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1. MISSION AND PHILOSOPHY 
 
Middlefield Children’s Center is a community where children, families, and educators learn 
alongside one another. Rooted in the belief that every child is capable, curious, and full of 
potential, we cultivate an environment that invites exploration, collaboration, and joyful 
discovery. Our spaces, materials, and relationships are intentionally designed to support 
children as they construct knowledge through hands-on investigation and meaningful play. We 
honor each child’s unique ways of seeing and understanding the world.  
 
Through open-ended experiences that spark wonder, we nurture not only readiness for 
kindergarten but a lifelong passion for learning. Our program strives to  

• offer rich opportunities for expression through art, music, movement, storytelling, 
dramatic play, and emerging literacy.  

• provide diverse materials that encourage creativity, representation, and experimentation.  
• Use the Environment as the Third Teacher by creating indoor and outdoor spaces that 

invite inquiry, collaboration, and large and fine motor exploration. We offer natural, open-
ended materials that support problem solving, construction, and imaginative thinking. 



• Nurture Language, Communication, and Connection by supporting children in 
expressing ideas, theories, and emotions through conversation, documentation, and 
symbolic play. We build a print-rich and story-filled environment where language grows 
through authentic experiences.  

• Support Social and Emotional Growth by encouraging children to name, explore, and 
understand their feelings. We model and guide compassionate interactions, helping 
children recognize emotions in themselves and others.  

• foster a sense of belonging, confidence, and identity through meaningful relationships. 
Honor Each Child’s Individuality and Strengths by providing inclusive environments that 
adapt to the unique needs, abilities, and learning styles of each child. We celebrate 
diverse cultures, perspectives, and family stories through an anti-bias, multicultural lens. 

• Cultivate Responsibility and Independence by encouraging children to care for 
themselves, their community, and the environment. We support emerging independence 
through daily routines, self-help skills, and collaborative problem-solving.  

• Inspire Inquiry and Divergent Thinking by offering time, space, and materials for children 
to test ideas, revisit experiences, and exchange theories with peers. We truly value the 
process of learning as much as the outcome, documenting children’s thinking to make 
learning visible.  

 
2. CURRICULUM and EDUCATIONAL PLAN  
Our program is a loosely Reggio-inspired program. This means:  

• Children are viewed as capable, curious learners who construct knowledge through 
exploration.  

• Learning is child-led, with teachers guiding and extending children’s interests rather than 
following a rigid sequence.  

• Curriculum emerges from children’s questions and natural curiosities (“emergent 
curriculum”).  

• The environment acts as a “third teacher”, offering open-ended materials and beautiful, 
intentional spaces.  

• Children express ideas through many symbolic forms—the “hundred languages” (art, 
movement, building, storytelling, etc.).  

A Reggio-inspired curriculum meets state standards through projects, documentation, and 
child-led inquiry, rather than through pre-planned units.  
 
1. Emergent Curriculum Planning  

• Teachers observe children’s play, conversations, and interests.  
• Themes emerge organically (e.g., shadows, water, insects, buildings).  
• Teachers map these interests to state standards.  

o Example: A project on “bridges” can address math (shapes), literacy (stories 
about bridges), science (balance), and social-emotional learning (teamwork).  

 
2. Long-Term Projects (Project Approach)  

• Projects last weeks or months and include:  
o Field work (walks, observations, interviews)  
o Hands-on exploration  
o Representational work (drawing, clay, building, dramatic play)  

Projects support in-depth learning, a core Reggio principle.  
 



3. Documentation as Assessment  
• Teachers document learning through Photos, Transcribed conversations, Learning 

stories, Portfolios   
• Documentation makes learning visible and aligns naturally with state assessment 

expectations. This supports Reggio’s emphasis on reflection and collaboration.  
 
4. Environment as the Third Teacher  

• Classrooms include: Natural materials, Open-ended loose parts, Mirrors, light tables, 
plants, Spaces for small-group collaboration  

• The environment encourages exploration and meets state standards for sensory, motor, 
and cognitive development.  
 

5. Family & Community Partnerships  
• Families contribute ideas, cultural knowledge, and project inspiration.  
• Community experts (gardeners, builders, artists) join projects.  

 
 
3. OUTDOOR AND RISKY PLAY POLICY  

Taking children outdoors is a healthy, integral part of our daily schedule and curriculum. 
The children will play outside for at least 90 minutes each morning and for children that spend 
full days with us, they will have an additional 60-90 minutes outside in the afternoon.  

Moderate and vigorous physical activities will be provided for all children ages 3 years or 
older, unless a child has a disability or developmental delay. Varied forms of physical activities 
will be provided as alternatives.  

Children will go outside during every season, including cold winter weather and rainy 
weather. We ask all families to provide a weather appropriate change of clothing. If the 
temperature is below 20 degrees (actual temperature or with windchill) we will not take children 
outside. If the temperature is below 32 degrees (actual or with windchill) children MUST be 
dressed to go outside for a maximum of 20 minutes.  

The program utilizes not just the school building and playground but other spaces on the 
property. This includes nature walks on the driving path through the cemetery, using the large 
grassy area just beyond our playground space, and occasionally the main church building for 
events that require more space. Any spaces beyond our classrooms and playground are NOT 
state licensed areas. By signing the Parent Agreement at the end of the handbook, you are 
acknowledging that we use spaces not licensed and give your permission for your child to be 
part of the nature walks, and activities that happen in these spaces.  

Our playground encourages children to work with real objects. We have tires, wood 
spools and pallets, as well as bricks and tools. The children are asked to wear gloves when 
working with some of these materials. With these materials, the children are able to be creative 
and explore their abilities. Additionally, we do have structures that the children may climb and 
jump from. We have developed the following information/guidelines for parents and teachers to 
explain how we will encourage risky play opportunities for each child.  
 
At MCC, we recognize that taking risks forms a vital part of building children’s learning and 
development. We recognize that children both need and want to take risks in order to explore 
limits, venture into new experiences, and develop their capacities. Our risky play policy applies 
to all staff, children, and parents within the program. The aim of this policy is to make sure 
children are given access to risky play to extend their learning and development while being 
supported by a capable and confident adult.  



 
Objectives are: 
● For children to explore and extend their development through taking risks in a controlled 
environment.  
● For staff to supervise children to ensure they are able to access risky play while staying safe.  
● For children to become confident in taking risks and developing their skills and independence.  
 
Guidelines for Implementation:  
● It is the role and responsibility of all members of staff to ensure they are aware of any risks on 
the playground and that they position themselves with the children so that they are able to help, 
support and encourage as and when needed.  
● Every three months, we will carry out an accident analysis to acknowledge where any 
accidents may have occurred and if there are any areas where a risk assessment or another 
action needs to be taken. This will be shared with the Executive Board and recorded in the 
official meeting minutes.  
● Staff are always alert and aware of the children’s needs and will support them as much as 
they can.  
● Each teacher is trained in First Aid to ensure, if a child is injured, that they will be cared for 
properly.  
● Types of risky play that the children may be involved in includes building and using balancing 
beams, or using natural materials such as wood, bricks and tree stumps.  
 
4. OPERATIONAL DETAILS 
 
Middlefield Children’s Center hours of operation are 8:30am - 5:00pm divided into the following 
programs:  
A.M. Program 8:30am -12:00pm  
Extended Day Program 8:30am - 3:30pm  
After School (preschool and elementary age, up to 2nd grade) 3:30pm-5:00pm 
Before care (7:30-8:30) is offered if there is sufficient interest to justify staffing  
 
Summer Program availability and hours will be discussed at the beginning of the calendar year 
to make an informed decision regarding offerings. Information on the summer programs will 
available before April.  
 
MCC’s school year runs in accordance with Regional School District 13’s calendar and shares 
the same vacation weeks/days as Regional School District 13.  
 
INCLEMENT WEATHER CLOSING/EARLY DISMISSAL  
Just as Middlefield Children's Center operates off Regional School District 13’s calendar, MCC 
also operates off the same inclement weather/school closing/early dismissal decisions as 
Regional School District 13 (RSD 13). 
*If RSD 13 is closed due to inclement weather or has a remote learning day, MCC is closed.  
*If RSD 13 has a delayed opening, MCC will open at 10:00am.  
*If RSD 13 has an early dismissal due to inclement weather, MCC will close at 2:00pm.  
*If RSD 13 cancels after school activities only due to inclement weather, MCC will close at 3:30 
pm, unless the director decides that conditions are too dangerous and contacts parents for a 
2pm closing.  
 
5. DAILY SCHEDULE  



Our daily schedule varies depending on enrollment and length of day. The following is a sample 
of our morning and extended day programs:  
 
8:30 Arrival  
8:30-9:45 Playground  
9:45-10:20 Handwashing/Bathroom/Snack  
10:20-10:40 Circle Time (books/stories, discussion, sharing, music and movement)  
10:40-11:40 Free Play and Centers: art, science, blocks, math and dramatic play  
11:40-11:45 Clean-up  
11:45-12:00 Circle time: story, music  
11:50-12:00 Dismissal for morning students 
12:00-12:30 Lunch time  
12:30-12:40 Bathroom/Handwashing  
12:40-2:20 Rest (all children on cots for rest time. Children that do not fall asleep are able to do 
quiet activities after 20-30 minutes.)  
2:20-2:45 Bathroom/Hand washing/Snack  
2:45-3:30 Outdoor Play 
 
6. CO-OP PROGRAM 
What is a co-op? A parent cooperative preschool is administered and maintained by the parents 
on a non-profit, non-sectarian basis. Each family helps with maintenance and fundraising, which 
allows them to share in the business operation of the school, thus making it truly a cooperative 
venture.  
 
MANDATORY MEMBER MEETINGS  
There are two mandatory meeting a year, in spring and late August or so for all enrolled 
families. If you are unable to attend and do not send a representative, you will be charged a $50 
fine. The director can assist in connecting new families to a representative if needed. 
 
CO-OP PROGRAM RESPONSIBILITIES  

• Complete one task per month from that helps in the wellbeing of the school and the 
general upkeep of the classrooms, school, and outdoor spaces. Tasks vary between 
maintenance, fundraising, school community, and temporary committee assignments. 
Serving on the board fulfills co-op responsibilities.  

• Participate in the school’s fundraising efforts. All families are expected to sign up for at 
least one shift at the Durham Fair fundraiser; if they are unavailable on that date due to 
extenuating circumstances, the Board Fundraiser will assign an alternative fundraising 
task. Durham Fair fundraising is in addition to monthly co-op tasks for September, as it is 
the most substantial fundraiser of the year. 

 
FINES FOR INCOMPLETE MONTHLY TASK  
Completion of a monthly maintenance co-op task is vital to MCC. Non-completion will result in a 
$75 fee. Following two months of non-completion, the family will be notified of non-compliance 
and their case brought before the Board. 
 
7. BOARD OF DIRECTORS 
 
The Middlefield Children’s Center Board is directors is responsible for decision-making and hold 
various responsibilities. The board meets monthly to discuss all matters relevant to the 
operations and wellbeing of the school. Each member is responsible for attending monthly 



meetings and completing tasks as assigned, in lieu of a monthly coop task. Full details 
regarding the board are available in the school by-laws, at the end of the document. 
 
8. ENROLLMENT GUIDELINES  
Our program is licensed for children ages 2.9 - 12 years of age. Based on staffing and building 
availability, our current enrollment is for 2.9 – 5 years of age for preschool, and up to second 
grade for the afterschool program. Although primarily inspired by the Reggio Emilia philosophy 
of preschool education, we currently follow Montessori practices for mixed-age learning spaces 
for 3-5-year-olds.  
 
Children three years old by December 31st of the current year in order to begin the preschool 
program in the fall. They can enroll as the school year progress once they reach the age of 2.9, 
based on availability. 
 
Children need to be fully toilet trained to enroll. As we are not licensed for infants and toddlers, 
we do not have changing stations available for changing diapers and pull-ups. “Fully toilet 
trained” is defined as:  
● Does not wear any kind of diaper or pull-up, except at rest;  
● uses/asks to use the toilet independently when needed;  
● Is able to manage sitting on the toilet by themselves;  
● Is able to manipulate their clothing and underwear effectively so as not to become wet or 
soiled;  
● Is able to wipe themselves, flush the toilet, and wash their hands;  
● Has minimal toileting accidents. 
 
MCC also runs an afterschool program. A child must be in enrolled in MCC’s preschool or be in 
grades K-2 to be accepted in the afterschool program. Additional information on afterschool 
programming is below. 
 
Parents must register by completing all necessary forms and paying a registration fee and one 
month of tuition as a deposit for June of the following year. A separate rate sheet is issued each 
year with current pricing. The priority deadline is April 1st.  
 
In the event that all school slots in the Monday/Wednesday/Friday program, Tuesday/Thursday 
program, or 5-day program are filled, a waiting list will be kept in order of application. Openings 
will be filled from this list on a first-come first-serve basis. Enrollment applications will be 
numbered, indicating the order in which they are received.  
 
9. REGISTRATION, TUITION, FINES, AND OTHER TERMS OF ENROLLMENT  
 
REGISTRATION 
A non-refundable registration fee is due at the time of application: $150 for new MCC families a 
child new to MCC and $50 for a child returning to MCC. Families enrolling multiple children in a 
single year will pay only one fee, $150 if one child is new or $50 if all are returning.  
 
To reserve your child’s space at Middlefield Children’s Center, a non-refundable deposit in the 
amount of 1 month’s tuition will be due by April 1. This deposit will cover the tuition for June of 
the following year. If you register AFTER April 1, a deposit in the amount of 1 month’s tuition is 
due upon registration. Monthly Tuition Your monthly tuition is payable in advance and due by 
the 1st of each month.  
 



TUITION 
Tuition increases annually to reflect cost of living increases and to ensure our teachers receive 
annual raises. A rate sheet is issued each year. 
 
PER DIEM CHARGE 
If for any reason you need your child to come for an additional day/program, there is a flat rate 
charge. Requests should be submitted two weeks in advance to both the child’s teacher and the 
director; requests on less than two weeks’ notice will be considered only in exceptional 
circumstances.  
 
Daily charges are as follows: 
Morning Session (8:30-12:00) $55  
Afternoon Session (12:00-3:30) $55  
Afterschool (3:30-5) $40  
**There is no reduction of fees or substituting your child’s day when your child is absent, 
whether it is due to a vacation, illness, or snow days.  
 
LATE PAYMENT FINES:  
Tuition is due on the 1 st of the month. There will be a $50 late fee per child for any payment not 
received by the 10th day of the month. If payment is 30 days, late a meeting with one member 
of the Board of Directors will be established to determine a payment plan. If payment is 60 days 
late, or if any family misses two consecutive months of tuition payments and has not paid in full 
by the first day of the third month, that family’s case will go before the Board of Directors. The 
President will alert the family of the 9 days they have to pay the balance via bank check, 
certified check, or cash, or they risk being expelled. If payment is still not received on the 10th of 
the third month, the family will be notified that care can no longer be provided for the child(ren) 
until the balance is current and their seat is not guaranteed to be held. To reinstate a child, the 
total outstanding balance (including late fees) must be paid via bank check, certified check, or 
cash in full with a $100.00 reinstatement fee. No tuition payment debts may be carried over the 
summer, and all tuition payment checks must clear before June 15th of the given year.  
 
FINES FOR LATE PICKUP OF CHILD - 12:00 or 3:30 DISMISSAL  
If a parent/guardian picks up their child after the designated pick-up time, the family will incur a 
$25 fee. If the parent/guardian is more than 20 minutes late, the family will be charged a $50 
fee. If parents are late more than twice a month an additional fee, determined by the Executive 
Board of Directors, will be billed.  
 
FINES FOR LATE PICKUP OF CHILD - CLOSING TIME  
If a parent/guardian fails to arrive by closing time, the child will remain with two staff members 
until he or she is picked up. A $50 charge will be billed every 20 minutes to cover staff expenses 
for staying with the child. Frequent tardiness may result in the family being asked to leave the 
after-school program.  
 
In case of an emergency, the parent should call the school. If the school is unable to contact the 
parents or any of the emergency contacts within a half hour of school closing, the authorities will 
be called.  
 
FINES FOR BOUNCED CHECKS 
A fine of $25 will be assessed for bounced checks. If this occurs more than once, MCC has the 
right to refuse checks for future payments.  
 



**MCC will always have two staff members on site, at least 18 years of age, until all children 
have been picked up.  
 
REFUNDABLE FEES  
A family who withdraws from the program before August 1st will be refunded any monies paid 
towards annual tuition. A family who withdraws from the program MUST give a thirty (30) days 
written notice to the Director and all current financial obligations must be met. No one will be 
refunded the June 2027 payment as that is your deposit for MCC (as stated in the handbook), 
except those who withdraw before September 1, 2026.  
 
SCHEDULING CHANGES  
MCC requires a one-month written notice for any schedule change or request. If you are 
reducing your schedule and do not give a 30-day written notice, you are responsible to pay the 
original amount for the month. The new amount will take effect the following month.  
 
If you extend your schedule, we will require the difference of the monthly tuition to be added to 
the deposit for June.  
 
PROBATIONARY PERIOD  
There will be a one-month (calendar month) probationary period for all children. If staff and 
parents agree that the placement at MCC is not appropriate for a particular child, the deposit will 
be refunded and all tuition for the balance of the year will be waived.  
 
10. GENERAL SCHOOL RULES AND PROCEDURES 
 
STAFF PRESENCE  
The MCC Board of Directors can vote to authorize the hiring of additional staff, if needed, based 
on enrollment numbers to meet Department of Public Health State Licensing Regulations. 
Current ratios are 10:1.  
 
TEACHER SUBSTITUTES  
When a teacher calls in sick, we will find a replacement from the list of teachers/substitutes who 
signed up to fill in as needed.  
 
PARKING  
Parents will enter the parking lot through the driveway located closest to the church and exit 
only through the driveway located closest to school to ensure safe walkways for all. Vehicles 
should park in a marked space to allow clearance for emergency vehicles if necessary.  
 
ENTRY & EXIT 
Parents are asked to enter the building through the front door and exit through the back door at 
pick-up and drop-off times. The front door should only be used to exit in case of emergencies or 
when signage indicates that snow/ice make the back stairs treacherous. 
 
SMOKING 
No smoking is allowed on school grounds or within the building.  
 
WEAPONS 
No weapons or firearms are allowed on school property. Additionally, no toys that look like real 
weapons are allowed.  
 



ABSENCE 
If you are keeping your child at home, please inform their teacher via ClassDojo. 
 
CLOTHING 
Children should dress comfortably, simply, and suitably for the weather. Children will go outside 
daily where they will not only be building, but they have access to our mud kitchen and sand 
box. Please send your child in weather-appropriate clothing for outdoor play – we do go out in 
the winter – boots, hats, snow pants, and mittens.  
 
Our activities can get very messy! Parents are advised to avoid sending children to school in 
clothes they do not want spoiled. Although we do our best to protect the children with smocks, 
etc., clothes can still get dirty. Children should also bring a complete change of clothing, well 
labeled, according to the season, to school in the event that accidents, spills, wet playground 
and water table play may make changing clothes necessary.  
 
SHOES 
We encourage families to send their children wearing appropriate shoes. With children jumping 
from structures, climbing up and down slides, and manipulating wood and brick objects for 
building, protecting the children’s feet is very important. Sneakers and socks are safest! It is the 
right of any teacher to limit a child’s activities if they are not wearing shoes appropriate for an 
area on the playground. We do not recommend flip flops, sandals without Velcro or buckles, or 
Crocs for any outside play.  
 
Within the classroom, children do not wear shoes. Parents/caregivers must provide either inside 
indoor shoes or slippers for each child, which will stay at school. These should have rubber 
soles in case of fire drill. 
 
REST  
For children that stay beyond lunch, we offer a rest/napping period. Children that need to sleep 
have the chance to sleep in a quiet room. Children who have outgrown napping will be asked to 
rest on a cot for 30-40 minutes. Rest happens after lunch so it is the perfect time for children to 
unwind and let their body relax. After the 30-40 minutes time period they will be encouraged to 
use quiet activities such as puzzles, play dough, and art supplies.  
 
Each child has a cot to rest on. Children may bring one small blanket and one small stuffed 
animal or doll to rest with. Any items brought from home for rest time MUST be able to fit inside 
their cubbies or the bag/container that is provided for their belongings. These materials should 
be labeled with the child’s name. These items will be in their cubby each day and children will 
be encouraged to get their own belongings as well as put them away. This helps to build self-
help skills and independence. Blankets go home at the end of each week to be washed. 
 
SNACKS AND LUNCH 
For children that are here for a half day, parents will pack a snack. For children enrolled in the 
extended day program, parents will need to pack a morning snack, lunch, and an afternoon 
snack. We encourage parents to pack nourishing snacks as the children active each day and 
need the fuel that healthy foods contain. Please do not send any form of candy or juice. Please 
pack 1-3 items for each snack and 2-4 items for lunch. Lunch packs should contain an ice pack 
for perishable foods. Thermoses may be sent with hot items. Staff cannot cool or heat items so 
please pack accordingly. 
 
FOOD ALLERGIES  



Each year we assess enforcing a nut-free policy; this is dependent on the children enrolled in 
the program. If MCC determines that it is nut free for the entire school year, then all foods must 
be peanut/nut free. We also support other food allergies. Since we share bathrooms and the 
playground, we often school-wide limitations when recommended by a physician to ensure each 
child is safe and protected from foods that could be harmful.  
 
BIRTHDAYS  
At MCC, we recognize each child’s special birthday, however, we do not have large parties for 
the children. We recommend sending in a child’s favorite book for story time. Foods sent to 
school to share with other children must be store-bought and sealed, and clearly label all 
ingredients. If you choose to send in a birthday food, we prefer something nutritious, like your 
child’s favorite snack. Please contact the teachers about bringing in a snack before the actual 
birthday to take into account possible food allergies among the students.  
 
TOYS FROM HOME  
Please leave all personal belongings at home. If your child’s teacher does a show-and-tell with 
the children, we ask that only items that can fit into their backpacks be brought in. No toys that 
represent weapons are permitted. 
 
DISCRETION WITH OUT-OF-SCHOOL ACTIVITIES  
Please use discretion in arranging playdates, birthday parties or other non-school related 
activities. In order to avoid hurt feelings, we ask that you do not use the school cubbies for 
invitations unless the entire class is invited. A class list is provided to contact families at home.  
 
PHOTOGRAPHS 
MCC does not publicly post photographs that include students’ faces or identify them by name. 
A photo release allows you to specify whether or not your child’s photograph can be used for in-
school communication. 
 
11. COMMUNICATION  
Parents and teachers need to communicate! Parents are encouraged to ask about the events 
that happen each day. The staff is available before and after class on a daily basis to discuss in 
private any questions or concerns you may have regarding your child and/or the program.  
 
Please feel free to talk to your child’s teacher at school or email to request a meeting. MCC will 
provide a private area for these conversations to take place. MCC uses the ClassDojo app for 
checking children in and out each day and teachers communicate daily through the app. Notes, 
photos and videos can be sent directly to families. This app is also used for sending out alerts 
about weather related closings.  
 
CONFERENCES  
Conferences are held in November and May with an optional January conference. A written 
progress report will accompany the May conference. In addition to these times, you may request 
a conference as necessary.  
 
REFERRALS If parents or teachers have concerns about the development of a child, the staff of 
Middlefield Children’s Center will work with parents to make a referral to District 13 or help a 
parent make a referral to the appropriate district for formal evaluation. If necessary, MCC will 
meet with parents to review evaluation results and discuss a plan of action to meet the child’s 
developmental needs. The staff will work with any additional professionals required for the 



child’s success. It is our goal to work cooperatively with the parents, other professionals, and 
the child to address all concerns.  
 
12. DROP-OFF AND PICK-UP  
Parents and caregivers are required to bring their child directly to either their classroom or the 
playground. Children will always be accompanied by their grown up when being dropped off and 
picked up each day. This means that children are not permitted to walk into the building, up the 
stairs and into the building without their grown up. At pick-up, children are required to remain 
with their grown-up and not allowed to run out of the building or playground unsupervised or 
through the parking lot alone.  
 
Drop-off and pick-up times are important times for parents/caregivers to connect with teachers, 
share any information that could impact the child’s day or to share what their day has been like 
to reflect the child’s mood. 
 
ARRIVING ON TIME  
Being on time for preschool drop-off is important because it establishes a consistent, predictable 
routine that reduces a child's anxiety and fosters independence. It allows the child to settle in 
and participate fully in valuable learning and social activities from the start of the day, helps 
them adapt a faster to the school environment, and shows respect for teachers and classmates 
by preventing classroom disruptions. A consistent, brief drop-off also helps build trust and a 
sense of security for the child, setting a positive tone for their entire day. Generally children 
need to arrive no later than 9am. We fully understand that there will be morning appointments. 
Please notify your child’s teacher so they can plan accordingly.  
 
Keeping in mind that MCC is not a daycare but a preschool, children should arrive during the 
morning hours as these are key hours in reference to your child’s growth and development. 
Setting morning routines is one of the important aspects that prepares your children to transition 
to kindergarten smoothly.  
Benefits for the Child:  

• Reduces Anxiety: A predictable drop-off routine provides clarity and stability, helping 
children feel more secure about the separation and less anxious about the unknown.  

• Builds Confidence and Independence: Quick, confident goodbyes from parents reinforce 
that the child is safe and that the parent will return, helping them adjust and build trust 
and emotional resilience.  

• Promotes Socialization and Learning: On-time arrivals mean children don't miss out on 
initial social interactions, morning greetings, or the beginning of planned lessons and 
activities, allowing them to fully engage with peers and learning opportunities.  

• Fosters a Sense of Security: Routine and consistency are comforting for young children, 
making the transition to preschool smoother and more enjoyable.  

• Benefits for the Classroom and Educators:  
• Maintains a Smooth Morning Routine: A brief, timely drop-off prevents disruptions to the 

classroom's planned activities and allows caregivers to focus on helping all children 
transition into their day.  

• Allows for Preparation: Teachers need time before and after school for planning and 
documentation. Consistent, timely arrivals ensure teachers can devote their attention to 
the children during the school day rather than dealing with late arrivals and disruptions.  

• Supports a Positive Group Dynamic: Smooth drop-offs help caregivers manage the 
classroom more effectively, creating a positive, organized start for everyone.  

 



Tips for Drop-Off:  
• Establish a Consistent Routine: Have a simple, predictable drop-off process, such as a 

hug, a cheerful goodbye, and a quick exit.  
• Be Confident and Brief: Your confidence helps your child feel more secure. A lingering 

goodbye can increase confusion and anxiety for both of you.  
• Partner with the Teacher: Work with your child's teacher to understand their drop-off 

routine and what works best for your child's needs.  
 
SIGN-IN POLICY  
Teachers will sign children in and out on attendance sheets. 
 
CHANGES IN DISMISSAL PLANS  
If someone other than the parent/guardian or previously approved pick-up person is to pick up a 
child, the parent must call, email, or write a note authorizing the change in dismissal. MCC will  
ask for photo identification.  
 
13. ACCIDENTS AND INCIDENTS 
 
ACCIDENT REPORTS  
If your child is injured during the course of the school day, a note will be sent through the 
ClassDojo app to notify parents. Additionally, a written report will be given to you with all the 
details of the incident and any action taken. Parents are required to sign the copy when they 
pick up. In case of a medical emergency, a qualified staff member will administer first aid as 
needed. Attempts will be made to contact the child’s parents first as well as their doctor/dentist. 
If not available, the program’s health consultant will be contacted. For extreme emergencies, 
911 will be called. An ambulance will take the child to Middlesex Hospital, unless otherwise 
noted by the parent to transport to another hospital. A staff member will accompany the child as 
long as the state mandated ratio is fulfilled at the school. Another staff member will notify 
parents.  
 
INCIDENT REPORTS  
If there is a situation that involves your child injuring another child, we will complete an incident 
report. These reports are used to track accidents, injuries to children, and behaviors. With this 
information the program is able to assist children that are struggling to control impulses or 
behaviors and guide 18 them to productive and acceptable choices and outcomes. This 
information is not shared beyond the staff working with the child, unless it is a serious enough 
situation and then we are required to share with the Office of Early Childhood. Parents receive a 
copy of this document.  
 
14. HEALTH GUIDELINES AND MEDICATIONS  
Every child must have a completed medical health form signed by a physician, including all 
immunization records. All children enrolled at MCC will be required to meet state immunizations 
guidelines. All health forms must be completed by a physician and returned to school before the 
first day of school. A child will not be allowed to enter school until the health forms are 
completed and returned. There is a 30-day allowance for updating physicals during the school 
year.  
 
The CT Department of Public Health has mandated that every child up to 60 months old in a 
childcare center MUST receive the flu vaccine between September 1st and December 31st. If 
your child has a well check in August, and you receive the flu vaccine at that time, it will be 



accepted. Written verification must be submitted from your physician’s office that the vaccine 
was administered.  
 
Please notify the school about any health conditions, including the following:  

• Allergies (to what, reactions, required medications, doctor-recommended precautions)  
• Significant injuries or accidents  
• Surgeries 
• Special dietary considerations  
• Prescriptions for glasses or contact lenses  
• Hearing problems 
• Special healthcare needs  

 
If your child has any behavioral, developmental, learning, or mental health concerns, please 
inform the school and indicate if there are any medications or special healthcare needs for the 
child.  
 
Young children brought together in groups have increased potential for exposure to infectious 
disease. Please think of the health of the other children, staff, and parents. Keep your child 
home from school if they do not feel well enough to be able to pay attention and actively 
participate in the school day. The following is a list of specific illnesses and our policies for when 
they can return to school:  
● Fever: Any child with a temperature of 100.4 degrees or more should remain home until the 
temperature is normal for 24 hours without medication. If your child feels ill in the morning 
before school and has a low-grade temperature, keep the child at home and see if other 
symptoms develop.  
● Respiratory Illness (including COVID-19, Flu, RSV): Children should remain home until fever-
free for at least 24 hours without fever-reducing medication AND symptoms have improved for 
at least 24 hours. After returning, additional precautions such as enhanced hand hygiene are 
encouraged for 5 days.  
● Pneumonia: Any child that has had a cough for more than 7 days will need to be evaluated by 
a provider and must have a note stating they can return to school. Additionally, they need to be 
fever-free for a full 24 hours without medication.  
● Vomiting/Diarrhea: When vomiting or diarrhea occurs overnight or in the morning before 
school, the child should stay home. Children should remain at home for 24 hours after the last 
episode of fever, vomiting, or diarrhea.  
● Conjunctivitis (Pink Eye): Pink eye (conjunctivitis) is a contagious condition. Please seek 
treatment from your child’s doctor prior to them returning to school. Students with pink eye 
should remain home until they have completed 24 hours of treatment.  
● Strep Throat: A child diagnosed with strep may return to school without fever after a minimum 
of 24 hours of antibiotics.  
● Ear Infections: Children may return to school after treatment is initiated and they are pain free.  
● Chickenpox: Children with chickenpox may return to school 5-7 days after the onset of the 
rash if ALL lesions are dry and scabbed over. If any open sores remain, the child must remain at 
home.  
● Measles: MCC will follow state guidelines with a quarantine of 7-21 days.  
● Coxsackievirus/Hand, Foot, and Mouth Disease (HFMD): A child with HFMD must be fever-
free for 24 hours without medication and free from pain before returning to school; parents 
should anticipate many days of absence. Additional hygiene protocols will be required for 7 days 
beyond the return to school. 
● Impetigo: Child may return to school after 24 hours of antibiotics.  



● Rashes: A child with unexplained rash that is spreading, is causing discomfort, persists for 
more than 2 days, or appears to be a blister or filled with liquid under the skin needs to be seen 
by a physician. A note from the physician stating that the child is not contagious is required for 
the child to return to school.  
● Scabies/ringworm: Child may return to school after treatment is administered by a physician 
along with a note stating the child is cleared to return.  
● Head Lice: A child found to have live head lice is sent home from school to be treated. The 
student is to be excluded from school until this initial treatment is done. The student may return 
to school with nits, but not with live lice.  
● Other communicable diseases: Please notify staff immediately if a child has been diagnosed 
with a communicable disease. A note from the physician stating that the child is no longer 
contagious is required prior to the child returning to school.  
● Open wounds or sores should be cleaned and properly covered before coming to school.  
 
For any contagious illness or unexplained rash, a doctor’s note will be required for your child to 
return to school. Please ask your child’s doctor for a note stating they have been seen, treated, 
and safe to return to school.  
 
SENDING YOUR CHILD HOME 
If your child becomes ill while in our care, they may be moved to the office to minimize the 
chances of spreading illness. A parent will be notified of their child’s illness and will be required 
to make arrangements for the child to be picked up within one hour of notification by an 
authorized person. If we cannot reach you the staff will call those listed on your emergency 
form. If you are unreachable, or cannot come within one hour, you will be charged $15.00 for 
every fifteen minutes until you are reachable and/or arrive for your sick child. A sick child 
impacts all children and teachers that are exposed, as well as impacting our child/teacher ratio. 
If your child does not seem to be themselves, complains of being tired, falls asleep in the middle 
of an activity or in the morning hours before rest, complains of a stomachache, earache, or 
seems to be not feeling well, or if they are not able to be an active member of the group, the 
parent will be called and asked to pick up the child early. We understand this can cause a 
conflict in your planned schedule, but to prevent illnesses from spreading, your child will need to 
go home until their symptoms have improved. Please remember, MCC is a preschool, not a 
daycare, and we are not able to care for sick children.  
 
MEDICATIONS  
MCC will administer only emergency medication to children. With any medication an order from 
a doctor is required. This document must be completed by your child’s doctor. This form 
includes: the name of the medication, an outline of the administration times and dosage 
requirements.  
 
For children with severe allergies that require an Epi-Pen (any brand), the Epi-Pen must be in 
the original packaging. We will not accept an opened box with only one Epi-Pen from a box of 
two.  
 
For children with asthma, we strongly encourage parents to provide an inhaler and an asthma 
action plan. Many students will need an inhaler with illness or exercise and it is beneficial to 
have one readily available at school if needed.  
 
To administer prescription medication, parents must provide a written order from a physician. 
Please note: ALL medications must be in their original containers with the child's name, 
physician’s name, directions for use and date clearly visible. NEVER put medication in your 



child’s backpack or cubby; must be given directly to the teacher. All medications are labeled and 
stored in a cabinet out of reach of all children.  
 
Hand/body lotion and lip balm are all considered topical medication and need to have medical 
forms completed by parents. These items will be stored out of reach of all children.  
 
15. EMERGENCY PREPAREDNESS PLANS  
 
MEDICAL EMERGENCIES 
In case of a medical emergency, a qualified staff member will attend to first aid as needed. 
Another staff member will notify the family of the child. Attempts will be made to consult with the 
child’s physician/dentist. If neither is available, the program’s medical consultants will be 
contacted. For extreme emergencies, 911 will be called. An ambulance will take the child and a 
staff member to the nearest hospital. The child’s emergency permission form will be brought 
with them. Another staff member will notify the family or alternate pickup person to meet the 
child at the emergency room. Additional staff will be called in if necessary to maintain required 
ratios. In the event a child becomes ill while at the Center, parents will be notified and the child 
will be moved to the Director’s office, with a cot available. A staff person will remain with the 
child at all times.  
 
WEATHER  
In case of a tornado, a weather emergency will be declared. Following shelter-in-place 
procedures, the staff will bring all the children to the lower level hallway. Staff will have the 
battery operated radio from the office, cell phones, walkie talkies and classroom backpack kit. 
Parents will be notified of this emergency procedure via ClassDojo app and notified again when 
it is safe to travel.  
 
FIRE/BUILDING SAFETY ISSUE  
MCC will conduct monthly fire drills in accordance with the Connecticut licensing safety 
regulations. In the event of a fire, smoke, or building issue which requires all children and staff 
to evacuate the building for a prolonged period of time, an evacuation procedure will be 
followed. In case of an evacuation from the school, staff will lead children out of the building, 
taking the classroom backpacks and roster for the day. We will walk to the safest building: (1) 
Middlefield Federated Church, (2) the Middlefield Community Center, or (3) the Middlefield Fire 
House. Attendance will be taken prior to departure and upon arrival. Appropriate authorities 
(police, fire, repair person) will be notified. Parents will be notified via ClassDojo app, emailed, 
and/or called. Two staff members will remain with the children until all have been picked up.  
 
DISASTER  
In the event of a disaster, the school will be equipped with a radio in order to hear instructions 
from the Civil Defense Agency. Shelter-in-place protocols will be followed. Parents are asked 
not to call or come to the school but instead remain in a safe place and listen to the radio for 
instructions. School staff will follow instructions on the radio. Emergency care will be given by a 
certified teacher if necessary. Notification and reunification procedures will be communicated via 
ClassDojo.  
 
SCHOOL SAFETY  
Building safety will be enforced with locked doors at both the lower main levels as well as the 
interior hallways doors at all times. Parents will enter through the front of the building and exit 
through the back doors to ensure our staircases are not crowded. Only MCC staff will allow 
entrance into the building.  



 
CRISIS MANAGEMENT  
The below scenarios have detailed action plans within the Staff Handbook. These scenarios will 
be discussed with all staff, and action plans simulated. Emergency management drills will be 
conducted with staff and students at an age-appropriate level. Families will be notified via 
ClassDojo when drills are completed. Scenarios include:  
● Active Shooter/Intruder - Lockdown Procedures OR Evacuation (if outside)  
● Suspicious Package Found Inside or Outside of the School - Evacuation (if explosive) OR 
Lockdown  
● Weapon brought into the building - Shelter in place until secure  
 
FAMILY REUNIFICATION PLAN  
Communication through the ClassDojo app is the quickest way to send important messages. In 
the event of a crisis, a notice of crisis and reunification instructions will be sent via ClassDojo.  
 
15. CHILD ABUSE AND NEGLECT PROCEDURES  
You have entrusted your child's care to the professional staff at Middlefield Children’s Center. 
We are committed to your child’s academic growth as well as their safety and well-being. Our 
staff is trained annually by DCF on abuse and neglect, prevention and detection of child abuse 
or neglect, and the reporting requirements as mandated reporters. Occasionally, there are 
factors in a child’s appearance and behavior that lead to suspicions of child abuse or neglect. 
Connecticut law requires that all childcare professionals, including all staff of this program, 
report suspected abuse or neglect to the authorities so that children may be protected from 
harm and the family may be helped. For the safety of your children we are required to report a 
child left unattended whether the child is indoors, outdoors, or left in a car. 
 
16. BEHAVIOR EXPECTATIONS  
 
MCC’s goal is to provide children the opportunity and motivation to make choices, function 
independently, learn and practice social skills, respect the needs of others, adapt to routines, 
and become a responsible member of a group. We focus on positive, observable behaviors, and 
encourage children to use words to express their feelings. For a child that is not able to maintain 
control of their emotions and/or actions, the child may be removed from the group by a staff 
member for private discussion and problem-solving; the child is then encouraged to return to the 
group as soon as appropriate.  
 
ZERO TOLERANCE BULLYING AND THREATENING BEHAVIOR  
 
There is no place for bullying and threatening behavior at MCC. This applies to everyone – 
teachers, children, and family members. Physically or verbally intimidating, threatening or 
abusive behaviors may be cause for immediate disenrollment from the center. Depending on 
the degree and nature of disruptive behavior, the Director may opt to employ one of the 
following strategies to prevent possible disenrollment:  

• Re-assess classroom environment, activities, schedule, and supervision. 
• Document and share disruptive behaviors with family. • Schedule in-person conference 

to discuss behaviors with family. 
• Provide or recommend resources to family (literature, professional consultation, 

assessment by social work consultant). 
• Suspend enrollment for a period agreeable to both the center and family.  



If a family fails to support the efforts of the center to remediate their child’s disruptive behavior, 
the center may opt to proceed with disenrollment. This decision will be made by the director of 
the center after discussing with the Board.  
 
17. REDIRECTION AND DISCIPLINE  
Within the classrooms at Middlefield Children’s Center, children will be encouraged to freely 
explore the classroom environments and material within certain limits. These limits, which will 
be clearly explained to the children, are set to ensure the child’s safety and protect the rights of 
others. When a child is acting in such a way as to violate these limits, the teacher will intervene 
with corrective action. The following guidelines will be implemented as appropriate to each 
individual situation:  
1. Response to unacceptable behavior should be immediate. First priority is given to protecting 
the safety of the child and others.  
2. The child will be clearly told what acceptable behavior is and offered options to his or her 
unacceptable behavior.  
3. The consequences for misbehavior should be immediate and of short duration.  
4. It is preferred that the consequences be restrictions of space and restrictions of use, such as 
which toys they may or may not play with. If this approach does not work, the child will be given 
the chance to “pause” with a teacher and discuss why the behavior is unacceptable and 
together, the child and teacher will work to create a plan to prevent these behaviors from 
happening again. At no point will the child be given a “time-out” or left alone. A teacher’s role as 
a leader and role model is most beneficial to children in helping them develop conflict resolution 
skills.  
5. The best method of discipline is prevention. Teachers can redirect children away from 
potential conflicts and model appropriate behavior. Under no circumstances is physical 
punishment of any kind allowed. Spanking, slapping, pinching, shaking and striking children are 
prohibited treatments or punishments imposed by operators or staff. It is important that a child’s 
feelings are respected. The child should be encouraged to express his or her negative feelings 
and should not be made to feel bad or guilty about them. Ridicule and threats can be more 
harmful to the child’s sense of self than physical punishment is to the body. There is always 
continuous supervision by staff during any disciplinary actions.   
 
18. ADMINISTRATIVE OVERSIGHT 
We strive to ensure that the day-to-day operations of our program are aligned with the current 
Connecticut Statutes and Regulations for Child Care Centers and Group Child Care Homes, the 
Program Policies, Plans and Procedures, Program Philosophy and best practice. Our program 
works hard to ensure that all children, families, and program staff have a positive experience 
daily. Most concerns can be resolved by:  
1. Discussing the issue with the classroom teacher.  
2. Discussing the issue with the program director or director’s designee.  
Name of Designated Interim Director: Karen Horton • Telephone # 860-349-0202 Email: 
middlefieldcc@gmail.com  
Name of Alternate Person in Charge: Kelly Matarese • Telephone # 860-349-0202 Email: 
misskellymcc@gmail.com 
 
At times if a concern or issue that is raised may need more attention, a meeting between the 
parties can be held at a mutually agreed upon time with the parties, which can include the 
parents/ guardians, classroom teacher/ program staff, the head teacher/ alternate person in 
charge, and the director. We appreciate other perspectives and are committed to continuous 
quality improvements that will make the experience within our program a positive and nurturing 



one for all. At any time during this meeting should there be an impasse and a resolution that 
cannot be reached, the matter will be brought to the attention of the board president.  
 
If the problem is not resolved, you may contact the Connecticut Office of Early Childhood 
Licensing Division. In case of an emergency, the program will notify the Licensing Division as 
soon as the emergency is under control.  
✓ By phone to the Complaint Desk at (800) 282-6063 or (860)500-4450 or  
✓ By filing online at www.ctoec.org/contact-us/file-a-complaint In case of abuse/neglect or life-
threatening situations the program will call 911 or the Department of Children and Families 
(DCF) at (800) 842-2288 and the OEC Division of Licensing.  
 
All inspection reports and corrective action plans are available for your review:  
✓ At your child care program  
✓ Online at www.211childcare.org, or  
✓ By FOI request from the OEC Licensing Division: https://oecct.govqa.us/WEBAPP/_rs/ 31 
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ARTICLE I. Purpose.  
 
A. The purpose of the corporation shall be to establish, maintain, and conduct a cooperative 
nursery school, not for profit, which will provide instruction and guidance in special, physical 
and emotional development for preschool children, and to further the education of active 
members in the principles of child guidance, care, welfare and development.  
 
B. A cooperative nursery school operates on the principle that all policy and  
operational matters are decided upon and carried out by the parents, through an elected Board of 
Directors.  
 
ARTICLE II. Nonprofit Status.  
 
A. IRC Section 501(c) (3) Purposes. This corporation is organized exclusively for one or more 
purposes as specified in Section 501(c)(3) of the Internal Revenue Code, including, for such 
purposes, the making of distributions to organizations that qualify as exempt organizations under 
section 501 (c)(3) of the Internal Revenue Code.  
 
B. Specific Objectives and Purposes. The specific objectives and  
purposes of the corporations shall be to create, organize, staff, operate, fund, govern and 
maintain the Middlefield Children's Center (MCC).  
 
ARTICLE III. Membership Powers and Responsibilities.  
A. The owner and ultimate authority of the Middlefield Children's School is the  
cooperative membership. Eligibility for board positions is open to parent/guardians who are 
members of the coop, as well as parents/guardians from the school year immediately preceding 
the term of service whose child has aged out for the program, for the sake of providing 
experience and continuity.  
 
B. The following positions are held by elected members of the cooperative membership with a 
term of office of 1 year, from mid-late June to mid-late June:  
 
1. President. The administrative head of the school is the President, who shall 

• Serve as the central source of communication of between the Board of Directors, the 
Director, teachers, treasurer, assistant treasurer and membership.  

• Preside at all meetings of the Middlefield Children's Center and set the agendas for the 
general membership meeting as well as executive session agenda.  

• Schedule the date and time of the board meetings for the year.  
• Possess one of the three legal signatures of the organization.  
• Assist the Director/Interim Director and Treasurer in preparing the annual budget. 
• Be familiar with by-laws and keep notes about any necessary updates to bylaws. 

Organize bylaw committee to make changes.  
• Act as church liaison.  
• Set up online banking and assign access to vice-president and treasurer.  
• Discuss teacher and staff salary increases yearly with the Director and the Treasurer.   



• Delegate responsibilities, particularly in organizing committees to be lead by board 
members.  
 

2. Vice President shall 
• Act in the absence of the President  
• Act as ex-officio member of select committees.  
• Possess one of the three legal signatures of the organization.  
• Notify parents who are delinquent in payments before their case is presented to the board.  
• In consultation with the Director and Fundraiser, create the list of monthly tasks for co-op 

members. 
• Oversee building Maintenance or appoint and chair a committee to do so. 
• Research possible changes to benefits for teaching staff, including: Savings/Retirement, 

Health, Dental, and life insurance.  
• With the Director and Fundraiser, research and oversee applications for appropriate 

grants to support our preschool program, or appoint a committee to do so. 
• Attend monthly membership/executive board meetings.  

 
3. Treasurer shall 

• Be responsible for all monies.  
• Oversee tracking of payments and income with the help of the bookkeeper.  
• Possess one the three legal signatures of the organization.  
• Prepare the annual budget with the President and Director or Interim Director.  
• Keep track of finances on QuickBooks with the help of the bookkeeper.  
• Prepare with the help of the bookkeeper a monthly budget overview and present to the 

Board at monthly meetings.  
• Notify President and Director of any monies/monthly tuition owed.  
• Send notices to families when they are one month delinquent.  
• Access the banking account for school deposits and expenditures. 
• Coordinate with the bookkeeper to assure the completion of all of the following tasks: 

o Process weekly payroll  
o Maintain employee records for payroll in Quickbooks 
o Maintain direct deposit accounts for staff  
o Process monthly payroll deposits  
o Process quarterly federal and state tax payments and filings  
o Process annual federal and state payments and filings 
o Create/report/disperse W2s annually  
o Maintain workers compensation plans, payment, etc.  
o Provide tax statements to families who have dependent care accounts (upon 

request)  
o Enroll students for Quickbooks invoicing/payments, and for budgeting purposes 
o Process billing for all enrolled students, includes invoicing and processing 

payments 
o Complete annual workers compensation report, which requested by insurance 

company 
o Complete and file annual tax return  



 
5. Secretary shall 

• Be responsible for recording, filing, and posting the records of all meetings.  
• Keep a record of meeting notes and ensure that said notes are available at all meetings.  
• Assist the Director/Interim Director in Open House, Registration, and promotion of 

enrollment, either individually or as chair of an enrollment committee.  
• Create membership minutes and executive session minutes.  
• Work with board members to edit minutes until approved by all members.  
• Email Co-op families with approved meeting minutes monthly.  
• Email Co-op families with meeting reminders and meeting agendas monthly.  
• Assist with various document creation.  

 
6. Fundraiser shall 

• Oversee all fundraising and development operations and determine all fundraising 
opportunities that will be used to raise funds for MCC.  

• Keep the Board of Directors informed of all fundraising activities and fund status at each 
monthly Board of Directors meetings.  

• Organize committees for all major fundraisers.  
• Act as head of select fundraising committees and delegate fundraising responsibilities 

required.  
• With the Director and Vice-President, research and assist in preparing applications for 

appropriate grants to support our preschool program, or serve on a committee to do so. 
 
6. Assistant Fundraiser shall 

• Assist the Fundraiser in all fundraising and development operations.  
• Keep the Board of Directors informed of fundraising activities that fall under their 

purview. 
• Act as head of select fundraising committees and delegate fundraising responsibilities 

required.  
 
The collective Board of Directors has the following authority:  

• Authorize the establishment by the President of any special committee and define its 
responsibilities.  

• Authorize the purchase of major equipment.  
• Act in matter of policy not delegated to the committees.  
• Select, appoint, re-appointment or decline to re-appoint any teacher, including Director, 

and negotiate, approve, and execute contracts of employment.  
• By a majority vote of the Board of Directors and with the consent of a majority of the 

members attending a duly-called membership meeting, duly sever the connection of any 
teacher or the Director with the school, in a manner consistent with the terms of the 
employment contract.  

• Discontinue a child's enrollment for the following reasons: a member's failure to meet 
financial or participation responsibilities as agreed; or, upon recommendation of the 
professional staff, for the child's inability to adjust to the school program.  



• Collectively discuss tuition increases yearly under the guidance of the Director and 
Bookkeeper.  

• Consider any change of tuition during the school year and recommend such need to a 
vote of the general membership; tuition can be changed during the year only by two-
thirds of the general membership voting agreement.  

• With a majority vote of all members, establish or change auxiliary programs.  
 
C. Co-op Membership 
A member is defined as either of the parents or guardians whose child is enrolled in the 
Middlefield Children's School and incurs the following responsibilities:  

• Conform to the State of CT Department of Health requirements regarding school 
participation. Failure to comply will result in temporary suspension.  

• Attend all required meetings, complete co-op tasks, and undertake duties involved in 
committee memberships where elected, appointed, or volunteered. 

• Pay fees when due.  
• Co-op Tasks: families are expected to share in the work of maintaining the school, both in 

terms of facilities or any other services the school may require, under the guidance of the 
Director, Fundraiser(s), and over various committees established at the outset of and 
throughout the year. 

•  Special Cases of Participation: In the event of a birth, a participating parent/guardian 
may be permitted up to two months parental leave with the understanding that the family 
make up tasks prior to and/or after the arrival of the child. The Board of Directors will 
consider special cases. Any special cases of participation or leave shall be handled on its 
own merits, including the waiving of requirements, at the discretion of the Board of 
Directors.  

• A majority vote of the members present at either of the two mandatory meetings is 
required on the following:   

o Election of the Board of Directors.  
o Approval of the budget.  
o Any issue that a member of the co-op wishes to see brought to a vote of the 

general membership.  
o Each family member shall have one vote per child enrolled in the preschool 

program on all questions presented for action at any general membership meeting 
(not before care, after care, or summer program).  

 
D. Additional Roles 
The board can choose to hire, contract, or otherwise secure services for roles that the board or 
co-op cannot successfully execute itself or that are too specialized or expansive to constitute 
service to the coop. This can include a bookkeeper, health consultant, and other roles. 
 
ARTICLE IV. Application and Admission.  
A. Eligibility. Membership in the school shall be open to the parents or guardians of a child or 
children who will be at least 3 years old by December 31st of the year of application, or when 
they turn 2.9 over the course of the year. Middlefield Children's Center admits students of any 
race, color, national or ethnic origin.  
 



B. Application Procedure. A non-refundable registration fee is required when submitting the 
completed application form. Upon notification of acceptance, an enrollment fee of one month's 
tuition is due. This payment shall be credited as tuition for the month of June. It is refundable 
only for the reasons stated in Article VI V of the by-laws.  
 
C. Selection. Qualified applicants are selected on a first-come, first-serve basis. Priority shall be 
given to an  
applicant who is:  

a. Currently enrolled.  
b. The sibling of a currently enrolled child.  
c. The sibling of a former student.  
d. General public.  

The above described selection priorities shall operate in the order in which they are listed. 
Priority shall be given only provided that application is made by a certain date, which shall be set 
annually by the Board of Directors, generally April 1. Enrollment for the general public 
(assuming slots are available) will be on a first-come, first-serve basis.  
 
D. Enrollment. Members shall enroll expecting to participate for a full year of the balance 
thereof. The Board of Directors can consider special enrollment conditions.  
 
E. Scholarship. The school may provide a child or children a scholarship subject to the approval 
of the Board of Directors. Information about the availability of scholarships without regard to 
race, nationality, or ethnic group shall be part of all communications with prospective applicants. 
The Director will handle inquiries and applications for scholarships for presentation before the 
board.  
 
ARTICLE V. Tuition and Fees.  
A. The Board of Directors (ARTICLE III.B.f) shall determine tuition and fees. 
B. A non-refundable registration fee shall accompany each application. The Board of Directors 
shall set the amount of this fee. Different amounts may be set for new and returning students. 
C. Enrollment Fee. Upon notification of acceptance, the applicant must pay an amount equal to 
one month's tuition or forfeit the opportunity of membership. This fee shall be credited against 
the last month of the school year, and is not refundable except as set forth in ARTICLE VI.C.  
D. Tuition may be paid in full at the beginning of the school year or paid by installments monthly 
in accordance with the procedures determined by the Director, Board, and Bookkeeper.  
E. New members entering during a month shall pay tuition on a pro-rated basis for that month.  
F. Members with two or more children enrolled in the school concurrently shall be required to 
pay full tuition for each child. Other mechanisms can be used to assist families with multiple 
children in the program. 
G. Late Payment: Members will be assessed a late fine on tuition payments received after the 
10th of the month.  

• If any member misses two (2) consecutive months of tuition and has not paid in full by 
the first day of the third month, that member's case will go before the Board of Directors. 
This Board shall be obligated to expel said member unless extenuating circumstances 
indicate an alternative financial arrangement.  



• Any member missing two (2) consecutive months of tuition payments will be notified by 
the Bookkeeper, Treasurer, and/or Director and reminded of this policy, so as to be given 
opportunity to pay the tuition and late fees prior to the presentation of their case before 
the Board. Any member whose case goes before the Board will be notified in advance of 
the Board meeting by the President and said member or a representative of said member 
may present their case to the Board. no 4.  

• No tuition payment debts may be carried over the summer, and all tuition payment checks 
must clear before June 15th of the given year.  

 
ARTICLE VI. Withdrawal from the Program.  
A. The Board of Directors may decide to discontinue a child's enrollment in accordance with 
Article III.B.6.  
B. A member may withdraw his or her child upon a month's notice given in writing to the 
Director. All financial and participation responsibilities must be met for the month following 
notice of intent to withdraw.  

1. Anyone re-entering after withdrawal must re-apply in accordance with ARTICLE IV 
sections B and C (including payment of registration and enrollment fees).  

2. A member make a change to their program enrollment may do so only after consulting 
with the teacher, Director, and the Board of Directors and with at least two week's notice. All 
financial and participation responsibilities must be met for those two weeks.  

C. Refund of the enrollment fee (June tuition) may be given only for the following 
reasons with a thirty (30) day written notice and all current financial obligations met:  

1. Serious or prolonged illness of the child or parent.  
2. The family's permanent removal from the area.  
3. Any special circumstances covered by the Board of Director's powers in ARTICLE 

III.B.6.  
4. No other fees are refundable.  
5. Probationary period – There will be a one (1) month probationary  
period for all children. If staff and parents agree that the placement at MCC is not appropriate for 
a particular child, the June tuition will be refunded and all tuition for the balance of the year will 
be waived.  
 
ARTICLE VII. Discrimination.  
A. Middlefield Children's Center does not practice discrimination based on race, color, creed or 
national origin in the admissions of pupils or the employment of faculty and/or administrative 
staff.  
 
ARTICLE VIII. Staff.  
A. Composition. The staff shall consist of one or more professionally trained  
teachers, to be designated as Director, Head Teacher, Teachers, Assistant Teachers, bookkeeper, 
health consultant, plus any additional personnel as appointed by the Board of Directors.  
B. Major duties of the Director/Interim Director:  

a. Overseeing the program's curriculum and staff's planning and  
activities to support the curriculum.  

b. Supervising the participating parents in carrying out the program.  



c. Attending meeting of the Board of Directors and the full membership as requested by 
the President.  

d. Holds a voting position on the Board of Directors to represent the teachers, but the 
Board of Directors can hold closed meetings not including the Director  

e. All other duties/responsibilities as designated in the current, signed teachers' contracts.  
f. Serve on every committee for interviewing and hiring staff.  
g. Secure a substitute teacher in the event of a teacher absence.  
i. Work cooperatively with the health consultant to ensure state regulations are being met.  
j. Oversees the day-to-day operations including, but not limited to, purchasing of supplies 

up to $250.00, training, and services.  
C. Additional Duties:  

a. Be a professional representative as head of the school and represent the school 
professionally in the community.  

b. Be responsible for notifying the church regarding maintenance of the school and the 
bookkeeper of expenses for supplies. 

 
ARTICLE IX. Meetings.  
Mandatory meetings per school year for the  
A. There will be a minimum of two mandatory meetings per school general membership.  
B. The Director shall ensure that the general membership shall receive an email notice of all 
Board of Director meetings at least 48 hours prior to said meeting in case membership would like 
to pose items for the Board’s discussion.  
C. The President will determine any additional Board of Directors meetings. All members of the 
general membership are welcome to attend.  
D. Special meetings. Special meeting of the Board of Directors may be called by any two 
members of the Board, or, if deferent, by the persons specifically authorized under the laws of 
Connecticut to call special meetings of the Board. Such meetings shall be held at the principal 
office of the corporation or online.  
E. Meetings will be held in an organized Rule of Order loosely based on Roberts Rules of Order. 
A quorum shall consist of a majority of the member of the Board of Directors Except as 
otherwise provided under the Articles of Incorporation, these Bylaws, or provisions of law, no 
business shall be considered by the Board at any meeting at which the required quorum is not 
present, and the only motion which the President/Chair shall entertain at any such meeting is a 
motion to adjourn.  
F. Every act or decision done or made by consensus of the Board, or a majority of the directors 
present at a meeting duly held at which a quorum is present (if a consensus is not feasible) is the 
act of the Board of Directors, unless the Articles of Incorporation, these Bylaws, or provisions of 
law require a greater percentage or different voting rules for approval of a matter by the Board.  
G. The Board of directors, with a 2/3 majority vote, may go into executive session to discuss 
personnel or matters concerning individual members financial and/or hardship issues. Attendance 
at executive sessions is limited to the Board and any other participant the Board asks to attend.  
 
ARTICLE X. Election of Officers.  
A. Either parent or guardian may hold an office.  
B. At the spring mandatory meeting, the out-going Board of Directors shall solicit members for 
the new board. The membership shall confirm the new board by a vote.  



D. Term of office. Following election, the officers-elect shall collaborate with the presiding 
officers. The transition will occur upon commencement of the current school year with the past 
holders of office acting as information sources for the current officers.  
E. Vacancies. The President, with the approval of the Board, shall have the power to fill 
vacancies in any office or committee occurring for any reason at any time between regular 
elections.  
 
ARTICLE XI. Amendments to the By-Laws.  
Any proposed amendments to the by-laws must be proposed in writing at any regular monthly 
Board of Directors meeting.  
A. After one month's delay, the amendment may be voted on the next regular Board of Directors 
meeting; to be approved needs a two-thirds (2/3) vote of the members present at the Board of 
Directors meeting.  
 
ARTICLE XII. Dissolution of the Corporation.  
A. The Corporation can be dissolved only after the two thirds (2/3) vote of the Board of 
Directors recommending such action.  
B. A two-thirds (2/3) majority of the general membership is then needed to ratify the dissolution. 
All members must be polled on this matter (not only those at a meeting) and ballots may be used 
to complete the vote with the count to be made 14 days after the date of email. The Board of 
Directors will conduct the count.  
C. Dissolution will occur only after all debts and obligations of the Middlefield Children's Center 
are satisfied.  
D. Upon dissolution, any financial assets and remaining equipment of MCC shall be donated to 
the local charity of the current board choice for the betterment of children.  
 
Adopted this day, 12th of July, 2026. 
 


