FAMILY RESPONSIBILITIESFOR METRO HOME EDUCATORS

Since the inception of Metro Home Educators (MHE), the leadership has established policies and
procedures. The objectives of these guidelines are in place for the sole purpose of providing a
framework under which all participants can actively be involved and know what is to be
expected. The active Board will do its best to maintain this policies and procedures in order to
ensure a stable foundation within the organization. These guidelines are to be followed at any

MHE supported event.

CHILDRENG RESPONSIBILITIES

Disciplinary Guidelines

In essence, discipline is simply training our children to display the attitudes and manners of well-
behaved children at all times, conducting themselves so that everything is done “decently and in
order” (I Corinthians 14:40). The behavior expected for any MHE-sponsored event including at
Bethany Bible Chapel or any other site includes:

(1) Respect for Authority:

» Listening attentively to the class leaders, coordinators, assistants, and all adult helpers so
information and instructions do not have to be repeated.

» Always speaking courteously to any person with whom you come in contact.

* Honestly attempting to do whatever your leader may ask you to do. Do not refuse to
participate in the activities as planned. Be willing to give it a try!

* Respecting our time schedule. Kindergarteners, Juniors, Intermediates and Middlers
report immediately to the sanctuary after signing in each week. A parent escorts nursery
and preschool children to their appropriate areas. Teens immediately go to their chosen
elective to begin their first period promptly at 1:00 p.m.

» Talking only at appropriate times.

+ Using the restroom or drinking fountain before or between class times.

* Not bringing or engaging in any other activities during class time.

* Playing in the gym only during your scheduled gym time. (This includes not playing in

the gym before your class, after your class, or at the end of the afternoon.)

(2) Respect for Property:
» Always walking quietly and politely in the building; especially concert locations.

» Using only the rooms or areas of the building where your classes are being held. You

should not be in any part of any building without supervision or permission.



 Putting trash in its proper place.

* Not damaging, destroying, or defacing any furniture, equipment, or building structure.

* Using any furniture or equipment only with the permission of your leader.

* Informing the leader of any accidental damage.

» Keeping all food and beverages out of the classroom areas. Give them to your parent.

* Leaving all money, wallets or valuables with your parent. Toys and other distractions
should be left at home.

* Never leaving the building during class time without permission from an adult in charge.

* Handling all equipment as it was designed to be used (i.e., do not kick a volleyball or
basketball; never kick any ball high into the air).

» Placing coats and boots in their proper places.

* Using the telephone for emergency calls and only after obtaining adult permission or

making the call under adult supervision.

(3) Respect for Others

» Always speaking courteously to all adults, other students, guests, or anyone else.

* Remembering to say “please” and “thank you”.

* Never engaging in crude, rude, vulgar, or otherwise socially unacceptable conversing.
* Not engaging in “boyfriend-girlfriend” talk or behavior.

» Never participating in any fighting, hitting, kicking, punching, or in any way causing

physical harm to any other person. Keep hands and feet to yourselves.

Please read and discuss all of these guidelineswith your children. It isnecessary they
understand and are willing to comply with the isciplinary GuidelinesO.

Discipline Procedures

We are grateful especially to the congregation of Bethany Bible Chapel and to Valley Lutheran
High School for allowing our group to use their buildings, but also to various other facilities
around the Cedar Valley who have welcomed our organization into its building. Out of
reverence for the God we serve, as well as out of respect for and appreciation to these facilities,
we have established rules and a format to help guide us when handling disciplinary problems.
We know none of our children are perfect and “lapses” will occur. We also recognize there is a
difference between childish behavior and rebellion. With these things in mind, the following

procedures for rebellious misbehavior will be in effect.

a) The Ist incident will result in the coordinator(s), parent helper, or any adult pointing out

to the student his/her deviation from the disciplinary guidelines.* At their discretion, the



coordinator(s) may also forward a note about a child’s misbehavior to the coordinator for
the child’s next class. In this way, coordinators may work as a team to help the child

develop obedient behavior.

b) A 2nd incident (which may be the same day as #1) will result in a verbal reprimand of the
student from the coordinator(s) or parent helper. If the child does not respond
appropriately after this, the coordinator may use his/her discretion to have the child
escorted to the parent for the remainder of the day. The administrative coordinator will
speak with the parent prior to the next scheduled day for Friday Co-op to clarify rules and
expectations. Parent input will be solicited regarding the child’s behavior at home and

what MHE can do to work with the parent to help the child behave in a godly manner.

¢) A 3rd incident (occurring in a week subsequent to the action taken in #2) will result in the
coordinator’s requesting a parent helper or assistant to escort the child to the parent for
the remainder of the day. Before the next session of Friday Co-op the parent will usually
receive a written explanation of problems that occurred, signed by the administrative
coordinator(s). We ask the parent to sign and return the letter before the next Friday Co-
op acknowledging parental awareness of the situation and stating the parent has discussed
appropriate behavior with the child. As an alternative, however, the administrative
coordinator(s) may arrange a parent meeting to allow a more complete discussion of the

details of the situation.

d) A 4th incident in any class will be handled as in #3 above and, in addition, the child will

not be allowed to participate in Friday Co-op the following time it is scheduled.

e) Ifthere is a 5th incident, the parent will again receive a notice of the problems. This will

result in the child being asked to leave all classes for the remainder of the semester.

f) The Executive Board will review the course of action taken to determine if and when the
child may be allowed to return to classes the next semester. If permission is granted and
a sixth instance of disciplinary problem occurs after the child’s return, the child will be

asked to leave the program for the remainder of the year.

The Coordinator(s) may also use his/her discretion to determine if there is a pattern of
misbehavior of the need for “repeated reminders” occurring from week to week. If, in his/her

judgment this is occurring, she may omit step #1 enforcing #2 or #3.



If children do not obey Biblical training, their parents should expect to be contacted. Since one
of our purposes is to reflect the standards of children being raised in godly homes, we know you
will want to know when problems are exhibited so you may use this knowledge as an

opportunity for correction and further teaching.

*IMPORTANT: Parent helpersare authorized and counted uponto enforcethe
ODsciplinary GuidelinesOby speaking to children who havemisbehaved. In many
instancesthey are the eyes and earsto help the Coordinator(s) arrive at a fair assessment of
the situation. However, since the Coordinator(s) isthe primary authority figure for the
class, it isthe Coordinator@responsibility to take charge of the situation and to report to
the Administrative Coordinator(s) at the end of each Friday if any misbehavior requiring
intervention hastaken place. The Administrative Coordinator(s) will then assessthe
situation, send any necessary letters home, and work with familiesin accordance with the
Disciplinary Guidelines.

Dress Code / Personal Property

When you come for any MHE event, please follow:

a) Dress modestly and appropriately for activities. Most of the time this means “play
clothes” which are comfortable and can be cleaned easily. Short shorts (above mid-
thigh), short skirts, bare midriffs, or saggy pants WILL NOT BE ALLOWED. Shirts
must cover torso when bending during gym.

b) Athletic shoes with non-marking soles must be worn. Wear boots in wet or snowy
weather, and leave them (and the mess) in the coat area. (If inappropriate footwear is
worn, your child will not be allowed to participate in gym.)

¢) No hats or caps are allowed.

d) No dangling jewelry is allowed. It might injure the child wearing it or others.

e) Leave all non-class related items at home. (i.e., purses, backpacks, toys)

f) Hang up coats; don’t throw them on the floor. Sit up boots under the coat rack.



PARENTSOAND CHILDREN® RESPONSIBILITIES

| dentification
A nametag including both first and last names is required for parents and children to wear while
at Friday Co-op each week. For the children, it should be designed to clip or stick onto the shirt

near the collar so everyone can see it on the upper torso of the child’s body.

Attendance Policy

Consistent attendance is expected to maintain continued learning. Any family regularly missing
Friday Co-op may be asked to relinquish their place in the program the 2™ semester if there are

families on a waiting list.

One parent from each family is expected to participate in Friday Co-op and remain in the
building throughout the afternoon to assist or to be available to assist with the program as
needed, or in the case of an emergency involving their child. DO NOT leave the buildings.

Special circumstances need to be approved by the Board.

Each week parents are to register at the registration table no later than 12:55 p.m. At 1:00 p.m.,
Kindergarteners, Juniors, Intermediates, and Middlers will attend assembly. Parents are
responsible to accompany their nursery- and preschool-age children to the nursery/preschool by
1:00 p.m. Teens are to promptly report to their chosen elective to begin their first period at 1:00
p.m. Prior to 1:00 p.m., it is the parents’ responsibility to ensure that their child(ren) are being

supervised. All children must be supervised at all times.

Everyone is expected to be prompt for their responsibilities and classes since being on time
demonstrates respect toward others and is an important life skill. Although being late may
occasionally be unavoidable, if a pattern of tardiness develops, coordinators may not allow your

children to attend the class for which they are late as latecomers interrupt the classroom.

Make every effort to BE OUT OF THE BUILDING BY 3:30p.m. This is an act of courtesy to

those who have the responsibility to lock up the building. This includes everyone!

Guest Policy
Please DO NOT invite children who are not part of the program as guests to Fridays. This

includes children of our participating families if those children are not enrolled. We do

welcome, however, those families who have made special advance arrangements with one of the



Board to learn more about Co-op. The visiting family will receive a copy of the current MHE

Handbook outlining the programs, policies and procedures.

[lIness Policy
Please DO NOT cometo Friday Co-op if you or your child areill. Many children (and

parents) will want to come even when sick, but this causes undue stress and exposes others to
illness. If you or your child have vomited, had a bad cold or flu, or had a fever of 100° F or

higher within the last 24-hour period, we cannot allow you or your child to participate.

If it is necessary for a parent to stay at home due to the parent’s or a child’s illness, the parent
must arrange for a substitute by contacting Joy Lierman, AND the coordinator in the area where
the parent is regularly assigned. If children in the family who are not ill wish to attend with
another participating family, the parent who brings the children must sign in at the registration
table as the parent accepting responsibility for those children that day and who will act on behalf
of the children as needed. THISISVERY IMPORTANT!

PARENTSORESPONSIBILITIES

Parent HelpersVVolunteers

Friday Co-op opportunities cannot exist without parents making a serious commitment to
volunteer. We expect a parent from each family to assist the coordinators throughout the year as
assigned. For example, you may assist the preschool coordinator for the 1st semester and help in
the gym the 2nd semester. One parent from each family must participate in Friday Co-op and
remain in the building throughout the afternoon to assist or to be available to help with the
program as needed, or in case of an emergency involving their child. The Board will make every

effort to provide one free period to the participating parent.

All parent helpers need to arrive at the time requested by their coordinator.

A nursery will be provided for infants and toddlers of Parent Helpers and other workers while
they are actively helping with the Friday Co-op. If the participating parent does not want their
free period, they may check with the Board to see where they could be helpful. The parent’s
lounge at Bethany Bible Chapel and MHE library at Valley Lutheran will also be available for
any parent who is not actively helping. DO NOT wander about the facilities or visit other

classrooms unless special permission has been given. This is a distraction to the classroom.



In the past, some mothers have requested permission to volunteer as a Parent Helper while also
caring for their baby. This request can be honored in only two situations: (1) if you are not
assigned to work in the nursery, and (2) if you have received pre-approval to do so from the

coordinator of the particular class and the Board.

If you are assigned to a given area and for any reason cannot fulfill your commitment that week,
it is YOUR responsibility to contact Joy Lierman AND the coordinator of the area where you are
assigned. If a substitute is bringing your children to Co-op in your absence, the substitute must
work in the designated area of the absent parent. (For example, if Grandma is bringing the

children, Grandma is the parent helper and will be expected to fulfill the parent responsibilities.)

Remember, all Parent Helpersare authorized and counted upon to enforcethe
ODsciplinary GuidelinesOasouitlined in this Handbook.

FEESAND SCHOLARSHIPS

Participation L evels and Fees Per Child

As homeschooling families, we are keenly aware developmental milestones occur at different
ages even among children in our own families. With this in mind, we’ve suggested the following
age ranges only as guidelines to group the children. As you apply, please consider each child’s
physical and emotional maturity as well as the expectations of the various activities as described
in each section. If you decide your child is not quite ready for a certain group, do not hesitate to
place him/her at the younger level (i.e., you might ask, “Does my 8-year-old read well enough
for the Intermediate Choir?”)

Please write the name of each child, on the MHE application. (It is helpful if you include
children not involved in Friday Co-op as well as this information is used for publication in the
Directory.) Under “Friday Co-op Age Levels”, choose the correct level by circling the fee under
the appropriate column (age as of September 1, 2008).

Nursery: $21.00 Intermediates (8-9 yrs.) $21.00
Preschool (3’s & 4°s): $21.00 Middlers (10-12 yrs.) $21.00
Kindergarteners (5 yrs.):  $21.00 Teens (13+ yrs.) $21.00

Juniors (6-7 yrs.): $21.00



Application Deadline

The MHE application form (found on the website) and payment of any applicable fees are due
no later than August 4, 2008 Since class sizes are limited, we recommend submitting
applications as early as possible. Those who participated in the program last year will be given
preference until the deadline. After the deadline, acceptance will be based upon order of receipt
of applications and availability of openings. If there are no further openings, names may be
placed upon a waiting list for possible acceptance at a later time. Partial participation in the

program may be available in some cases.

A latefee of $1500 will be added to MHE applications postmarked after August 4, except for
any families relocating to the Cedar Valley after July 31, 2008. No Friday Co-op registrations
will be accepted after September 2, 2008 or January 5, 2009, for the fall and spring semesters

respectively.

If full payment for Friday Co-op by August 4 is difficult, you may pay 1/2 of the fees with your
application and the remainder the first day of Co-op, September 5. If other arrangements need to
be made for payment, please contact Tracy Noyes, Treasurer. (Notethat full payment for all
non-Friday feesis expected aslisted with each activity.)

Application for Scholarship Fund

A scholarship fund has been established for participants in Friday Co-op having special financial
concerns. Families who participated in last year’s program will be given priority for scholarship
eligibility. If sufficient funds are donated, we may be able to offer scholarships to families new
to the program based on the order in which the applications are received by the

registrar. You will be notified after August 4, 2008, if you have received a scholarship and the
amount (if any) of payment due. The Board will review the applications the week after

enrollment and award scholarships.
To be considered for a scholarship, please submit the “Scholarship Application Form”.

Applications must be postmarked no later than August 4, 2008, to be considered. Be assured that

this information will be kept confidential.

Friday Co-op Building Fund

We have a building fund set up to collect money to pay for the use of Bethany Bible Chapel and
Valley Lutheran High School for Friday Co-op. This year we will be paying $30.00/hour for the



entire facility at Bethany and $15.00/hour for the gym at Valley Lutheran for a total of 21 weeks.
In addition, there will be some building costs associated with the Fall and Spring performances,
as well as two project fairs and a fine arts night. We will take an offering at each of these events
to offset all building expenses. The Executive Board is grateful for any contribution members

are able to make to this fund at the time of the offering or throughout the year.

OTHER

Log and Found
If you have lost something, please advise Tracy Noyes. She will notify Bethany Bible Chapel

and Valley Lutheran of the missing item. Each week, Tracy goes through the building. Any
items she finds will be in a box next the attendance tables. Please check the box for your

valuables.

A Day of Friday Co-op

1) Check in at registration table by 12:55 p.m. Sign in and check your “mailbox”. Children

and parents should be in their designated areas and in their seats at 1:00 p.m.

2) Parents, ensure your children go to their assigned areas. Proceed to Assembly to sit with

students or to your assigned work areas.

* Nursery & Preschool -- Parent, take child(ren) to designated area in basement. Sign
children in.

« Kindergarteners, Juniors, Intermediatesand Middlers-- Children go to the
sanctuary immediately and sit with their designated group.

* Teens-- Teens go to your chosen elective immediately to begin their first period class

promptly at 1:00 p.m.

3) After Assembly, parent helpers will escort students to each class during the afternoon.

4) End of the Day (3:15 p.m.) -- Objective: To maintain a quiet, orderly exit of our group
from the building. All students and parents, with the exception of the nursery, will meet in the
auditorium and sit as a class to await dismissal by family name. Any general announcements
will be made while all families are gathered. After dismissing, please pick up nursery children,

make sure you have all of your possessions, and exit the building immediately. Do not linger.



Do not run in the parking lot. Be aware of other families going to their cars as your pull out and

drive through the parking lot.



