalized, each family is responsible for
their assigned days. Families may exchange dates and should note these
changes on the schedule.
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WEB POLLICY
We are grateful for the help parents provide in the classroom. You are free
to photograph or video classroom activities to preserve your time at Tree
Town. However, photographs and video are not to be posted on the web
to preserve the privacy of our students and families.
PARTICIPATION TIPS
Display an interest in the creative work of the children, but refrain from
asking what they have made. They may not know. Growth through
experimentation is the sole purpose of this activity. The final result is that
of personal satisfaction to the child. Adults should neither attempt to direct
nor arrange the project for the child. It is the process that is important not
the product.
Give encouragement and suggestions if it seems necessary, but avoid
domination of the play.
Feel free to participate with the children in singing, finger plays, games, etc.
Remember that each child is a unique personality and is entitled to respect,
appreciation and understanding.
Above all enjoy the time you have to share in the excitement of learning
with your child!
•Tree Town policy is to have a smoke free environment in the classrooms and
during school designated activities when children are present, including field
trips.
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CLASSROOM OPERATIONS
Dress your child for play. Rubber soled shoes are preferred for comfort and
safety.
Each child is asked to bring a large school bag and water bottle with him
every day. This will be used to carry items to and from school. Please place a
change of clothes in the bag. Two’s students need to include a diaper and
wipes, too. We feel use of this bag is very important in teaching organization
and responsibility.
Please put your child’s name on school bags, sweaters, jackets, boots,
mittens and any items brought to school for the day.
Please arrive at school promptly but no more than five minutes before school
begins unless you are serving as parent helper. Scheduled helpers need to
arrive 5 minutes prior to the start of the class.
The driver must accompany children to the classroom door.
Outside doors are locked 15 minutes after the start of class.
Drivers must sign out all children in their car pool on the class list posted on
the clipboard.
Be sure your child is picked up promptly. If you are not picking up your child,
the teacher must have written permission to release your child to another
person. Car pools are formed on a voluntary basis.
An in person parent-teacher conference will be offered in January. Other
times may be arranged upon the request of either teacher or parent.
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Show and Tell or our “sharing” time will take place during the last class day
of the week for each three and four year old class. However, your child may
bring something interesting at any time. Please avoid bringing guns or other
violent toys.

Birthday’s even summer ones will be celebrated at school. Parents may bring
a favorite nutritious treat to share for snack time. Bagels and cream cheese
are a popular choice. Please do not pass out invitations to private birthday
parties at school.
Tree Town will provide the snack for students. Snack is all organic and is
purchased from Whole Foods. Snacks will represent 2 of the 4 following
food group’s dairy, protein, fruits and/or vegetables or breads/grains. The
two snacks provided should come in unopened packages from the store.
Examples might be raw vegetables, fruits, pretzels, yogurt, raisins, cheese,
and crackers. Students should bring their own water bottle, filled at home.
Napkins are provided at the school. Tree Town is an Allergy Aware Zone.
Peanut products and nuts of any kind are not served. Parents may bring
in a special snack for birthdays (please notify your teacher in advance).
A directory of all the students enrolled at Tree Town including house and
email addresses along with phone numbers will be distributed in the fall. This
directory will not be given to any source or persons other than our Tree
Town families. All families will be included unless requested otherwise.
A monthly newsletter will be distributed via email for the purpose of
informing parents of specific activities and events occurring at the school.
The school website wwwtreetown-coop.org also maintains a list of monthly
activities and events. Hard copies are available upon request.
Each class will have a bulletin board outside the classroom, which will contain
pertinent class information, participation schedules and weekly lesson plans.
Parents are urged to consult this information source on a regular basis. Car
pool drivers need to keep each other informed of daily updates.
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Tree Town maintains an Activities Board located between the two
classrooms on the lower level. Information is posted that we have been
asked to pass along to parents. We are willing to do this; however, this is not
an endorsement.

Late Policy
Staff will utilize emergency contacts if a child has not been picked up
fifteen minutes after dismissal time. The local police will be contacted if a
child has not been picked up after 30 minutes and no emergency contact has
responded.
A staff member will remain present with the child and provide proper care
until child care authorities have arrived.
Lateness will not be discussed in front of the child. Staff will discuss with
parent or guardian when the child is not present.
Emergency contact information must be provided every year. It is important
parents update this information with any changes during the school year.
Pest Control Policy
Tree Town contracts with Orkin Pest Control to comply with DCFS pest
control management. Orkin inspects the 3’s and 4’s classrooms and hallway
on a monthly basis.
These inspections are conducted on the third
Wednesday of the month and occur in the afternoon.
Staff report any pests sighted to the director. The director relays this
information to Orkin. No pesticides are stored in the school. Families who
wish to be notified in advance of pest inspection should notify the director
for an email notification.
For the safety of our children the Facility Maintenance Policy is that
classroom and area work will be done over school holidays, breaks or
summer whenever possible.
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STANDING COMMITTEES
Parents are encouraged to attend all Parent Association meetings held in
connection with the school.
One parent from each enrolled child’s family will serve on either the Parent
Board of the Nursery School (See Constitution for specific offices), or on
either Publicity or Clean-Up/Playground. Each family will also help with one
Ways and Means event (ie. Treats with Santa, Casino Night, or Spring
Fundraiser)
Publicity: Publicizes registration and events of the School as specified by
the Parent Board or Teacher-Director.
Clean-Up/Playground: Washes paint smocks periodically through the year.
Maintains and launders clothing and other articles in dramatic play area.
Assists in end of year cleaning of toys and equipment after school ends
(May). Provide maintenance of play yard grounds and equipment.
Ways and Means: At the direction of the Parent Board organize and
conduct the fund-raising projects for the school.

