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Mountain Sprouts Children’s Community (MSCC) Evergreen Parent Handbook outlines 
our policies for tuition, admission and participation of families in the Evergreen program. 
MSCC’s Evergreen program is licensed under the Washington State Department of Early 
Learning and as such it is required to follow specific procedures and guidelines. The 
following policies help us follow our licensing requirements and care for and nurture the 
children in our care the best that we can.  
 

We are so glad you are part of our community! 
 
 
[MSCC may establish tuition requirements and admission standards for students, as well as requirements 
for parents/guardians, all of which shall be set forth in the MSCC Parent Handbook and made available to 
all participants and their families/guardians.  The following policies apply to parents/guardians of children 
currently enrolled in MSCC.] 
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Mountain Sprouts Children’s Community 
Parent-Cooperative	Policy	Manual	

 
 
Section 1:  Our Mission 

 
MSCC supports families utilizing the natural world and community to cultivate learning. 
 
Section 2:  Operation & Attendance 
 
3.1 Operation and Closures  

Each fiscal and academic year begin on July 1st. MSCC shall be open 5 days per week, Monday 
through Friday, all year round. There shall be 21 days of closures annually: (please check with staff 
for specific closure dates) 

 
New Year’s Day  

Birthday of Martin Luther King, Jr. 

President’s Day 

Spring Break (reduced hours) 

Memorial Day 

Independence Day 

Summer Break ( last ful l  week of August) 

Labor Day 

Veterans Day 

Thanksgiving Break (Thursday & Friday) 

Winter Break  

 
Spring Break follows the Cascade School District Spring break, usually the first week of April. We are 

opened, but for shortened days, 9:00am to 4:30pm. 
Winter Break is December 24 – 31, except when a holiday (Christmas Eve, Christmas or New Year’s) falls 

on a weekend, then the closest weekday will be observed. 
 
3.2 Emergency Closures 

Closing the school for any emergency shall be at the discretion of the President.  If MSCC is closed 
for an emergency or other unscheduled event, children will be allowed to either make up the missed 
day at no charge or will receive a credit. 

 
3.3 Attendance 

Families may choose to enroll their student(s) 2 to 5 days per week. Tuition is charged monthly 
based on the number of days attending per week (see Tuition and Fee Schedule).  A spot is 
reserved for each student, no sharing spots between or amongst families is permitted.   

 
3.4 Drop-ins 

Students may only attend on the days for which they are enrolled, however drop-in days are 
allowed on a space-available basis, and with 24 hours notice.  See also: ‘Make-Up Days’ below. 
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Policy:  If a scheduled drop-in day must be cancelled, Parents or Guardians must notify MSCC staff 
prior to 8:00 a.m. on the scheduled day.  If notification is received after 8:00 a.m., parents will be 
charged the full Drop-In Tuition Rate for that day.   
Trading or exchanging regularly scheduled days with others is not permitted.  Parents or Guardians 
will be assessed the full Drop-In Fee if a child attends on a non-scheduled day, unless a Make-up 
Day is used. See also: Tuition and Fee Schedule for current rates.   

 
Drop-in days are assessed at a flat rate, regardless of pickup time.   

 
3.5 Extended Absences/Vacations 

Policy:  If you choose to un-enroll, upon the return of your child (pending space availability), you will 
be required to go through a new enrollment process, including the Enrollment Fee, and all 
forms/paperwork. 

 
Tuition continues while a child is on vacation.  For an extended absence such as summer vacation, 
or a vacation that lasts a month or longer, you may continue to pay in order to secure the needed 
days for your child, or you may un-enroll your child.   
 

3.6 I l lness 
Policy:  Children must be kept home if there are any signs of communicable disease, as set forth in 
Section 4.3.  

 
3.7 Make-up Days 

Students occasionally will need to miss school because of illness, travel, parent schedule or other 
personal reasons. Mountain Sprouts students attending on a full-time basis (4-5 days) are allowed 
to make up 4 days per school year and students enrolled on a part-time basis (1-3 days) are 
allowed to make up 2 days per school year, all on a space-available basis. Once a student has 
reached their maximum number of make-up days, should a student need to attend more than their 
regularly scheduled days, it will be considered a drop-in day and will be charged accordingly. 

 
The only make-up days permitted due to holiday closures are for students enrolled one day per 
week. If a one-day per week student misses an enrolled day due to a holiday, he/she will be 
allowed to attend an additional day during that same week on a space-available basis. Holiday 
make-up days for students enrolled one day per week do not count against their yearly allotment of 
2 make-up days for personal reasons. 

 
 
Section 3:  Arr ivals and Departures 
 
Policy:  Students must be signed in and out by an adult on the attendance sheet with full signature.  Use 
your legal name when signing your child in and out.  This is a state requirement and is for your child’s 
protection.   
 
Policy:  If someone else will be picking up your child, you must notify the center in writing, unless you have 
provided prior permission in your file.  If permission is provided in the file, please notify us in person or by 
phone of the change for that particular day.  We will not allow changes unless they are authorized by you. 
 
MSCC is open 7:30am to 5:30pm. The group learning part of our day begins at 9:00 A.M. and ends at 3:30 
P.M.  We ask that students be dropped by 9:00am at the latest. All children must be picked up by 5:30 P.M. 
at the latest.  Please call the center if you know you will be later than closing.  Continual tardiness may 
result in expulsion.  See also: Tuition and Fee Schedule. 
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Parents have free access to their child only, at any time.  If you wish to pick up your child during naptime, a 
call ahead would be greatly appreciated so that the teacher may quietly prepare your child for departure.  
 
Section 4:  Health & Safety 

Additional	information	on	Safety	and	Insurance	matters	is	available	from	the	Executive	Director.		The	
following	policies	are	required	under	WAC	170-295-3010.		For	additional	Safety	matters,	please	refer	to	
MSCC	Disaster	Plan.	

 
4.1 Contact Information 

Please make sure all contact information is current, including daytime phone numbers, work 
numbers, or other emergency contacts.  If you change phone numbers, please let 
info@mtnsprouts.org know immediately.   

 
4.2       Teacher Discretion 

The teacher will determine when it is necessary to send a child home from school.  
 
4.3 I l lness 

Children must be kept home if there are any signs of communicable disease.  
 

• Please keep children home when they feel sick, have a contagious illness or disease, have 
diarrhea, vomiting, have a thick yellow or green nasal discharge, have an uncontrollable 
cough, or have had a fever within 24 hours.  

• If your child will be staying home for the day, please call and let your teacher know this 
information.   

• If your child becomes ill while at the center, we will notify you immediately and let your child 
rest until you arrive.  In case of an emergency, you will be notified immediately. 

 
4.4  Immunizations  

Washington State Law requires that all children be immunized appropriate to age, in the process of 
receiving immunizations, or exempt from immunizations.  You must provide an Immunization Status 
Form during the enrollment process and update the form as needed. 

 
Children, employees, participants, parents and approved regular substitutes in the cooperative 
must meet all local and state health department immunization requirements.  
 
MSCC requires all adults working in the classroom to have a TB test performed prior to the start of 
school. Documentation from the doctor’s office stating the results is necessary prior to the first day 
of school. If results are positive, appropriate action (i.e. x-rays etc.) must be taken before the adult 
and child may attend class. MSCC requires any other family member who may be working in the 
classroom more than 3 times to have a TB test performed and provide the results as stated above. 

 
4.5 Medication 

When a child is in need of medication while at the center, you must fill out a Medication Consent 
Form.  Each type of medication will need a separate form.  The medication(s) will need to be 
delivered to the center by the parent/guardian in its original container with the original prescription 
attached, or in the original container for non-prescription medications.  Washington State will not 
allow MSCC to apply sunscreen without a signed medical release form. 

 
4.6 Allergies 

Make sure we are aware of any allergies your child may have, especially food allergies. 
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4.7 Lice  

Policy:  If a head louse is found at home, parents must keep the child home until the proper 
treatment has begun and the treatment has begun killing the “nits”.  Parents must take home any 
sheets, pillow cases, pillows and other such items to ensure that they are clean and free of “nits”. 
 
If determined that a child has head lice during school hours, it will be up to the teacher to determine 
whether the child needs to go home early or if a teacher suspects lice, they will discreetly remove 
the child from the classroom to check for “nits”.  
 
If there is not another teacher or assistant to watch the rest or the class, again, it will be up to the 
teacher to decide whether to have the child go home early. 
 
If the teacher decides that a child should go home early:  

• Parents will be contacted first and if they are not available the Emergency contacts will be 
notified to pick up the child. 

• If no one is available to pick up the child, the child will be allowed to finish the day but may 
be asked not to participate in activities that may spread the lice.  

• Once the treatment has begun killing the “nits” the child can return to the school. There 
does not need to be “no-nits”, rather the treatment just needs to be effectively killing the 
“nits”.  

 
Never will any child be made to feel as though they did something wrong, or made to feel inferior to 
the rest of the class. 
 

 
4.8 Playground Safety  

Playground rules are reviewed on an ongoing basis with the children, stressing safety, and will be 
enforced by the supervising teachers. If your child is on the playground when you come to pick 
him/her up, please help us enforce our rules.  See the teacher for specific playground rules. 

 
4.9 Clothing 

Please dress your child in seasonally appropriate comfortable play clothes and shoes.  Please send 
a change of clothes in your child’s bag in case of accidents, play spills, etc.  In cold weather, 
children will need coats, snow pants, boots/shoes with traction, hats and gloves/mittens.  Children 
will not be allowed outside without appropriate clothing for the conditions.  Please label all items 
with your child’s name. 

 
4.10 Weapons 

MSCC has a no weapons policy.  A weapon is defined as any dangerous implement.  We ask that 
children not bring real or play weapons to the school. 

 
4.11 Child Abuse 

MSCC is mandated by law to report any instances of suspected child abuse or neglect to CPS. 
 
4.12 Transportat ion 

No transportation is provided directly by MSCC or its employees. 
 
4.13  Accidents, Safety, & Insurance  

A.  Notif ication.  In case of an accident, the aid car and/or parent shall be notified 
immediately.  
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B.  Documentation.  In case of an accident, regardless of the degree of injury to the child, 

an accident report must be made out by the observing adult and kept on file at the school.  
 

C.  Field Trips.  In case of an accident on a field trip (not special event), to ensure that 
MSCC’s insurance coverage as well as the driver’s insurance coverage is not voided, the 
following rules require strict adherence:  

 
§ Drivers must have a valid Washington Driver’s license.  
§ Drivers must carry proof of valid liability insurance on any vehicle used for transporting 

children on field trips. This must be kept current for the entire year.  
§ Voluntary drivers for field trips must complete and sign a copy of the Voluntary Driver 

Automobile Notice Form.  
 
4.14 Pets 

Please obtain permission from the Education Director before bringing a pet to MSCC.   
 

4.15 Pesticides 
Policy: MSCC does not use any pesticides. We use integrated pest management (IPM) methods, or 
non-chemical control methods, when dealing with ‘pests’ to minimize the exposure of pests and 
pesticides to children and staff. 
 
Notification -  In the case that pesticides are used, parents and staff will be notified of a pesticide 
application at the facility at least three operational days in advance except in emergencies where 
pests pose an immediate health threat to children or staff.   Parents and staff will be notified as 
soon as possible when advance notice is not provided and include an explanation of the 
emergency, the reason for the late notice and the name of pesticide applied. 
 
Pesticides will not be stored on site. 
 
This policy does not apply to germicides, disinfectants, bactericides, sanitizing agents, and 
chemicals used in normal cleaning activities; and personal insect repellents applied to the person 
with appropriate consent. 
 

 
Section 5:  Behavior Management  
 
5.1 Behavior Management and Contracts 

Teachers encourage students to communicate their needs through language (not pushing, swiping 
or hitting). Children need to manage their emotions in socially acceptable ways. Pro-social 
behavior, self-control, and respect for others are taught as part of the guidance program. 
 
If a child’s behavior is unsafe, the teacher will determine when it is necessary to send a child home 
from school.  In a combined effort with the Education Director, parents and the child will enter into a 
Behavior Management Contract outlining the expected behaviors and consequences of breaking 
the terms of the contract. 

 
5.2 Conferences  

Policy:  Please do not discuss your child’s progress with staff during school hours or without an 
appointment.   
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The teacher is available for individual conferences at the request of the parent. The teacher can be 
trusted to be confidential. The teacher is willing to help locate assistance or resources in the 
community if needed in a specific area.  
 
If you have specific concerns or would like a conference, please schedule an appointment with the 
Education Director during the office/planning hours. 

 
 
Section 6: Enrol lment Policies 
 
6.1 Eligibi l i ty 

Policy:  Parents must provide a certified copy of their child’s birth certificate as proof of age for 
enrollment.  
 
Parents or guardians with a child who is between 30 months old and 5 years by date of enrollment 
AND potty-trained, unless a disability prevents them from being so, are eligible.  MSCC may enroll 
kindergarten age students for care on non-school days. Any exception to this rule shall be by the 
approval of the Board and the teachers.  

 
6.2 Application 

Policy:  Upon acceptance, the applicant agrees to sign Acknowledgment Agreements in the 
Enrollment Packet and abide by the MSCC Parent Cooperative Policy Manual.  
 
Before enrolling, the applicant may be interviewed by the Board of Trustees, President, and/or the 
teachers. Those who are admitted are parents or guardians who: 
 

• Has an eligible child. 
• Is fiscally responsible. 
• Volunteers. 
• Abides by the Parent Handbook. 
• Reads and understands the conditions and terms of Enrollment. 

 
6.3 Priori t ized Enrol lment 
 Enrollment priorities are given in this order: 

1) Parents/guardians who have children currently enrolled in MSCC  
2) Alumni of MSCC (and their siblings) 
3) Prospective applicants from the waitlist 
4) The general public  

 
Mountain Sprouts Children’s Community admits students of any race, color, gender, religion, 
national and ethnic origin, age, handicap, or sexual orientation and does not discriminate in the 
administration of its educational policies, admission policies, or other school administered 
programs.   

 
6.4 Financial Requirements 

Policy:  Entry into MSCC requires enrollment forms, enrollment fee, and first month’s tuition. Any 
exceptions to this policy will be made at the discretion of the Board.  

 
See also Section 4:  Financial Policy and Tuition and Fee Schedule. 

 



 

10	

 
6.5 30-Day Trial Period & Right to Dismiss 
 Mountain Sprout admits new students on a 30-Day Trial Period.  
 

Mountain Sprouts strives to work closely with parents and their children on adjustment, and any 
emotional, physical, or behavioral issues that may present themselves during the 30-Day Trial 
Period and beyond. However, at any point during the trial period, or in the course of regular 
enrollment, the Program Supervisor and Board of Directors reserve the right to dismiss a child from 
the program.  

 
See also: Extended Absences/Vacations, Tuition and Fee Schedule and Grievance Policy in the 
MSCC Policy Manual. 

 
6.6 Enrol lment Forms and Records.   

Parents are required to provide all records necessary for enrollment at a date to be determined by 
the Board, but in no case later than the beginning of the school year. Failure to do so will result in 
the parent and child being barred from attendance and may result in permanent expulsion from the 
program.  

 
 
Section 7:  Right to Dismiss 
 
At the discretion of the Board of Trustees, a review of the parent’s/guardian’s past record at the preschool 
may be conducted to determine if the parent/guardian will be considered not in good standing going 
forward. This determination may result from the parent’s/guardian’s:  1) failure to accomplish duties and 
fulfill obligations; or 2) violation of the Parent-Cooperative Policy Manual and Bylaws.  
 
A child may be denied enrollment based on the Board’s review of the parent’s past record at the 
Cooperative, or a past finding that the parent was determined not in good standing.  
 
Mountain Sprouts strives to work closely with parents and their children on adjustment, and any emotional, 
physical, or behavioral issues that may present themselves. However, at any point in the course of regular 
enrollment, the Education Director and Board of Directors reserve the right to dismiss a child from the 
program.  
 
A child can be expelled or suspended by the Board of Directors after giving the family at least 15 days’ 
notice of the expulsion or suspension, and the reason(s) for the act. Parents or guardians shall be given an 
opportunity to be heard by the Board or its designated agent, orally or in writing, at least 5 days before the 
effective date of expulsion or suspension. The written notice of the expulsion or suspension shall be given 
by first class or certified mail, sent to the last address shown in the corporation’s records. The decision of 
the Board or its designated agent shall be final, and shall not be subject to any review or appeal by any 
court or other persons. 
 
See also: Extended Absences/Vacations, Tuition and Fee Schedule and Grievance Policy in the MSCC 
Policy Manual. 
 
Section 8:  Financial Policy 
 
8.1  Tuit ion 

Policy:  Tuition is due upon enrollment.  It is the member's responsibility to notify the President of 
any extenuating circumstances concerning their financial responsibility.  
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Tuition is figured on a yearly basis and divided into twelve (12) equal payments.  Tuition rates 
remain the same each month of the year regardless of holidays, vacations, absences or emergency 
closings.  Tuition rates may change at the discretion of the Board of Directors.  See Tuition and Fee 
Schedule for current rates. 

 
Tuition is non-refundable during the 30-day trial period.  However, tuition will be pro-rated per day 
for those beginning after the 1st of the month. 

 
8.2 Fees 

All fees remain the same during the months with school holidays, vacations, absences, and 
emergency closings. All fees may change at the discretion of the Board of Directors. See Tuition 
and Fee Schedule for current rates.   
 

 
A.  Enrol lment Fees  

One time administration fee at enrollment. (see Enrollment Policies in Welcome Packet) 
 

B.  Annual Supply Fee 
Policy:  A non-refundable Annual Fee is due each year with tuition in September.  This fee 
may be refunded if the child becomes unenrolled during or directly following the 30-day trial 
period (See Enrollment Policies). 
 
Annual fees will be prorated for new students, unless child enrolls in September in which 
case the full amount will be charged.  Annual Fees are used for supplies, personalization 
and other classroom needs, and are separate from the Enrollment Fee. 
 

C.  Parent Involvement Fee  
Policy:  Parents/Guardians are required to volunteer a minimum of 2 hours per month. 
Families may choose to pay the Involvement Fee or make an in-kind donation of the same 
value in lieu of working the hours. Families who do not complete their required involvement 
hours will be billed the per hour rate.  Mountain Sprouts Children’s Community relies on 
parent volunteers to provide and maintain our belief in community participation.    

 
D.  Late Pick Up Fee 

Policy: A Late Pick-Up Fee will be assessed for each minute after closing until the time of 
pick-up.     
MSCC closes at 5:30 p.m., the fee will be applied starting at 5:31 p.m. if you are late for 
ANY reason. This policy makes it easier for us to apply the late policy to everyone 
consistently and fairly. It will be greatly appreciated, however, if parents call to notify us if 
they will be late and give an approximate arrival time so that we can better comfort your 
child. If this becomes a frequent problem, MSCC reserves the right to dismiss a family from 
the program.   

 
E.  Delinquent Accounts Policy 

Policy:  Before tuition payments fall 30 days delinquent, a combined effort between the 
parent/guardian and the President and/or Board of Directors shall be made to identify the 
reason(s) for the delinquency and how to solve the problem. 
Policy:  All outstanding debts must be paid before re-entering MSCC.    
Parents/guardians may choose from the following to options to reconcile unpaid balances:    
Option A: Immediately pay all back tuition and fees. 
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Option B:   Develop a mutually agreed upon contract with the President to be voted 
upon by the Board.  Dishonored contracts will result in dismissing child(ren) 
from the program and/or any unpaid balance sent to collections. 

Option C:    Withdraw from the program with restitution of back tuition being made as 
soon thereafter as possible.  

 
If Option C is chosen or no option is chosen from above, the MSCC will take the following 
actions: 

 
Days Delinquent Action 
10-30 MSCC contacts delinquent party in writing and in person (or 

phone) 
30 Late Fee will be assessed to current or accumulate unpaid balance 
60 Late Fee will be assessed to current or accumulate unpaid balance 
90 Unpaid balance will be sent to collections and child(ren) will be 

dismissed from the program 
 

Neglect of financial responsibility will be brought before the Board by the President, which 
may result in termination of enrollment. 

 
Parents/guardians assume responsibility to pay fees charged to the preschool for NSF 
and/or returned checks.  

 
8.3 Cancelations or Absences 

Policy : The full Tuition Rate will be charged regardless of absences for regularly scheduled days.   
Policy: For scheduled Drop-In Days, the full Drop-In Tuition will be charged unless a cancelation 
notice is given before 8 a.m. the day of the drop-in. 

 
8.4 Withdrawing from MSCC 

Policy:  Two weeks notice must be given before dropping out; workday responsibilities and financial 
responsibilities continue until the end of the two weeks.    
Tuition for the current month will not be refunded; any prepaid tuition will be refunded.    

 
8.5 Payment Method 

MSCC accepts electronic payments via check through QuickBooks invoices.  We also accept cash, 
check, or money order payable to Mountains Sprouts Children’s Community.  Payments may be 
mailed to P.O. Box 2182, or hand-delivered to the payment box inside the classroom. Please do not 
mail cash. 

 
Section 9:  Lunches and Snacks 
 
9.1  Lunch 

Lunch is not provided by MSCC.  Please send your child a hearty, nutritious lunch in a lunch box or 
bag, along with a no-spill, sport-type bottle, or covered tumbler for water. Utensils will be provided.   
Please write your child’s name on the box/bag and other containers.   

  
Washington State Law requires that lunches served to children in daycare, whether provided at the 
center or from home, meet certain daily nutritional requirements.  All lunches must contain: a dairy 
product (such as cottage cheese, milk, yogurt, or cheese), a meat or meat alternative (beef, fish, 
poultry, legumes, tofu, or beans), a grain product (bread, cereal, bagel, rice), plus fruits or 
vegetables (two servings of a fruit, two servings of a vegetable, or one fruit and one vegetable 
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serving).  Please limit sugar in prepared lunches.  See the Education Director for more information 
on healthy lunches. 

 
9.2 Snacks 

MSCC provides at least 2 nutritious snacks during our hours of operation. To help with food costs, 
parents are billed a snack fee per student per month which is included with Tuition.  You can check 
the monthly snack calendar posted in the classroom to see what types of snacks will be served 
each day.  

 
9.3 Birthdays  

If you would like to bring a special treat in honor of your child’s birthday, please check with the 
Education Director or Lead Teacher as to the policy and how birthdays will be celebrated. 

 
 
Section 10:  Personal I tem Storage 

At school we provide hanging space for outerwear (in the entry) and personal items (in the classroom).  
Please bring a bag or backpack each day for personal items, such as a change of clothes.  

Each day children will have their own hook to use for personal items. Hooks are not meant to be shared 
with other students. Materials such as newsletters, billings, informational material, calendars, and notes 
may be placed in personal bags or backpacks. Please take all personal items home each day. 
 
Section 11:  Nap Mats 
 
Mountain Sprouts Children’s Community will provide each child a Nap Mat when they start the program. 
The Nap Mat is marked with the child’s name and kept on school grounds. Staff will wash Nap Mats each 
week and store them in a clean space. MSCC will replace Nap Mats when necessary however, if the family 
is responsible for loss or damage, the family will be required to pay a Nap Mat Replacement Fee.  
See also: Tuit ion and Fee Schedule 
 
Section 12:  Toys 
 
Please leave personal toys at home.  We provide ample toys for children to play with while on our premises.  
If you are interested in donating a toy or toys, please contact a teacher or a board member.  Children are 
welcome to bring books to share at circle time or something that is “art” or “nature” to present to classmates 
at Show & Share. 
 
Section 13:  Religion 
 
MSCC is not affiliated with or based upon any specific religion.  From time to time we may discuss or 
participate in various celebrations or philosophies of different religions from all over the world. 
 
Section 14:  Guests 
 
The Education Director and/or teachers will determine when guests may visit. Advance permission must be 
obtained from the Ed. D and/or teacher and the enrollee must accompany the visiting child.  
 
Section 15:  Policy Compliance 
 
Special circumstances related to compliance with MSCC Policies will be decided at the Education Director’s 
discretion, in consultation with the Executive Director/President and Board. 
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Section 16:  Solici tat ions 

Policy:  There will be no solicitation of other families or students for business purposes except by use of the 
bulletin board available to all for this purpose.  
 
Section 17:  Liabi l i ty 
  
Policy:   No parent, guardian, or child shall be liable to third parties for MSCC’s acts, debts, liabilities, or 
obligations.  Parents/guardians will, however, be responsible to MSCC for tuition, annual dues, 
assessments, and for other contractual obligations as agreed to by MSCC and the parent/guardian. 
 
Section 18:  Suggestions 
 
We welcome you to share any concerns, ideas, or comments you might have verbally or in writing.  You 
may write to our mailing address, phone, email, or talk directly to the President, Education Director, Lead 
Teacher, or any Board Member. 
 


