Totem Nursery Preschool Society By-Laws

ARTICLE I MEMBERSHIP:

Eligibility — Active members consist of the parents and/or guardians of children currently
attending the preschool as well as members of the community. 50% of the board must be parents
and/or guardians.

Registration — Children who are aged 30 months plus, and will turn 3 years of age by December
31 of the entrance year, are eligible for registration. The registration dates for the new term shall
be set by the Executive and the Administrative Assistant. Parents who currently have children
enrolled will have the first opportunity to enroll for the following term for the same child and/or
a sibling. Parents on the waiting list will then be contacted and if all 80 spaces are not filled,
advertising to the public through local media will begin as it is the intention to have all spaces
filled for all classes. Registration during the term will be accepted at the discretion of the
Administrative Assistant with approval from the Executive.

Registration Packages — Packages are required to be completed in entirety, ensuring that a
contact and emergency contact number are readily available on file. This allows for the
immediate and proper care, and treatment of a child if a situation or concern arises.

Duties of Members — The members are responsible for insurance, financing, housing,
purchasing and maintenance of equipment, employment of Teachers, Administrative Assistant,
Custodian, and membership of the group operating under, and enforcing the constitutional by-
laws. Them members will engage the Teachers and the Administrative Assistant with an annual
contract and keep the terms of said contact, working closely with the staff at all times to achieve
the best possible program and atmosphere for growth of the children. Proper minutes of all
General and Executive Meetings and accurate books, accounting for all finances, will be kept for
annual auditing.

Terms- Community members have a minimum 2-year term with a maximum of 4 years in a
position before they must be put forth for voting again. Parent and/or guardian members will
have a 1-year term.

ARTICLE II MEETINGS:

Executive Meetings are scheduled to be held once a month, or at the discretion of the Executive.
General Meetings are scheduled to be held every second month, or at the discretion of either the
Executive or Staff. An Annual General Meeting is scheduled forth every September to elect the

new Executive for the preschool year.



ARTICLE III FEES:

Tuition fees shall be set annually and are payable by cash or cheque. To guarantee a child’s spot,
a registration fee must be paid, and a registration package must be fully competed. If the
parent/guardian prefers to use cash, the first month’s tuition fees are due upon registration.
Payment by cheque will require 10 post-dated cheques for the 15T of each month, made payable
to Totem Preschool. A non-sufficient fee will be applied to all non-sufficient cheques.

If fees are not paid on time, the parent/guardian will receive a written notice of overdue fees, and
is required to pay within 5 days. If full payment, including the late fee has not been paid, the
parent/guardian will receive a written final notice and must pay immediately or the child’s
enrollment will be terminated.

If a parent/guardian receives Government Subsidies they are still required to pay the full monthly
fees. Once Totem Preschool has received payment, the parent/guardian will be reimbursed the
amount received from the Government Subsidy.

ARTICLE IV OFFICERS:

Officers of this association shall be; President, Vice President, 2™ Vice President, Secretary,
Treasure, Fundraising Chairperson, Personnel Chairperson, Purchasing Officer, Public Relations
Chairperson, and Social Chairperson. They shall hold office from September to following
September, and such Committee chair people are necessary each year.

Duties of the Officers

President — Shall provide and attend all Regular and Executive meetings and be a member at all
standing committees. The President makes sure that all decisions are carried into effect and that
the duties of the other officers and staff are being performed. He/she has signing authority and a
set of keys to the preschool.

Vice President & 2" Vice President — Shall assist the President in all matters and shall attend
all Regular and Executive meetings. The Vice President shall preside in the absence of the
President and may be granted signing authority if necessary. 2™ Vice President will look after
gaming information which includes applications, reports and required licenses for events.

Secretary - Shall attend all Regular and Executive meetings, providing a report of the current
financial information for the Executive. The Treasure administers the Preschool finances,
depositing of all fees, issuing all cheques, petty cash, paying bills, keeping accurate accounts for
books to be audited at the close of each term. The Treasurer will have signing authority and a set
of keys to the Preschool if required.

Fundraising Chairperson — Shall attend all Regular and Executive meetings, distributing and
collecting for all fundraisers, keeping accurate records and communicating all information
pertaining their duties with the Executive. The role must be a parent and/or guardian member.



Purchasing Officer - Shall attend all Regular and Executive meetings, planning and purchasing
approved new equipment and supplies. All purchases are made by the individual and reimbursed
when receipts are handed in. . The role must be a parent and/or guardian member.

Public Relations Chairperson — Shall attend all Regular and Executive meetings, arriving early
to set up chairs, coffee, snacks and look after all the decorating needs. . The role must be a parent
and/or guardian member.

Personnel Chairperson - Shall attend all Regular and Executive meetings, acting as a liaison to
balance issues that may arise between parents/guardians, Executive, and/or employees. The
Personnel Chairperson is required to prepare and carry out staff reviews twice a year and acts as
the communication liaison between the Executive and staff.

Executives — The Executives will be elected by the prospective new members at the Annual
General Meeting to be held at the beginning of each Preschool term. An annual report is required
to be filled by the former member of the Executive an passed on to the ensuing Executive.

ARTICLE V TEACHING STAFF:

The Teachers shall have a contract that covers the terms of annual employment, salary, hours of
work, sick leave, and termination. The Teaches shall attended all meetings at the request of the
Executive and be responsible for carrying out the Preschool program as agreed upon. The
opportunity to attend workshops for professional development will be granted when feasible.

ARTICLE VI ADMINISTRATIVE ASSISTANT AND CUSTODIAN:

The administrative assistant and the custodian shall have a contract that covers the terms of
annual employment, salary, hours of work, sick leave and termination. The administrative
assistant shall attend all meetings, have sighing authority and be responsible for the daily
administrative duties of the Preschool as agreed upon. The opportunity to attend workshops for
professional development that will be a benefit to the preschool will be granted when feasible.

ARTICLE VII AMENDMENTS:

The constitution and by-laws of the association may be amended at Regular Meetings by a
majority vote with those present, providing that a notice of the proposed amendment is given at
the previous meeting and is on the agenda.

ARTICLE VIII DISSOLUTION:

It is an unalterable provision that upon the dissolution of the Totem Nursery Preschool Society,
after payment of all debts, and liabilities, the remining property shall be distributed of disposed
of to charitable organizations within the area of operation, whose objectives most nearly accord
with those of Totem Nursery Preschool Society. The members and staff of Totem Nursery



Preschool Society shall not have any interest in the property or assets of Totem Nursery
Preschool Society upon dissolution. All required documentation of Totem Nursery Preschool
Society will be kept for two years after dissolution.
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