ECHO Handbook
ECHO Communications: ECHO members will receive Co-op information regarding activities, events, delays, closures etc., via the ECHO website calendar, newsletter, and/or by personal email.  It is the responsibility of each member to provide a valid email address at registration and to check their email regularly to remain well-informed.  
ECHO Board: The Board establishes the policies for the Co-op and ensures that those policies are followed. The Board follows the revised bylaws established by the ECHO Board in 2015, to provide a Christian-based environment for children to learn and grow.  Board members are sought who are committed to ECHO and its enrichment programs and have been a part of that program for a year or more.  Vacancies are filled by interested, eligible members appointed by the President of ECHO as mandated by the ECHO bylaws.  
Planning Committee: All members are encouraged to join this committee to help plan ECHO Co-op activities. The committee keeps track of what activities are suggested for the coming year and helps to fill the activity schedule, coordinates possible field trips, guest speakers, special events/parties, community service opportunities and any fundraisers needed throughout the year to fund any additional events.  A final report of the above information will be presented to the Board (2 weeks prior to registration day for fall and spring semesters) for final approval to ensure that funds, space and equipment are available for the proposed activities requested for the calendar year.

Volunteer Coordinator:  This parent is responsible for making sure that all activities are adequately staffed by parents.  If a parent is going to be absent from or late to ECHO Co-op for any reason, it is that parent’s sole responsibility to find a suitable replacement, supply the necessary lesson for their replacement and notify the Volunteer Coordinator immediately (6 p.m. the night before, unless overnight illness is the cause of the absence, then notification would take place as soon as possible) with that information.  
Field Trip Coordinator: This parent makes sure that a field trip is set up (as needed) and that all details are passed along to the ECHO Board and Co-op members so that the Evite system can be activated. ALL members are required to RSVP for all field trips and pay admission fees in advance, if they plan to attend. The coordinator should seek out other parents willing to help with planning field trips.

Special Event Coordinator: This parent makes sure that plans for an event are set up (as needed) and that all details are passed along to members and the ECHO Board so that the Evite system can be activated.  ALL members are required to RSVP for all special events and pay any fees in advance, if they plan to attend. The coordinator should seek out other parents willing to help with the planning of special events.   
Teacher Teams: These parents are responsible for teaching an activity at the ECHO Co-op.  The teacher team is solely responsible for selecting/writing a curriculum on a subject (keeping in line with group views/policies); setting a fee for the course that covers teacher guide, student textbook/workbook or copies; and compiling a list of supplies that students will need to participate in the activity, as well as reserving any A/V or PE equipment needed. In the event of a member of the teacher team being absent, the present member(s) of the teaching team would be expected to teach the lesson for that activity on that day and any other tasks required for that activity.
Nursery Staff: These parents are responsible for running the nursery.  If you have a child in the nursery, you are required to do an hour of volunteer time there. All parents changing diapers or helping with potty-training should wear the sterile gloves provided for everyone’s protection, making sure to wash and change gloves after assisting each child.
Attendance Policy: Due to excessive, unreported absences and tardiness, the attendance policy has been revised and will be strictly enforced to provide a less chaotic, better organized start for all activities.
· Members must call, text or email the Volunteer Coordinator if they are going to be late to co-op.  Failure to do so on two occasions will result in dismissal from ECHO Co-op, to include all ECHO-sponsored activities and events for the remainder of the current semester.  NO refunds will be given.  Future membership will be subject to ECHO Board approval.

· If members are going to be absent from Co-op, members must find their own replacement for activities, set-up duties or clean-up duties assigned on that day and call, text or email the Volunteer Coordinator with that information. Failure to do so on two occasions will result in dismissal from ECHO Co-op, to include ALL ECHO-sponsored events for the remainder of the current semester.  Future membership will be subject to ECHO Board approval. 
· All ECHO Co-op activities and events are planned relying heavily on our members attending meetings as scheduled.  Failure to attend meetings regularly or failing to provide a replacement for your assigned duties (teacher, helper, set-up or clean-up) adds to the workload of other parents in the group.  This often leads to member burn-out and negatively affects the enrollment in Co-op, which in turn limits the types of quality activities that ECHO can offer each year. 
· Failure to follow the attendance policy causes chaos and disorganization at the start of activities and shows a lack of appreciation and respect for all of the time and hard work put into planning activities by fellow members. 
Opening Ceremony:  Members assigned set-up duties need to arrive by no later than 9:15 a.m.  All Members need to be in their designated seats by 9:35 a.m. for attendance, followed by announcements and prayer.  Members arriving late will remain quietly outside the fellowship hall door until the opening ceremony is finished so as not to disrupt or delay the start of activities.
Sickness Guidelines: Any members having the following symptoms should not attend ECHO Co-op activities:
· Colored mucus

· Diarrhea, vomiting or nausea

· Eye drainage

· Virus or contagious infection

· Rashes 

· Head lice

· Fever within the last 24 hours (excludes teething babies/toddlers)
    *Remember to contact the Volunteer Coordinator as soon as 

      possible with the name of your replacement for teaching or
      assisting duties as well as set-up or clean-up duties during

      your absence.  Thank you.

Emergency/Weather Policy:  The ECHO Board will look at the Onslow County Schools and DOD schools recommendations regarding delays or closings.  
· If Onslow County Schools are closed, then ECHO Co-op will not meet.  Members will be notified by website announcement and/or personal email by 7:00 p.m. the prior evening.
· If Onslow County Schools have a delay, ECHO Co-op members should plan to arrive at Crossroads Christian Fellowship Church by 10:15 a.m. for set-up duties, by 10:30 a.m. for attendance and opening ceremony. The 2nd period activities will begin promptly at 11:00 a.m.  However, if conditions are worse where you live, please do not attempt to make the trip to Crossroads. Do what is safe for your family but you must call or text the Volunteer Coordinator with the required information regarding your replacement.  We want to know that your family is safe and sound.
Corrective Procedures: The ECHO Board will enforce all policies for members in the interest of smooth and efficient operations for the Co-op.  
· If there is a need for correction, the ECHO Board will be responsible for making that correction.
·  No grievances with the ECHO Board or another parent will EVER be handled or discussed in front of the children under any circumstances. To do so will result in your immediate removal from ECHO Co-op. No refunds will be given. 
· If the issue is a group concern, then a parents-only meeting may be held to address it.  Children will not be allowed to attend that meeting so parents will have to make arrangements for childcare during that time.
Corrective procedure steps are as follows:
1. At least two members of the Board will privately address the parties involved.  If a child is involved, the parent will always be present for any discussions.

2. If talking it out doesn’t resolve the problem, then a written warning will be issued to the parties involved.

3. A third warning will lead to an automatic dismissal from ECHO Co-op and all other ECHO-sponsored events.  Future enrollment in ECHO Co-op will be at the discretion of the ECHO Board. No refunds will be given.
Confidentiality:  Every parent and child will be afforded confidentiality, if possible. No grievance will EVER be handled or discussed in front of the children. No outside involvement regarding any grievance will occur without all parties’ knowledge, which includes talking to other parents about the issue.  Should this happen, it is grounds for corrective procedures to be initiated.

Grievance Procedures: To solve the problem in an effective manner, it is important to maintain the confidentiality (if possible) of all parties involved. It is necessary to follow the steps below to best resolve the disagreement. Refusal to do so will lead to dismissal from ECHO Co-op and any other ECHO-sponsored events. No refunds will be given.
1. Discuss the issue privately with the person that you are having difficulty with as soon as possible after it occurs.

2. All parties involved need to meet with an ECHO Board member.
3. If a satisfactory resolution to the issue has not been found at that point, then the issue must be presented by the involved parties to the ECHO Board in a closed, emergency board meeting.

4. The final decision for resolution of the issue will be at the discretion of the ECHO Board.

5. Confidentiality will be maintained permanently regarding the issue and the parties involved.

Manners: Applies to ALL Co-op members’ children (if able to do so):
· Children must address adults at the Co-op by placing “Miss” or “Mister” in front of the adult’s first name.
· Children are encouraged to say “Please”, “Thank you” and “You’re Welcome”, to peers and adults when appropriate.
· Children are expected to raise their hands during activities to ask/answer questions or when asking to leave the classroom to use the restroom or water fountain.
· Children are encouraged and expected to fully participate in their activities.  If the child does not want to do so, the child will be taken to their parent so as not to disrupt the activity in progress.
· Children are expected to remain in their assigned activity areas during each meeting and are not allowed to wander the buildings, playground or parking lot.
· Children are encouraged and expected to clean up after themselves (includes but is not limited to: activity clean-up, snack-time, play-time, restroom and water fountain visits).
· Children are required to follow the rules in their Student Contract and the Manners section of the ECHO Handbook while attending ALL ECHO-sponsored activities, field trips  or events.  Failure to do so will result in the child being taken to their parent for the remainder of the day.  Failure to follow the rules on a continuous basis will result in the child being removed from activities and placed under the direct supervision of their parent for the remainder of the current semester. 
· Children are not allowed to bring toys, cell phones, MP3 players, I-Pods, I-Pads, DS games or other electronic games into ECHO Co-op activities or any other ECHO-sponsored event. Children caught using any of the above items during meeting times will have the item(s) taken away and given to their parent at the end of the meeting day.  The only exception to the rule would be if a teacher gave permission for students to use a cell phone to research a topic being discussed in class.  It is disrespectful and disruptive to use these items during activities or other ECHO-sponsored events.
Additional Concerns:

· The Church Kitchen, Church Offices, ECHO Library/cabinet room, other classrooms and all storage rooms are off-limits to everyone under age 18, unless accompanied or instructed by an adult to access that area. NO exceptions.
· ECHO Library is approved for ECHO Co-op members use only.  All Co-op members will be given a tutorial covering the lending procedures/policies and have agreed to abide by them. Parents are asked to use the library during their free period or during other designated times when library staff are present. 
Parent: ________________________ Date: ______________
Witness: _______________________ Date: ______________
