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New Member Packet 2015-2016

Welcome to The Family Connection (TFC)! TFC is a nonprofit, non-denominational, volunteer-run organization designed to support families with young children. We host our playgroup Monday and Thursday mornings from 10 a.m. to 12 noon. Families are welcome to arrive and depart anytime within this time frame. 
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Since it is our members – not paid employees – who run our playspace, we ask all members to volunteer in some way to keep the group running smoothly. Members can help by opening or closing the playspace, setting up snacks, leading an arts-and-crafts activity … among other daily and monthly chores. See the enclosed list for descriptions of each task.
The wonderful aspect to TFC is that all families bring their own creativity and individuality to the group. The tone of the group is governed by its members. Every member is encouraged to share thoughts and suggestions at any time. 

We hope that TFC empowers members to use their personal skills and interests to enrich the organization and its members.
The Family Connection

Daily Job Descriptions

Open Playspace
· Arrive at the playspace by 9:50.
· Unlock the door and turn on the lights.
· Place the donation can, sign-up sheet with pen, and housekeeping board on the table.
· Begin setting up the toys and climbing structures.
Set Up Snacks
· Snack time starts at 10:30. Begin preparing the snacks about ten minutes beforehand.
· Set up the tables and small chairs.
· Select three choices of snacks from the black containers.
· Place the snacks, water, juice, bowls and cups on the white counter.
· Fill the bucket in the sink with warm, soapy water. Place a dry towel next to the sink. (Each parent/caregiver is responsible for cleaning the bowls and cups used by their children.)
· Flick the lights and call out “snack time.” They’ll come running!
Lead Arts-and-Crafts Activity
· Choose arts supplies from the cabinets behind the table near the entrance, or bring in your own (a reimbursement check will be issued for pre-approved purchases accompanied by a receipt).

· Flick the lights and call out “craft time!”

· When the activity is complete, return arts supplies to the cabinets.

Clean Up Kitchen 

· After snack time and the arts activity, move the tables to the far side of the room, stack the chairs, and sweep the floor.

· Make sure the kitchen is clean and all food is sealed in the black containers.
Lead Music Circle
· Bring select music supplies (“ABC” chart, instruments, hand puppets, parachute) to the middle of the rug. Once participating parents and children are sitting in a circle, begin with the “ABC” song.

· Lead 3-4 other songs.

· Allow time for announcements from co-directors or other members.

· Lead “Ring around the Rosie,” which signifies that the playdate is ending.
Close Playspace

· At 11:30, count the money in the can and fill out the summary form. Lock the money and the form in the strongbox (found in the arts-and-crafts cabinet).

· File the sign-in sheet and place a new one on the clipboard for the next playdate.
· Flick the lights at 11:45 to signify clean-up time.
· After the room is cleaned up, the music circle volunteer will lead the group in singing. If no one has signed up to lead the music circle, please do so (see “Lead Music Circle” job description).
· Turn off the lights and lock the door.
Monthly Volunteer Opportunities
Purchase Snacks

· Check the food storage containers in the kitchen to determine what snacks are needed, then buy them from Costco or BJ’s. Examples of healthy, appropriate snacks include 100% fruit juice, Goldfish or other crackers, applesauce, dried fruit, and low-sugar cereal. Please do not buy anything that contains nuts. 

· Volunteers should submit receipts to TFC Treasurer for prompt reimbursement.
Do Laundry
· Gather towels and cloths used during snack time from the dry rack over the basket in the kitchen. Fold clean laundry and return it to the designated storage drawer in the kitchen.

The Family Connection

General Safety Guidelines
Welcome to The Family Connection! To ensure the safety of your children, please comply with the following rules:
1. Children must be supervised at all times by the adult who brought them to the playspace. For fire safety reasons, the door is not blocked, and the bathroom is easily accessible. If you need to leave your children for any period of time, please ask another member to watch them – most members will gladly help. 
2. Remember that the playspace is a fun and nurturing environment, so please help your children respect others and the property. We have many crawling babies and unsteady toddlers, so please help your older children be mindful of them. 
3. We do have a designated “infant area.” Please keep riding and other inappropriate toys for infants out of this space. Older children should be urged to play in other areas.
4. Sharing is quite difficult for all children, especially for those under age three. Encourage your children to share the toys. Please discourage them from bringing their own toys to the playspace. Any toy weapon, balloon, or other choking hazard will not be allowed in the playspace.
5. Children should be accompanied by an adult during snack time and the arts-and-crafts activity. All food must remain in the kitchen. 
6. There are some spare diapers in the bathroom in case of an emergency. It is very important to take dirty diapers with you when you leave, as the trash is only for paper goods. Plastic bags are available under the changing table.
7. Please keep your children home if they have a fever; yellow or green drippy noses; diarrhea; the flu, conjunctivitis, or anything else that is contagious; or have been on antibiotics for less than 24 hours,.
8. There is no smoking anywhere in the building.
The Family Connection

New Membership Form (2014-2015)
A TFC membership costs $37 per year (July 1 – June 30), plus $1 per visit per family. (If you are joining after March 1, the membership fee is $20.) Membership fees cover the cost of rent, snacks, craft supplies, and general upkeep of the playspace. 

Parent(s) Name(s)

Address

City, State, Zip

Telephone

Email

Child(ren)’s name(s) and birth date(s):

Circle the best way to contact you:  Telephone or Email

Do we have your permission to print your phone number/email address in an internal phone list?  Yes or No
How did you find out about TFC? _________________________________________

Since TFC is run by its members, all members are expected to volunteer. There are many ways to volunteer. On a daily basis, we need people to set up for or clean up after snack time, coordinate craft time, lead the music circle, etc. We have a number of other tasks, some of which require time outside the playgroup to keep it running smoothly. 

Children must have appropriate supervision at all events. Supervision is the sole responsibility of the children’s parent/caregiver. The members of TFC are not responsible for any injuries occurring at the TFC playspace or at a TFC event. 
On behalf of myself and my child/children, I hereby absolve TFC, including its officers and representatives, from any liability, loss, damage, cost, claims and/or causes of action, including but not limited to all bodily injuries and property damage arising out of participation in any program, activity, or event sponsored by TFC. I recognize that TFC is a nonprofit organization and therefore this waiver is necessary to enable the organization to conduct its activities.

Signature








Date




Our Daily Schedule





10:00 a.m.	Doors open


10:30 a.m. 	Snack time 


11:00 a.m. 	Arts and crafts


11:45 a.m. 	Clean-up time


11:50 a.m. 	Music circle 


12:00 p.m. 	Doors close
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