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1.0 ENROLLMENT 
 

1.1 Eligibility for Enrollment 
(a) In accordance with child care regulations of the Community Care Facility Act, a child will be at 

least 30 months of age at the date of entrance to the facility and 36 months of age by December 
31st of the entrance year. 

(b) Child must be toilet trained. 
 

1.2 Registration Procedures 
• Application for enrollment should be made in writing to the Manager or Teacher. 

• Pay non-refundable registration fee. 

• Registration package must be completed in full and returned on or before the child’s first day of 
preschool. 

 

1.3 Priority for Enrollment 
Preschool will maintain a waiting list. When there are vacancies, new children will be accepted. Priorities 
for enrollment are as follows: 

- Children currently enrolled in one class and wanting to move to a different class, if space is 
available and setting is suitable for the child. 

- Siblings of children already enrolled. 
- Children returning for a second or subsequent session. 
- Children applying for admission for the first time. 

The enrollment officer will contact the parent on the waiting list to ensure that they are still requesting 
the space.  No family will be discriminated against on the basis of race, language, socio-economic status, 
gender or sexual orientation. 
 

1.4 Class Size 
In accordance with child care regulations of the Community Care Facility Act 

(1) For each group of 10 or fewer children, one licensed Early Childhood Educator. 
(2) For each group of 1 - 20 children, one licensed Early Childhood Educator and one licensed Early 

Childhood Educator Assistant. 
(3) Totem Preschool's facility license is currently for 20 children per class. 

 

1.5 Class Sessions 
(1) Two-day (Tuesday and Thursday) or three-day (Monday, Wednesday and Friday) morning and 

afternoon sessions are available. 
(2) Session times shall be determined yearly by the Manager, Teacher and Executive. 
(3) Child may only be enrolled in one session at a time. 
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1.6 Orientation for New Families 
(1) The Manager and/or Teacher will share information about the purpose and philosophy of Totem 

Preschool, the policies, the program, the Executive, committees and opportunities for family 
involvement. 

(2) Each family will receive a parent handbook and registration package. 
(3) Each family will sign an agreement between themselves and Totem Preschool indicating that 

they understand the Policies and Procedures. 
 

1.7 Children Who Require Extra Support  
A special needs child may be admitted provided that: 

(1) Attendance by such child meets the approval of Ministry of Social Services. 
(2) The Manager, Teacher and Executive agree with the recommendation that the child be allowed 

to register. 
(3) Assistance and/or support necessary to integrate the child into the Preschool class are available. 

2.0 FEES 
 

2.1 Establishing Fees 
Fees shall be established annually prior to membership acceptance of the Preschool budget discussed at 
the Annual General Meeting. 
 

2.2 Fee Structure  
Fees shall include: 

(1) A non refundable registration fee payable upon the acceptance of an application.  One 
registration fee per child is required. 

(2) Monthly Tuition Fees 
(a) Fees are payable by post dated cheques made payable for the first day of each month that 

preschool is in session. 
(b) Cheques are payable to Totem Preschool and are due on or before the child's first day of 

class. 
(c) If you do not wish to pay by cheque, cash or electronic payment must be submitted by the 

15th of the previous month.  (i.e. October fees are due September 15th) 
(d) There are no refunds for holidays, absenteeism, illness, in-service days or cancellation of 

classes. 
(e) If enrollment occurs between the 1st and the 15th of the month a full month's tuition must 

be paid. 
(f) If enrollment occurs between the 16th and the end of the month, a half a month’s tuition 

will be paid  
 

2.3 Subsidy 
(a) Subsidy applicants that have applied and are waiting for approval are required to pay fees and 

be reimbursed. 
(b) Subsidy recipients are required to make up any difference in tuition fees not covered by their 

subsidy. 
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2.4 Failure to Pay Fees 
(a) Parents will receive a written reminder that fees are past due. Parents will be given 5 

business days to make a full payment. 
(b) Parents will receive final notice of late payment at which time the parent must contact the 

treasurer to make payment immediately. A child’s enrollment may be terminated if fees 
remain unpaid after written warnings and reminders. 

(c) If late payment is a chronic problem and occurs three or more times, services may be denied 
permanently. 

 

2.5 NSF Fees 
(a) The NSF fee will be $25.00. 
(b) If a second NSF fee occurs, the parent will be required to pay a $45.00 NSF fee and future fees in 

cash or certified cheque. 
 

2.6 Refund Policy     
In the event of any unforeseen or unavoidable circumstances that occur and the teachers are unable to 
teach, the class will be cancelled. There are no refunds or credits if a class is canceled unless there are 3 
or more missed days in a row. Parents will receive a refund if, in those canceled days, their child has 
missed 2 consecutive scheduled classes at Totem Preschool. The preschool will prorate the days missed 
at the end of the month. This does not include planned preschool closures and Pro-D days. 
 

2.7  Volunteer Time 
It is required for each child that is registered in Totem Preschool that the parent/guardian must fulfill a 
minimum of 2 hours of volunteer time throughout the year or forfeit the $100.00 volunteer bond. 
 

3.0 NOTIFICATION OF WITHDRAWAL 
Notice of withdrawal (Appendix C) must be made in writing to Totem Preschool one calendar month in 
advance of the date of withdrawal.  One month's fee will be payable in lieu of such notice. 

(a) The Executive Committee may waive the one-month penalty fee if the spot can be filled and 
the Preschool will not suffer a financial loss. 

(b) However, where the withdrawal is necessitated by unforeseen circumstances, a member 
may present his/her cause to the Treasurer and one other member of the Executive 
Committee who may consider waiving the one-month penalty fee. 

 

4.0 PRESCHOOL YEAR & TERM 
 

4.1 Fiscal Year 
The Fiscal Year of the Preschool is June 1st to May 31st. 
 

4.2 Preschool Term 
(a) The beginning and end of the preschool term shall be in accordance with the Teacher's contract 

as negotiated for the current year by the Executive and the Teacher. 
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(b) The Preschool term shall follow that of School District #60 with regards to beginning, end and 
major closures (Christmas and Spring Break). 

 

4.3 Preschool Closure 
The Preschool will be closed: 

(a) During all public-school holidays. 
(b) In the event of extreme weather conditions as determined by the Teacher and the 

President. 
(c) When the teacher is ill, unless a qualified substitute has been obtained. 
(d) As stipulated in the teacher's contract (i.e. Professional days or workshops), unless a 

qualified substitute has been obtained. 
(e) If the Preschool building or condition of the environment is unsafe or unhealthy for the 

children as determined by the Teacher and the President and/or Public Health Official. 
(f) At the discretion of the Teacher and Executive Committee. 

 

4.4 Procedure for Unscheduled Closures 
(1) The Teacher, in conjunction with the President, will determine whether or not conditions 

warrant the closing of the Preschool.   If the President is unavailable, the Teacher will contact 
the 1st Vice President. 

(2) Once the decision has been made to close the preschool, the Teacher and/or President will 
contact each Class Representative. 

(3) Each Class Representative will contact the families in their class. 
 

5.0 ARRIVAL AND PICK-UP 
 

5.1 Arrival 
(1) All parent MUST sign in their child. Children are not to be signed in more than 10 minutes 

prior to the start of class. 
(2) Children are to be brought in to the Preschool building and delivered to the Teacher or 

Assistant.  
(3) Upon arrival, the parents are responsible for preparing their child for indoor play. 

 

5.2 Pick Up 
(a) Children are to be collected promptly at the end of class. 
(b) Only parents or authorized adults will be permitted to pick up the child. A parent is able to 

change their list of people authorized to pick up their child at any time by contacting the 
preschool. In case of an emergency where a parent requires a person not on their authorized 
pick up list to retrieve the child, the preschool must be notified by phone before a child leaves 
the facility. 

(c) No child will be released when it appears to the staff that the authorized adult is impaired.  The 
staff will offer to call a relative, friend or cab to pick up the adult and child. If the authorized 
adult insists on driving, he/she will be informed that doing so will be breaking the law and 
endangering the child. The police will be called immediately. 
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(d) At the time of pick up, all children must be supervised either by the parent or teachers.  Once it 
is past pick up time children must remain with their parents at all times. 

 

5.3 Late Pick Up 
It is important that children are picked up promptly at the end of class. If due to an emergency, a parent 
will be late picking up a child, the parent will contact the preschool immediately. If lateness becomes a 
chronic problem, the matter will be taken to the Executive Committee.  Chronic lateness may result in a 
charge being levied or termination of enrollment. 
 

6.0 HEALTH OF A CHILD 
(a) Parents will be required to provide a copy of their child's immunization records or sign an 

immunization waiver as attached in Appendix E. 
(b) No child will attend Preschool with an illness or symptom of any communicable disease. 
(c) Parents are required to notify the Teacher if their child contracts head lice or a contagious 

disease (i.e., Chicken Pox, Measles, Pink Eye, etc.) Any child that contracts head lice or a 
contagious disease must not return to class until treatment(s) has been successful and the 
child is no longer infectious.  No financial compensation will be offered. 

(d) In cases of contagious condition or disease, parents whose child may have come in contact 
with such will be notified. Parents will receive written notification and applicable pamphlets 
as provided by Health Link BC. 

(e) Reportable conditions or diseases will be dually reported to the health and/or licensing 
authority. Staff will follow the authority’s recommendations for sanitation and/or 
remediation. 

(f) The child's parents/guardians will assume any financial responsibility in cases of an 
emergency where a doctor, ambulance, or another health provider must be called in. 

(g) The Teacher has the authority to determine a child's state of wellness and may have a sick 
child taken home by the child’s parent/guardian or emergency contact person. 

 

6.1 Medication 
(a) Staff may administer medication to a child only if a Medication Consent Form (Appendix B) has 

been completed by the parent/guardian. 
(b) Staff may administer only medication prescribed by the child's physician or non-prescription 

medication authorized by the parent. 
(c) Medication will only be given in the amounts and times specified on the Medication Consent 

Form. 
(d) If the child is prescribed to self-administer, a staff member will supervise the administration. 
(e) All records of medication administration will be kept. 
(f) All medication will be stored according to Community Care and Assisted Living Act Child Care 

Licensing Regulations. 
 

6.2 Hygiene 
Totem Preschool staff will encourage good hygiene practices with its students through song and 

demonstration.  

Children will wash their hands: 
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(a) Upon entering the school and preparing for their school day 

(b) After use of the washroom 

(c) Before and after snack time 

(d) After outdoor play 

(e) After wiping their nose, sneezing, or coughing 

(f) After any activity where their hands became soiled 

Children will be assisted, if needed, in changing if their clothes have become soiled due to a bathroom 

accident, food or drink spill, etc. 

6.3 Nutrition 
Parents are required to pack a nutritious snack for their child. Snacks should: 

(a) Contain at least 1 fruit or vegetable or other healthy alternative.  

(b) Not contain items with added sugar. 

(c) Be NUT FREE. 

(d) Not need refrigeration. 

(e) Not need additional preparation. 

(f) Be an appropriate portion size.  

6.4 Abuse 
In all instances of suspected or alleged physical, sexual, verbal, or emotional abuse or neglect Totem 

Preschool will follow the protocols of the Government of BC as stated in their document The BC 

Handbook for Action on Child Abuse and Neglect for Service Providers.  

7.0 GUIDANCE & TREATMENT OF CHILDREN 
 A licensee must ensure that a child, while under the care or supervision of the licensee, is not subjected 

to any of the following: 
(a) shoving, hitting or shaking by an employee or another child, or confinement or physical restraint 

by another child; 
(b) confinement or physical restraint by an employee, except as authorized in a child’s care plan if 

the care plan includes instructions respecting behavioral guidance; 
(c) harsh, belittling or degrading treatment by an employee or another child, whether verbal, 

emotional or physical, that could humiliate the child or undermine the child’s self-respect 
(d) spanking or any other form of corporal punishment 
(e) separation, without supervision by a responsible adult, from other children 
(f) as a form of punishment, deprivation of meals, snacks, rest or necessary use of a toilet. 

 
In situations where inappropriate behaviour is witnessed, a teacher will: 

(1) Acknowledge the behaviour as inappropriate 
(2) Provide positive verbal cues to correct behaviour 
(3) Repeat acknowledgement and cues as needed 
(4) Redirect the child to a different activity, peer group, or play space  

 
When inappropriate behaviour persists, a teacher will: 

(1) Remove the child from the situation to a designated space while maintaining supervision by the 
teacher or a designate 
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(2) Assist the child in calming exercises such as deep breathing or closing their eyes 
(3) Ask the child for a reason for the behaviour 
(4) Explain limits of behaviour and consequences 
(5) Set a limit for time away from group activities 
(6) Welcome the child back to group activity and play 
(7) Inform the parent of behaviour in a confidential manner and suggest parental interventions to 

prevent future incidents 
 
When inappropriate behaviour persists despite above interventions or is considered severe, a teacher 
will: 

(1) Remove the child from the situation to a designated space while maintaining supervision 
(2) Contact parent/guardian immediately to pick up the child 
(3) Discuss with the parent/guardian the behaviour and de-escalation strategies used and create a 

collaborative plan with the parent/guardian to prevent future incidents 
(4) Suggest time away from the preschool as a strategy to correct continuous inappropriate 

behaviour. Time away will be limited to 1-3 scheduled classes. 
(5) Make parents aware that they may obtain an outside professional to consult if desired 
(6) In cases of severe inappropriate behaviour that poses a future risk to other students or staff, a 

decision for continued enrollment will be made by the Executive Committee  
 
When inappropriate behaviour results in injury to the child or another child, the staff and board will: 

(1) Follow injury procedure as outlined in Section 27.1 of this document 
(2) Contact parent/guardian to explain the event and injury 
(3) Reintroduce the injured child(ren) to activities if agreed upon by child(ren), teacher, and parent 
(4) Record details into Log of Minor Incidents 
(5) If necessary, record and report any Schedule H (Child Care Licensing Act) incidents to the 

governing body. 
 

8.0 CARE & SUPERVISION 
Children will be led in instruction by one ECE per 10 children. Totem Preschool maintains 2 groups of 10 
children led by one ECE per group. Should an ECE be absent or have an urgent need to leave the 
preschool, another qualified adult will be called immediately ensuring no lapse in supervision of 
children. For prolonged absences of an ECE, a substitute ECE or ECEA will be contracted to the 
preschool. In cases where no substitute is available, the preschool will close until such time as a 
substitute is able to begin work.  
ECE’s are responsible to lead instruction, transition children between indoor activities, and ensure 
children are assisted during snack time. When transitioning from indoor to outdoor activities, 1 group of 
children will be prepared to go outside with one ECE, followed by the second group and their ECE.  
At no time will the ratio of children per educator exceed 10:1. Activity preparation by the educators will 
be done before the beginning of the preschool day. If further preparation is necessary during school 
time it will be completed by the manager on request from the teacher, or by the teacher while the 
manager supervises the students. In the case of breaks for educators, the manager will be asked to 
supervise the students ensuring only one teacher has a break at a time. 
A list will be maintained by the manager of qualified adults able to assist in the classroom should an ECE 
be absent. Qualified adults will have a satisfactory criminal record check and Responsible Adult course.  
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In cases where a student must be separated from the group due only to inappropriate behaviour or 
need to “calm down”, the student may be supervised by the manager who holds a responsible adult 
certificate and maintains a satisfactory criminal record check. These sessions of separation shall be 
limited to no more than 5 minutes unless the child requests further time or the manager sees a need for 
further separation, in which case, a parent will be called to pick up the child. 
 

9.0 APPREHENSION BY THE MINISTRY OF CHILDREN AND FAMILIES 
If/when a Social Worker from the Ministry of Children and Families and/or the Police, intend to 
apprehend a child at the Preschool, the Teacher or Assistant on duty will be responsible for responding 
to the situation.  The Teacher will require the Social Worker and/or Police Officer to show identification.  
The staff member will record the name(s) and titles of the person apprehending the child and the 
address and phone number of the Ministry Office and/or Police Department to verify that the Social 
Worker and/or the Police Officer has authorization to apprehend this child prior to the child’s being 
removed from the Preschool. 
 

10.0 CUSTODY AND ACCESS AGREEMENT 
If the parents have agreed to live separately, Totem Preschool will assume that the information from the 
enrolling parent will be followed.  However, without a custody or court order on file at the Preschool, 
Totem Preschool cannot deny access to non-enrolling parent.  If this arises the policy on unauthorized 
person will be implemented.  If custody has not been legally determined and conflict between the 
parents/guardians/and/or other family members is evident then Totem Preschool may not be able to 
care for the child (unless both parents/guardians or other family member sign a written agreement 
confirming details regarding authorization for pick-up, and access to information about the child.)  If a 
family has a custody or court order, a copy must be placed in the child's file and details about 
arrangements contained in the legal documents will be followed at all times. Staff or the Executive 
Members of Totem Preschool will call the police if assistance is required to enforce a custody or court 
order. Verbal and written information about the child will be shared with the enrolling parent/guardian 
unless otherwise agreed upon. Permission to share information with others will reflect the policy on 
confidentiality. 

11.0 CONFIDENTIALITY 
 

11.1 Definition 
Confidentiality refers to all verbal and written information about potential, enrolling and former: 
(a) Children and Families 
(b) Employees 
It also refers to information related to recorded board discussions and decisions.  All staff and Executive 
members will be expected to fulfill their obligation to protect privacy.  Each individual will ensure that 
no private or personal information is revealed that may cause another individual harm.  This excludes 
the responsibility that service providers and others have as outlined in legislation and/or when 
information is subpoenaed by the court. 
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11.2 Custody and Control of Records 
Custody and control of the children's records will belong solely to the Totem Preschool unless 
contractual arrangements and/or legislation alter this policy. 

 

11.3 Client Information 
The principle of "need to know" will guide all service providers and Executive members in judging who 
will have access to information about children and their families, and how much information about a 
child and/or their family will be shared. No information will be released about the child and the enrolling 
parent/guardian without first receiving written permission from the enrolling parent/guardian. This 
excludes the responsibility service providers have as outlined in legislation (i.e., duty to report, need for 
protection, as well as access to information that is subpoenaed by the court). 

 

11.4 Storage of Client Information 
All written information that is confidential will be properly kept in the files and stored in the locked filing 
cabinet in the child care office. Access to these files will be restricted to those who need to know such 
information. 

 

11.5 Personnel Information 
If there is a request for information about an employee, written or verbal permission will be sought. If 
verbal permission is sought, documentation will be kept noting the date, time and information to be 
disclosed. This excludes the responsibility individuals and organizations may have as outlined in 
legislation (i.e., Income Tax Act, Employment Standards Act) or as subpoenaed by the court. 
 

12.0 CONFLICT RESOLUTION BETWEEN ADULTS 
Staff, Executive and Members at Totem Preschool will make continuous effort to practice effective 
communication with all colleagues and adults at the center. When there are differences of opinion and 
disputes, staff will initiate opportunities and attempt to problem solve the differences in a timely way. 
All staff will utilize skills that demonstrate constructive discussion and respectful communication. 
Everyone involved will endeavor to agree on a meaningful solution to each dispute. If individuals have 
unsuccessfully tried to negotiate resolution of conflict, they may ask another staff person to facilitate a 
further dialogue. All efforts will be made to mutually agree on identifying a facilitator and timelines for a 
meeting. The goal will be to work towards a mutually agreed upon solution. 

 

12.1 Workplace Gossip 
Totem Preschool strives to maintain a workplace free from gossip. Gossip consists of any statement not 

confirmed to be true, damaging to the reputation of the preschool, its staff, parents/guardians, or 

students or otherwise considered rumor. Staff and Board members will: 

(a) Not speak or insinuate another person’s name when that person is not present unless it is to 

compliment or reference regarding work matters. 

(b) Not participate when another mentions a person who is not present in a negative light.  
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(c) Not respond to negative texts, or email or use texts or email to pass on private or derogatory 

information about any person in the Preschool. 

(d) Not speak to another co-worker while off the job about people at work in a derogatory light.  

(e) Use the proper channels to report a co-worker’s behaviour that is unethical, incorrect, against 

procedures, or disruptive so that the person in authority can take corrective action. 

12.2 Workplace Bullying & Harassment 
Totem Preschool strives to maintain a safe and healthy workplace.  Totem will follow all guidelines and 

principles set out by WorkSafeBC in their document: Towards a Respectful Workplace in regards to 

recognition, prevention, reporting, and responding to instances of suspected or reported bullying or 

harassment. 

 

13.0 RESPONSIBILITIES OF PARENTS/GUARDIANS 
(a) To abide by all terms of the Parent/Guardian Agreement. (Attached as Appendix A) 
(b) To abide by all terms of the Totem Preschool Handbook and the Policies and Procedures. 
(c) Volunteer when possible and when needed. 
 

14.0 DRESS AND SPARE CLOTHING 
(a) Children should be dressed in comfortable play clothes appropriate for the weather. 
(b) Children must wear indoor footwear inside the preschool. 
(c) Parent/guardian shall supply a spare set of clothing to be kept in the child’s backpack 

15.0 BIRTHDAYS 
Children's birthdays may be celebrated by the parent/guardian bringing in a special snack on a 
designated day. Snacks are to be nut free. Snacks should not be provided that would exclude children 
with food allergies or sensitivities. In order to achieve consistency, balloons, clowns, goody bags or 
anything similar is not permitted.  If a child's birthday is not during preschool time; the parent/guardian 
may pick a specific day for a birthday celebration. 

16.0 BATHROOM ROUTINE 
All students must be fully toilet trained. Fully toilet trained means that the child knows when he or she 
has to use the bathroom and does not need any assistance in the bathroom. Pull-ups are not acceptable. 
The Teacher or Assistant will assist a child with zipper, buttons, etc. if necessary, as part of the bathroom 
routine.  The child will be assisted with thorough washing of hands with soap and water after using the 
bathroom facilities.  If an accident occurs the Teacher or Assistant will help the child change his or her 
clothes. 

17.0 SHOW & SHARE 
Show and share days will be scheduled by the teachers.  Information regarding show and share will be 
included in the monthly newsletter and written on the calendar at the Preschool.  In keeping with the 
preschool’s policy of non-violent activities, toy guns, toy knives or other similar items are not permitted. 
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Children are encouraged to bring one item such as a picture, stuffed animal, storybook, musical 
instrument, etc. 

18.0 FIELD TRIPS 
(a) Field trips may be scheduled throughout the year.  Information regarding field trips will be sent 

home in advance and/or communicated in the monthly newsletter. 
(b) Parents may be asked to volunteer when extra supervision is needed. 
(c) Parents will sign a field trip consent form. Consent form will include the date, time, location, and 

activities of the field trip. 
(c) Volunteers must have an approved completed criminal record check on file at the Preschool. 
(e) The Preschool requests that no siblings participate. 
 

19.0 ACTIVE PLAY 
It is recommended that active play and physical movement should be incorporated in Totem Preschool 
throughout the daily routines for a total of 30 minutes for each class.  Active play is physical activity 
which includes moderate to vigorous bursts of high energy that raises children’s heart rates such as 
running or jumping. During cold weather periods, children will have use of an open play area in which 
physical movement will be encouraged to include suitable activities while maintaining a safe 
environment. During warmer weather periods, when the outside temperature is above -15 degrees 
Celsius, outdoor play will occur barring any unusual weather activity. 
Screen time of any sort is not offered to the children during class time. 
 

20.0 MEETINGS 
 

20.1 General Meetings 
(a) General Meetings are held regularly as determined by the Executive Committee. The GM will 

cover topics such as Executive Report, Field Trips, Policies, Fundraising, Teachers Update ... 
(b) For the transaction of business to take place, a quorum (3 Voting Members) must be present. 

 

20.2 Executive Meetings 
Executive Meetings will be held on a monthly basis. 

 

20.3 Annual General Meetings 
(a) The Annual General Meeting will be held early in September. 
(b) The Annual General Meeting will include a Financial Statement for the prior fiscal year, a report 

of the directors to the members and the election of a new Board of Directors. 
 

21.0 AMENDMENTS 

21.1 Constitution & By-Laws 
(a) May be amended at a regular meeting by a majority vote of those present. 
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(b) Any changes made must comply with all governing regulations of this Preschool (i.e., Society 
Act, Child Care Licensing Regulations, the Labor Board and Gaming Commission). 

(c) Any changes made to the Constitution and By-Laws must be submitted to and approved by the 
Registrar of Companies. 

 

21.2 Policies & Procedures 
(a) May be amended at a regular meeting by a majority vote of those present. 
(b) Any changes made must comply with all the governing regulations of this Preschool (i.e., 

Constitutions and By-Laws, Child Care Licensing Regulations, the Labor Board and Gaming 
Commission). 

22.0 EXECUTIVE POSITIONS 
Parents will be nominated and then elected at the Annual General Meeting to fill the following 
volunteer positions with the exception of the past president. 
 

22.1 List of Executive Positions 
(a) President 
(b) Vice-President & 2nd Vice-President 
(c) Secretary 
(d) Treasurer 
(e) Personnel Chairperson 
(t)  Fundraising Officer 
(g) Public Relations Chairperson 
(h) Supplies and Equipment Purchasing Officer 
(i) Social Chairperson 
(g) Past President 
 

22.2 Duties & Responsibilities of Executive Positions 
(a) President 
• Convenes and presides at all General and Executive Meetings. 
• Sees that all the decisions are carried into effect. 
• Sees that the duties of the other Officers and the Staff are performed. 
• Is responsible for the administration of the Preschool. 
• Has a set of keys to the Preschool. 
• Has signing authority. 
• Has no vote other than as a tie-breaker in decisions. 
(b) Vice President & 2nd Vice President 
The following duties will be shared between the 1st and 2nd vice president: 
• Attends all General and Executive Meetings. 
• Assists the president whenever necessary and chair Executive and General Meetings in the 

absence of the president. 
• Performs whatever duties are requested by the president. 
• Oversees the election process. 
• Does the follow-up on all the non-Executive positions. 
• Sits on various committees (e.g. fundraising) and fills in whenever needed. 
• Has voting ability on Executive decisions. 
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• Has signing authority. 
• Acts as a Preschool contact during the summer. 
• Processes all summer enrollments. 
(c) Secretary 
• Attends all General and Executive Meetings. 
• Keeps an accurate account of the monthly Meetings by recording the minutes and posting 

general meeting minutes for members within one week. 
• Keeps an accurate attendance record for the General meeting. 
• Reads past minutes at the new Meetings. 
• Deals with all correspondence as directed by the president. 
• Keeps the parent handbook up to date. 
• Does any additional typing needed for the running of the Preschool. 
(d) Treasurer 
• Attends and reports at all General and Executive Meetings. 
• Administers the Preschool's finances, including keeping of the books, financial records, handling 

the payroll, delivering of signed pay cheques to the employees, depositing tuition fees, 
reconciling bank statements, keeping petty cash up to date, writing cheques and receipts and 
paying bills. 

• Distributes receipts for all tuition payments. 
• Reports current financial status at monthly Executive and General Meetings. 
• Prepares year end financial statement and budget for following year. 
(e) PERSONNEL CHAIRPERSON 
• Attends all General and Executive Meetings. 
• Acts as a liaison to settle problems that may arise between parent/guardian, members and/or 

employees. 
• In larger disputes, must be able to chair assigned Personnel Committee. 
• Prepares teacher evaluation questionnaires to be filled out by the parents twice a year.  

Assesses the results and reports them to the teacher and membership. 
• Prepares and carries out staff reviews twice per year. 
• Mediation skills an asset. 
(f) FUNDRAISING OFFICER 
• Attends all General and Executive Meetings. 
• Organizes and promotes the necessary fundraising. 
• Keeps track of ongoing tallies of raised funds during fundraising events, and records a summary 

of each event and the details involving the preparation and results. 
• Negotiates written quotes from necessary vendors and businesses. (i.e., hall rentals, etc.) 
• Arranges promotions for upcoming events. 
• Acts as a chairperson for fundraising committee when one is necessary. 
• Orders and distributes any products purchased as a fundraiser. (i.e. stickers etc.) 
(g) PUBLIC RELATIONS CHAIRPERSON 
• Attends all Executive and General Meetings. 
• Raises the positive profile of the Preschool. 
• Prepares advertising as approved by the Executive. 
• Purchases approved advertising. 
• Solicits support or donations from local businesses and community groups. 
• Plans publicity events. 
• Works with Fundraising Chairperson to arrange any necessary advertising for fundraising events. 
(h) SUPPLIES AND EQUIPMENT PURCHASING OFFICER 
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• Attends all Executive and General Meetings. 
• Plans and purchases approved new equipment and supplies. 
• Picks up and returns rentals. 
• Assists manager in year-end inventory. 
(i) SOCIAL CHAIRPERSON 
• Attends all Executive and General Meetings. 
• Arrives early and arranges the setting out of chairs and coffee for the General Meetings and any 

other Preschool functions. 
• Arranges with members to take turns supplying snacks for such events. 
• Acts as chairperson for the Social Committee to arrange events (i.e., graduation, holiday events, 

etc.) 
• Contacts supplies officer to purchase seasonal items and/or decorations. 
(j) PAST PRESIDENT 
• Attends Meetings upon the request of the current Executive. 
• Offers advice and assistance based on the previous year's experiences. 
 

23.0 VOLUNTEER POSITIONS 
 

23.1 List of Volunteer Positions 
(a) Class Representatives 
(b) Maintenance Officer(s) 
(c) Committee Members 
(d) Teacher's Prep Assistant(s) 
(e) Recycler 
 

23.2 Duties & Responsibilities of Volunteer Positions 
(a) Class Representatives 
• One representative from each class. 
• A completed criminal record check is required. 
• Contacts parents by phone when necessary.  (i.e. school closures, fundraisers, field trips, etc.) 
(b) Maintenance Officers 
• Works with the Teachers and Executive to maintain the good running order of the building, 

equipment and grounds. 
• Arranges for snow removal/yard maintenance in fall/spring (lawn mowing). 
• Replaces burnt out light bulbs. 
• Installs any needed items. 
• Maintains a record of each task completed in the maintenance binder at the Preschool for 

future reference. 
(c) Committee Members 
• Volunteers may be sought for standing committees including social and fundraising. 
• Volunteers will be sought from time to time to stand on committees to perform certain 

functions (i.e. budgeting, policy and procedure revisions, etc.). 
(d) Teacher Prep Assistants 
• Works closely with the teacher to perform any task required (i.e. cutting, tracing and preparing 

any special supplies or activities). 
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(e) Recycler 
• Organizes and maintains area/bins for recycling. 

• Takes recycling to the depot on a regular basis. Takes refundable items to the depot for refund 
and submits it to the preschool. 

• Returns recycling bins to the preschool as soon as possible and always on the same day. 
 

24.0 REVIEW AND/OR TERMINATION OF MEMBERSHIP 
 

24.1 Actions That Will Result in Termination of Membership 
(a) Fees for service are not paid according to the financial policies and suitable arrangements 

cannot be made. 
(b) The family does not abide by the expectations and agreements of Totem Preschools’ Policies 
and Procedures or the Society's By-Laws. 

(c) A family member creates a hostile or poisoned work environment and/or interferes with the 
employees or volunteers work performance. 

(d) A family member intimidates, harasses, threatens to abuse or commits a violent or aggressive 
act toward a child, volunteer, staff member or another family member involved in the 
Preschool. 

(e) The Preschool is unable to satisfactory resolve problems of late pick up with a family. 
(f) The child's behavior is severely disruptive or physically threatening to the well being and safety 

of other children or staff and additional support to accommodate the child are unavailable. 
 

24.2 Procedure for Review of Membership 
(a) Teacher and/or Executive will work with the family to identify other more suitable programs or 

resources. 
(b) Consultation with professional support resources such as a consultant for the Supported Child 

Care Service. 
(c) Referring to appropriate services for staff training or intervention with the child and/or family. 
 

24.3 Procedure for Termination of Membership 
In the event that termination is required, the center will support the family to access other programs 
and resources. Termination of membership can occur without warning if the behavior of the member is 
threatening or harassing to the children, teachers, volunteers or other members. 
 

25.0 RESPONSIBILITIES OF THE STAFF 
 

25.1 Qualifications 
(a) All employees shall have approved criminal record checks on site (excluding janitorial staff). 
(b) Valid certificates and 'character and skill requirements' as required by Child Care Licensing 

Regulations. 
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(c) A statement signed by a medical practitioner indicating that the person is physically and 
psychologically capable of working with children and carrying out assigned duties in a 
community care facility (excluding janitorial staff). 

(d) Evidence that the person has complied with the Province's immunization and tuberculosis 
control programs (excluding janitorial staff). 

 

25.2 Contract 
Staff members shall sign a detailed contract covering the term of annual employment, salary, hours of 
work, professional development, sick leave and termination.  The staff shall abide by the terms of this 
contract. 
 

25.3 Responsibilities in the Classroom 
(a) The Manager will act as the superintendent of the Preschool and report directly to the 

Executive.  In the absence of a Manager the teachers will share the responsibility. 
(b) The Manager will ensure ongoing observation, coaching and supervision of the Child Care Staff 

and volunteers. 
(c) The Teacher will be responsible for carrying out the Preschool program as agreed upon between 

the Society Members (as communicated through the Executive), the Manager and the Teacher. 
(d) The staff will adhere to the Society's Constitution and By-Laws and Policies and Procedures. 
 

25.4 Administrative Responsibilities  
The Teachers will share the duties of the Manager, as directed by the Executive, when one is not 
currently employed. 
(a) The Manager acts as an advisor with respect to all major decisions concerning the 

administration of the Preschool. 
(b) The Manager attends meetings on the request of the Executive. 
(c) The Manager and/or Teacher reports to the membership at the general meetings on matters 

concerning the classroom when necessary. 
(d) The Manager handles all enrollments throughout the preschool year, including family tours and 

orientation. 
(e) All Staff observe professional standards of confidentiality in his/her contact with the individual 

parents/guardians and shall obtain the consent of persons before providing confidential 
information to the Executive Committee. 

(f) The Manager fills out and files all Grant Applications upon the request of the Executive. 
(g) The Manager and Executive ensure that all staff are qualified and follow the Policies and 

Procedures of the Preschool as well as all Child Care Licensing Regulations. 
(h) The Manager updates and distributes new class phone lists to the class representative as 

required. 
(i) The Manager maintains current list of members, including phone numbers and mailing 

addresses. 
 

25.5 Cleaning of the Preschool 
In the absence of a janitor the cleaning responsibilities fall to the Teacher. 
(a) The Janitor or Teacher ensures the cleaning of the facility meets or exceeds the Child Care 

Licensing Regulations. 
(b) The Janitor or Teacher keeps accurate records of scheduled cleanings. 
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(c) The Staff will notify the Executive if there is a concern. 
 

26.0 EMERGENCY PROCEDURES 
 

26.1 Injuries     
The 1st Teacher will: 
- Stay with the injured child. 
- Administer first aid if necessary.  
The 2nd Teacher or Assistant will: 
- Supervise the other children away from the injured child. 
- Call the ambulance if necessary. 
- Give other assistance as directed by the Manager or 1st Teacher. 
- Call the child's parent/guardian and doctor if directed by the Manager or 1st Teacher. 
The Manager will: 
-  Assist the 2nd teacher or Assistant in supervision of the children 
 

26.2 Evacuation Procedure 
The Manager/Teacher will: 

(a) Gather children. 
(b) Retrieve attendance records. 
(c) Proceed briskly to the emergency exit and lead the children outside.  
(d) Take attendance to ensure all students are present. 

The Assistant will: 
(a) Help the Teacher to gather children. 
(b) Check all areas of the classroom, including kitchen, bathroom and storage area etc. 
(c) FOR FIRE:   Close all windows and doors before proceeding outside to join the group. 
(d) Call the appropriate emergency personnel and wait for further instruction. 
(e) Call class representative who will then call parents of children notifying them of the situation 

and informing them to pick up their child as soon as possible and at which location. 
In the event that the evacuation area expands beyond the preschool grounds, staff and children will 
proceed to Robert Ogilvie Elementary School or North Peace Secondary School. In cases of evacuation 
during cold weather, staff and students will proceed promptly into Robert Ogilvie Elementary. 
 

26.3 Missing Child 
(a) The Teacher or accompanying adult will determine which child is missing. 
(b) The Teacher or adult will notify the field trip adults and any other relevant adults. 
(c) Depending on the number of available adults, the Teacher will designate a team to search and a 

team to supervise the other children. Whenever possible there will be a qualified ECE staff 
member on each team. 

(d) The Teacher will designate areas to search in order of priority and a meeting place and time for 
the initial search. 
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26.4 Lock Down  
Lock down procedure will be initiated upon notification from Robert Ogilvie Elementary School, North 

Peace Secondary School, RCMP, or another public official. During lock down and based on threat risk 

and/or severity, staff will: 

(a) Lock and bolt all doors 

(b) Lock all windows 

(c) Close window blinds/drapes 

(d) Maintain contact with authorities 

(e) Assemble children and escort them downstairs 

(f) Call class representatives who will then call parents of children. Parents will be asked to 

remain away from the school until they receive another call notifying them that lock down 

procedure has ended 

(g) Escort children to storage room area 

(h) Remain in place until notified by authorities that the situation is resolved and it is safe to 

exit the storage room 

 

27.0 VISITORS ENTERING THE CHILDCARE FACILITY 
Authorized visitors and community partners will be welcomed in the Totem Preschool facility with the 
consent of the Executive or Manager. All other visitors wishing the opportunity to view the child care 
center will be invited to attend an open house day or contact the Enrollment Officer for a personal tour. 
Unauthorized visitors will not be allowed to visit the child care center. The senior staff member will be 
responsible for addressing this situation; however, all staff and parents/guardians are requested to 
inform the senior staff member when a visitor is on the premises, including the outdoor area. 
 

28.0 SURVEILLANCE CAMERAS & RECORDINGS 
Totem Preschool maintains the use of motion sensitive surveillance cameras and their recordings. 

Cameras are placed both inside and outside the preschool excluding bathroom and storage areas. 

Recordings are maintained for 7 days except in the cases of inquiry as described below in which case 

recordings will be stored confidentially until the inquiry is closed and/or limitation for retention is met. 

Recordings are not to be viewed by outside sources unless formally requested and in the case of: 

(a) Injury or illness resulting in first aid or medical treatment 

(b) Damage to preschool property and/or furnishings including vandalism  

(c) Unauthorized entry onto preschool property or into building including “Break and Enter” 

situations 

(d) Theft of any preschool or student property 

(e) Claims of inappropriate behaviour on the part of students or staff 

 



22 
 

29.0 SANDBOX SOFTWARE 
Totem Preschool maintains the use of Sandbox Software, a secure web-based software, in day to day 

operations. Sandbox is used to digitally house registration forms, enrollment information, immunization 

records, parent/guardian contacts, emergency contacts, pertinent medical information including 

allergies, and billing/payment records. Sandbox is also used as a means of communication with parents 

both preschool-wide in the newsfeed section, and privately in the messages section. As an attachment, 

Sandbox may also house digital copies of signed hard copy forms including the Medication Authorization 

Form and Immunization Form. 
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Appendix A 

Agreement Between Parents/Guardians and Totem Preschool 
 

1. I will abide by all terms of this parent agreement. 
2. I will supply copies of all requested documents and fill out all forms needed to complete registration 

before my child can start Preschool. · 
3. I understand that I must pay the non-refundable registration fee of $40.00 upon registration of my child. 
4. I will pay all tuition fees for the year by postdated checks dated for the 1st of every month or I will make 

alternate arrangements in advance with the Preschool's treasurer. 
5. I understand that there is no refund for holidays, absenteeism, illness, school closure or in-service days. 
6. I will be responsible for the care and transportation of my child to and from the Preschool. 
7. I understand that I must sign my child in when class starts, and sign my child out at pick-up time. I will 

remind whoever is picking up my child to do the same. 
8. I will help my child prepare for indoor play by hanging up coats, backpacks, changing shoes, etc. 
9. I will remember to be at the Preschool promptly when class is over.  If an unauthorized person is to pick 

up my child, I will phone the Preschool and leave a message of who will pick up my child on the answering 
machine. 

10. I will not send my child to Preschool if there is question of an illness with my child. 
11. I will contact the teachers and the president of the board if my child has a communicable disease 
12. I will keep the teachers informed of any event or change in routine at home which might affect my child's 

behavior. 
13. If I have any questions about my child's progress or the program, I will direct them to the teachers. 
14. I will direct questions or suggestions about the administration of Totem Preschool to the Board of 

Directors through the President of the Board. 
15. I will inform the teachers if there is a change in my child's medical records. 
16. I will try to participate in fundraising throughout the year. 
17. I agree to fill out the Notice of Withdrawal form and give one month's notice upon my child permanently 

leaving the Preschool. 
18. I will agree to abide by all the terms of the Parent Handbook as well as the Constitution and By-Laws and 

Policies and Procedures of Totem Preschool, which I can obtain from a member of the board when 
needed. 

19. I will complete a Criminal Record Check if I wish to participate or observe my child beyond the drop off 
and pick-up times of the Preschool. 

20. Appointments with the teachers may be made after class from 3:45 -4:30pm. Any concerns from the 
teachers will be addressed to parents in a sensitive, tactful way, making attempts at information to 
remain private. 

21. Progress reports will be provided by the teachers twice per preschool year. 

 
 

   

Name of Parent/Guardian  Date 

   

Signature of Parent/Guardian   
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Appendix B 

Medication Authorization Form 
 

The policy of Totem Preschool is that medication will only be administered if the medication 

authorization form has been filled out completely. Prescription medication must be in the original 

container with the child’s name on it in order to be administered. 

I authorize Totem Preschool to administer medication to my child with the following instructions: 

 

Medication 

 

Dosage 

 

Time and/or Frequency 

 

 

Special Instructions 

 

 

Possible Side Effects 

 

   

Name of Child  Date 

   

Name of Parent/Guardian  Signature of Parent/Guardian 
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Appendix C 

Notice of Withdrawal 
 

I understand that the Notice of Withdrawal must be made in writing to the teachers one calendar month 

in advance of the date of withdrawal.  

One month’s fee will be payable in lieu of such notice, unless the Preschool suffers no financial loss. 

However, where the withdrawal is necessitated by unforeseen circumstances, the parents/guardians 

may bring their case to the Board of Directors, who then may consider waiving the one-month penalty 

fee. 

I am giving notice that my child will no longer be attending Totem Nursery Preschool Society. 

 

   

Child’s Name  Child’s Class and Schedule 

   

Name of Parent/Guardian  Signature of Parent/Guardian 

   

Date of Exit  Date Signed 
 

   

Signature of Manager  Date Signed 
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Appendix D 

Termination of Membership 
 

Actions that will result in termination of membership are: 

☐ Fees for services are not paid according to the financial policies in the Parent Handbook and suitable 

arrangements cannot be made 

☐ Registration Package is not completed with all required documents before the child’s first day of 

preschool 

☐ The family does not abide by the expectations and agreements of Totem Nursery Preschool Society’s 

policies, procedures, constitution or by-laws. 

☐ A family member creates a hostile or poisoned work environment, and/or interferes with the 

employee’s or volunteer’s work performance. 

☐ A family member intimidates, harasses, threatens to abuse, or commits a violent or aggressive act 

towards staff or children in the preschool 

☐ The preschool in unable to satisfactorily resolve problems of late pick up with the family 

☐ The child’s behaviour is severely disruptive or physically threatening to the well being and safety of 

other children or staff and additional supports to accommodate the child are unavailable 

 

In the event that termination is required, the preschool will support the family to access other programs 

or resources. Termination of membership can occur without warning if the behaviour of the member is 

threatening or harassing to the children, teachers, volunteers or other members in the preschool. 

 

   

Name of Parent/Guardian  Date 

   

Signature of Parent/Guardian  Signature of Executive Board Member 

   

  Signature of 2nd Executive Board Member 
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Appendix E 

Immunization Waiver 
 

I have chosen not to immunize my child for personal reasons.  I have been informed of the risk that my 
child may come in contact with communicable diseases while interacting with other children in the 
preschool.  A public health nurse will be in contact if my child is exposed to a communicable disease.  
They will then inform the preschool on any further action that may be required. 
 
 

   

Child’s Name  Child’s Class and Schedule 

   

Name of Parent/Guardian  Signature of Parent/Guardian 

   

Date Signed   
 

 


