[image: image1.wmf]Springhill Junior Kindergarten

Parent’s Handbook

SPRINGHILL JUNIOR KINDERGARTEN

PARENT’S HANDBOOK

TABLE OF CONTENTS

3Organization of the Society


3Philosophy: Learning Through Play


4Objectives


5Child Guidance Policy


6Communication with Parents


6Parent Guidelines


7Illness Policy


8Make-up days


8Food and Allergies


9Dropping off and Picking up Students


9Toileting


10Clothing and Equipment


10Field Trips


11Field Placement Students


11Age Cut-offs and Moving Between Classes


11Fees


12Fundraising


13Work-Parties


13Incident/Accident


14Emergency Procedures


16Parent Volunteer Commitment


16COMMITTEES AND JOB DESCRIPTIONS


16Board Members


17Appointed Members of the Board


19Accounting Committee


19Registration Committee


20Personnel Committee


21Non-Classroom Events Committee


21Fundraising Committee


21Promotions Committee


22Classroom Facilities Committee


23Classroom Events & Displays Committee


23Classroom Support Committee


Volunteer Positions Skill Requirements
24

Organization of the Society

Springhill Junior Kindergarten is a not-for-profit parent co-operative preschool established under the Society’s Act of Alberta.  We are licensed as a preschool with Alberta Social Services and the City of Edmonton and therefore must meet existing building, health and fire regulations.

Among the many exhilarating and challenging experiences of parenthood is that of watching one’s child grow and develop in the informal setting of a preschool program.  Springhill offers a unique opportunity for parents to become actively involved in both the organization and learning environment of which the child is an integral part.

Education is a co-operative affair involving the home and school.  Springhill’s success depends on the willingness of parents to participate conscientiously and consistently in both areas.

The membership of the society consists of the parents of registered children.  The appointed officers of the society are the President, Vice-President, Secretary, Treasurer and Registrar.  Together they make up the Executive Committee.  Parents not on the Executive Committee assume other volunteer positions, such as Supplies and Materials Purchaser, Website Coordinator, Fundraising Coordinator, Personnel Coordinator, Classroom Events Helper, Morning and Afternoon Liaisons, and Volunteer Coordinator.

Philosophy: Learning Through Play

Springhill Junior Kindergarten is one of the longest running preschools in Edmonton and has always offered a particular brand of educational experience.  Our preschool has endeavored to create a happy “learning through play” environment that stimulates a child’s natural curiosity, growth and development. 

Our teachers are familiar with the intellectual and learning power of play.  They know that play has cognitive value and should not be displaced by structured activities and rigid discipline.  Piaget, in Play, Dream and Imitation in Childhood, observes that play is indispensable in the life of the child as it forms the basis of all later cognitive functioning.  Doris Sonseller, a leading educator, notes “Play is vital to the development of cognitive functioning as it is to physical, social or emotional growth.”  Gladys Jenkins says: 

“Children do learn things through their play and through games as a specific technique of teaching.  But when free play becomes serious and solemn, with the goal of aiding specific school learning, it is in danger of no longer being play.  Such play may lose its spontaneity and become the conscious tool of grownups who would manipulate the play of children toward an academic goal.  The value of learning may still be there, but the value of play has been destroyed.”  

Springhill’s educational philosophy recognizes that preschool activities should reflect this understanding of the nature and functions of play.

The purpose of the Springhill co-operative, then, is to make the best possible provision for the development of the young child and, at the same time, help parents understand and enjoy this growing process.

Springhill Junior Kindergarten recognizes that children come from many different cultures.  We strive to acknowledge these different cultures, and our program experiences and celebrations, therefore, will be planned to respect and honour the traditions of a variety of children and families.  Your help and input on the cultures observed by your family would be greatly appreciated.  

Objectives

For the Parents

· To help them gain insight into the meaning of their child’s behaviour.

· To increase their enjoyment and satisfaction in working with children as well as their tolerance for occasional feelings of annoyance.

· To provide them with an opportunity to practice child play techniques and learn new ways of meeting the needs of individual children, both in school and at home.

· To help them see how they can foster a child’s increasing independence, creative experimentation and exploration.

· To demonstrate how to keep activities relevant to a child’s stage of development.

· To provide a perspective and understanding of their child through working in small and large groups of children.

· To provide for a co-operative relationship with the school.

For the Child

· To give children the opportunity to play with peers in an informal educational setting.

· To help them feel secure in an ever enlarging environment by giving them practice in accepting help and guidance from adults outside their home.

· To provide them with opportunities to explore and to experiment with a wider variety of materials than is available in most homes.

· To present activities that will foster growth and development and expand their interests.

· To prepare them to make their own choices and get ready to actively participate in their own education.

Child Guidance Policy

The methods of discipline used in the program are consistent with the goals of Springhill.  These include: building the child’s self esteem, encouraging independence, and developing good decision-making skills.  Children will not be allowed to hurt others or to damage property.

Discipline is not the same as punishment.  The word discipline comes from the Latin disciple, which means follower or learner.  In this sense, discipline is designed to teach children desired behaviour and requires a positive rather than negative climate.  

A positive climate, in which children will most likely act responsibly, can be fostered if adults:

· Set limits and give directions; children must know the limits of what is acceptable behavior.

· Give instructions or teach using a pleasant but firm tone of voice.

· Use preventive and re-directive methods whenever possible.

· Encourage children to work out conflicts on their own, keeping an open, calm mind and using positive statements and remarks.

Any serious behaviour problems will first be discussed with the child’s parent.  If the problem continues, the situation will be presented to the Board of Directors for resolution.  Every effort will be made to work with the family on ways to resolve the behavioural issues.  For example, the board may suggest parent coaching with the teacher’s guidance.  As a last resort, however, the Board reserves the right to ask a family to remove their child from the program at anytime.

Specific Method of Discipline 

Physical force is never used as a punishment at Springhill.  In dealing with students, our teachers subscribe to the following child-guidance principles:

· Model appropriate behavior (i.e. set a good example). This comes from our desire to teach children to make positive decisions, rather than imposing external controls.
· Avoid using the words “no” and “don’t”.  Instead, offer the child another avenue or direction to take.  Remember that if we give positives, we get positives, and vice versa.

· Avoid the use of “bad boy” or “bad girl”.  We emphasize that we still like the child; it is the behaviour of which we do not approve.

· Redirect the child’s attention by distraction, and substitute a more acceptable alternative to defuse a situation that seems to be leading to trouble.

· Review examples of inappropriate behavior, and help the children to make good choices.

Communication with Parents

Springhill encourages an open communication between parents and teachers, and parents and the Board.  Primarily, communication is through notices (e.g. newsletters and calendars), which are distributed in your child’s mailbox or through e-mail.  Additional notices are posted at the entrance of the main classroom (room 8) and on the easel outside the classroom door.  Class liaisons will also contact parents to remind them of special events or significant changes to the school schedule.

Questions about your child’s progress should be directed to the teacher.  Comments and concerns regarding the educational program may also be addressed to the teacher, or your classroom liaison.  In the event that resolution is not achieved, concerns are to be presented to the Board of Directors in writing.  Questions or suggestions about the administration of the school should be directed to the Board of Directors, whose mailboxes are in the gym room.  There is also a current list of Board Members posted in this room, should you need to contact someone by phone.

Parent Guidelines

It is important that all families abide by the following guidelines:

· The school has two telephone numbers.  The first is our general line (433-4224), which the teachers do not answer during class times.  You may leave a message on the teacher’s voice mail if they do not answer.  The second is our EMERGENCY line (437-6955), which you should ONLY use when you must speak to the teachers immediately.

· If for any reason your child is going to be absent from school, please telephone the teacher at least fifteen (15) minutes before class begins (433-4224 or 437-6955).

· Be prompt in bringing your child to school and in picking them up at the end of class.  If someone other than the parent is to pick up your child, you must inform the teacher or the teaching partner.

· In case of emergency and you cannot pick up your child, please telephone the school (437-6955).  If there is no answer, telephone the Garneau School Office (433-1390).

· Notify the teacher of any allergies and ensure that all emergency medical information is up-to-date.

· If your child may require medication to be administered at the school (e.g. for allergies), please review our Medication Requirement Policy in the classroom.

· Keep the teacher informed of any event or change of routine at home that may affect your child’s behaviour.

· Parents and caregivers may stay with a child in the classroom and on field trips.  We cannot, however, accommodate siblings (unless they are less than six months of age and are being held or are sitting in a baby carrier at all times).

· Leave any cheques that need to be dropped off during the school year in the locked white cupboard next to the teacher’s desk in the classroom.  (See one of the teaching staff for assistance in opening this locked cupboard.)

· Be willing to volunteer in some capacity (this is a requirement of your registration).

· Attend and participate in all General Meetings, scheduled work-parties and fundraisers (i.e. casinos).

· Understand that there may be situations in which information contained in the registration forms, or that parents share with the staff, may be referred to the Board of Directors in order to ensure that the school can function in the best possible manner.

Illness Policy

Occasional illness is a part of every child’s school experience.  While it may be inconvenient for parents to keep their child at home when s/he would normally be at school, bringing a sick child to school has consequences beyond those of the family directly concerned.  Our teachers are exposed to many children during the week, and if they fall ill every student’s school experience is adversely affected.  Hence, in the interests of our teachers’ health, and as a courtesy to other families who would like to avoid unnecessary illnesses, we ask parents to adhere to the following guidelines:

· Your child should not be sent school if they are ill, including having such symptoms as coughing, sneezing, and/or a runny nose which are “productive” in nature (i.e. producing a coloured mucous).  (These symptoms are different from a dry cough or a clear nasal discharge, which are common with allergies.  Such allergy symptoms do not require exclusion from class unless the child is lethargic and unable to participate in class activities.)

· Your child must be free of fever, diarrhea and vomiting for 24 hours prior to returning to class.

· If your child has a condition that may be contagious, such as an eye or skin infection, please have them visit a doctor before bringing them to school.  If medication is required, they may return to school when they have been on the medication for at least 24 hours.

· For illnesses such as chickenpox, your child should remain home from school until there are no open or oozing pox and they have been fever-free for 24 hours.

· In cases of head lice, children may return to school after all lice and nits (eggs) have been removed from their hair.

Springhill’s Medication Policy (available in the classroom) should be referred to if your child requires medication on either a short or long-term basis.

Make-up days

Students who miss sessions due to illness or statutory holidays (but NOT Christmas Break or Spring Break) are allowed to make-up those sessions at another time, in an equivalent class.  (If your child is registered in all days of a class, then there is no opportunity for make-up days.)  Please note that arrangements must be made with the teacher prior to dropping off the child.  Parents wishing to take advantage of a make-up session should consult with the teacher as to an appropriate time.  (Also remember that Springhill’s policies outline specific adult to student ratios and, therefore, class size limits are set for each session.)  When a make-up day is requested, students are placed on a list and called in that order as spaces become available.  However, students can only attend a maximum of 2 make-up sessions per month.  

Food and Allergies

School staff is accountable for food allergies and other dietary restrictions.  Staff members preparing daily snacks are responsible for checking the allergy list posted on the fridge.  Please ensure that information regarding your child is up to date.

A nutritious snack is prepared by the staff and provided during each session, including field trips.  Due to the prevalence of serious allergies, no outside food is permitted in the classroom or on fieldtrips.  Potluck celebrations are held throughout the year, during which time the following foods are strictly prohibited:

· All nuts and seeds

· Hard candies, gum, caramels, toffees, jellybeans, and gumdrops

· Snacks made with tooth picks or skewers

It is however a tradition to bring in a special snack on your child’s birthday.  It is against health regulations to bring in food prepared in your own home.  We have a list of nut-free bakeries that can prepare cupcakes for the celebration.  The teachers also have a list of acceptable frozen treats that are guaranteed nut-free.  Please be warned that if birthday food does not meet the proper regulations, it will not be served.

A more detailed banned food list, taking into account the dietary restrictions of all students registered at Springhill, is posted on the fridge in the classroom.  Parents are asked to adhere to this list when bringing items for potlucks.  Please contact the teacher if you are unsure about any item you wish to provide.
Dropping off and Picking up Students

Parents are responsible for bringing their children to the main classroom (room 8) where the teacher will meet them.  Classes begin at 9:15am and 1:00pm unless otherwise instructed.  The teacher will be responsible for checking daily attendance.

The staff DOES NOT PROVIDE lunch time supervision.

Parents must pick up their children at 11:30am (2’s), 11:45am (3’s) or 4:00pm (4/5’s).  (Please let the teachers know in advance if someone other than the parent will be picking up your child; otherwise, your child will not be released to that individual.)  If a parent does not appear they will be called, followed by emergency contacts if necessary.  In the event that nobody can be reached within half an hour of the end of class (and there are no obvious extenuating circumstances, such as a blizzard), the staff will follow procedures outlined for dealing with an abandoned child (i.e. they will contact Social Services).  Please note that it has never been necessary to follow this procedure at Springhill; it exists as a measure of last resort only.

If you are consistently late picking up your child (more than 3 times), a late fee of $25 will be charged each time. 

When dropping off and picking up your child, please park in the visitor parking lot on the West side of the school and enter the school through the West entrance.  (Both children and parents are required to remove any wet and/or dirty footwear before walking through the daycare space.)  If your car will be parked for longer than 20 minutes in the visitor parking lot, you must write your license plate number in the classroom’s parking book, which is then taken upstairs to the Garneau School Office.

Toileting

Due to the low teacher/child ratio in the two-year-old class, diaper dependent children are welcome in these sessions. The teacher/child ratio in the three-year-old classes is higher and does not allow time for diaper changes. Children in the three-year-old sessions must either be toilet trained or immersed in the process.  Specifically, the child must be wearing Pull-Up style underwear, interested in using the toilet for urination, and not having bowel movements in their Pull-Ups during class time. Children in the afternoon sessions must be fully toilet trained.

Please inform the teacher of any changes in your child’s toileting needs. The teacher will endeavour to support your child’s toilet-training process to the extent possible in the classroom setting.

Clothing and Equipment

Please ensure that students are appropriately dressed for school (e.g. in play clothes that may become stained with paint, markers, etc.).  A clean pair of “indoor” shoes is required to be worn in the classroom at all times (in case of an emergency requiring quick evacuation).  Slippery-soled shoes, open-toed sandals and slippers are unsuitable for school.  Please provide a full set of extra clothes in a marked bag, which will be kept on site for emergencies.  Any children not yet toilet-trained should also have extra diapers/Pull-Ups and baby wipes available at the school.

School activities include outside play.  Students must have proper winter clothing, including coats, boots, hats, mittens and snow pants, in the colder months.  As a rule, classes will have an outdoor component unless the temperature falls below –15 degrees Celsius for the 3 to 5-year-olds and –10 degrees Celsius for the 2-year-olds.   In warmer weather, students should come to school with a tight-fitting sunhat and sunscreen already applied.

All clothing and footwear should be labeled.  

Field Trips

A consent form is posted on the main classroom bulletin board and must be signed by parents before each field trip.  Transportation and other fees are provided.  Occasionally, field trips are within walking distance and parents should ensure that children have appropriate outdoor clothing.

There are separate outings for the different aged classes.  All students are welcome to participate in the age-specific field trips.  If the outing is, for example, on a Tuesday morning, all 2-year-old students are welcome to attend, not just those registered for Tuesday mornings.

Parent volunteers are welcomed, and are usually necessary during field trips.  The consent forms indicate how many parents are needed for each trip.  Field trips will be postponed if there are insufficient parent volunteers to ensure safety.  When parents do volunteer, they are considered primary staff (Day Care Regulations) and the following rules apply.

· Parents acting as volunteers cannot bring siblings, unless otherwise noted (there may be activities in which the entire family is invited to participate).

· There are maximum limits to the number of volunteers for each trip (based on the number of students attending).  When possible, all staff will attend the field trips.

· There will be a brief review of volunteer duties before each field trip to minimize confusion.  Please read the handout prepared for this purpose, which will be provided by the teaching staff.

Field Placement Students

Springhill has been very fortunate in having practicum students from the University of Alberta and Grant MacEwan College.  We generally have students in both the fall and winter terms.  Please not, however, that these students, do not take the place of staff, and cannot accompany children to the toilet or be left alone with the children at any time.

Age Cut-offs and Moving Between Classes

Children in the 2-year-old and 3-year-old classes can move up to the next age-level class during the year, if desired (space permitting).  January 15th has been set as the end of movement date to ensure continuity for the second term.  However, students must meet minimum age requirements to register during the school year or to move up to the next age-level class.  These requirements are as follows: 

· For new students wishing to start in the 2-year-old class during the school year, they must be 2 years-old by the time they start classes.
· For new students wishing to start in the 3-year-old class during the school year, or students in the 2-year-old class wishing to move up to the 3-year-old class, they must be three years old by the time they start classes (or by October 31,  whichever is later).

· For new students wishing to start in the 4/5-year-old class during the school year, or students in the 3-year-old class wishing to move up to the 4/5-year-old class, they must be 4 years-old by December 31.
It is the Board’s suggestion, though, that parents discuss with the teaching staff any plans they might have to move their child up, during the school year, into the next age-level class.

Fees

Monthly fees for the  school year are as follows:

1 session/week
$55.00/month

2 sessions/week
$100.00/month

3 sessions/week
$140.00/month

4 sessions/week
$175.00/month

5 sessions/week
$205.00/month

6 sessions/week
$230.00/month

7 sessions/week
$250.00/month

8 + sessions/week
$35.00 per session

(Monthly fees are determined on a family basis, by combining the number of sessions attended by all children in the family.)  

Upon registration, Springhill requires the following fees (again these are per family, not per child):

· One $25 non-refundable registration fee.

· Ten post-dated tuition cheques for the entire school year (dated August 1st for September’s fees, September 15th for October’s fees and November-June 1st for the remainder of the school year).

· Two $50 cleaning deposits (dated January 1st and June 1st), which will be cashed if the family does not participate in the two term work-parties. 

· Two $100 tax-deductible fundraising donation (dated October 15th and February 15th)
· In a casino year,  $250 casino deposit (dated February 15th), which will be cashed if the family does not work their shifts at the school’s casino (to be held in Spring, 2006).  This will be in lieu of the second $100 tax-deductible donation.
A $25 fee is charged for each NSF cheque.

Withdrawals require one full month’s written notice to the Registrar or one month’s fees in lieu of notice.  (If one-month’s notice is given mid-month, the cheque for the following month’s fees will be cashed and a partial amount will be refunded.)  Children may attend during the notice period.  Once a child is registered for the upcoming school year, withdrawal from the program after July 31st will result in September’s fees being cashed.  

Two weeks notice is necessary if the number of sessions attended is to be reduced, and new tuition cheques must then be submitted.  Increases in the number of sessions attended, or changes in the days of attendance, will be accommodated where possible and any additional tuition fees will be collected at that time. 

Fundraising

As Springhill is a parent co-operative, it requires the efforts of all members to make it a success.  The school runs at a deficit, as the monthly tuition fees do not cover all expenses.  Hence, we rely on fundraising activities and donations to make up the shortfall.  Springhill’s primary source of fundraising is the biannual casino, without which the school would not be able to function. Full participation in the fundraising casino is a condition of attending Springhill Junior Kindergarten.  

In any term in which a casino is held (the next one is in Spring, 2006), a $250 fundraising deposit cheque will be collected from each family.  This deposit is returned when the family completes the required volunteer shifts.  Parents are required, without exception, to provide the number of volunteers needed to ensure that the school is able to meet the fundraising commitments. The school is responsible for providing sufficient notice in order to accommodate family schedules.  

In all other terms in which a casino is not held, two tax-deductible fundraising donations of $100 is required.  If a child is registered at Springhill Jr. Kindergarten for less than 30 days, the family is not required to pay the term's fundraising deposit.  If a child registers mid-term, the fundraising donation is levied at a rate of $25 per month.  (No fundraising donation is required for families registering after May 1st.)

If families indicate financial hardship, the Springhill Board will make available a sponsorship letter that families can circulate to local businesses. The letter details the funds required for a child to attend our program and the benefits of a preschool experience for the child. It is the responsibility of the parents to copy, circulate and follow-up the letters to potential sponsors.  Regardless of the outcome of these inquiries, families must submit the $100 fundraising donation by the specified date (October 15th).
Work-Parties

Work-parties are held twice every school year to take care of chores that cannot be accomplished during school hours, including extra cleaning, renovations, repairs, and painting.  Families are expected to participate in both 2-hour sessions (one per term) or their work-party deposits will be cashed.  If families are not able to work at scheduled work-parties, they must contact the teacher to make alternative arrangements. 
Incident/Accident

Incidents/accidents are occurrences that are not normally experienced in the school environment, and which may result in immediate or potential harm or emotional upset of a child or children.  For the purposes of this discussion, incidents are defined as negative events that do not result in a discernible physical harm, while accidents result in a physical injury.  In the case of a severe medical emergency, the teachers will first contact 911, then the parent, and then the child’s family physician.

It is usually one of the staff members who deals with incidents or accidents, should one occur.  However, if a volunteer is on the spot when an incident occurs, s/he is the person to deal with it.  The volunteer should then inform the teacher about the incident.  If the volunteer does not want to take action, the teacher should be informed so that she can deal with it appropriately.  If a practicum student is the adult most closely involved in a problem, s/he will deal with it unless they would rather defer it to the teacher. 

Staff members are required to report any incident or accident involving a child by completing the prescribed form. Staff must complete the form for the following:

Incidents:

· A child wanders off.

· A child becomes disoriented, confused or suddenly ill for no apparent reason.

· A child suddenly spikes a high fever.

· A child is extremely frightened.

Accidents:

· Injuries to the head, eyes or teeth.

· Injuries to the groin or genitalia.

· Fractures, sprains or strains.

· Burns, cuts, serious scrapes.

· Loss of consciousness.

In addition to those instances mentioned above, incident reports should be completed in the case of minor injuries that may have a sustained physical impact or effect.  Other minor injuries or incidents will be noted in the child’s file and mentioned to the parent or guardian, but an incident report will not be completed. 

Staff members will follow these procedures for reporting incidents/accidents:

· The staff member who handled the situation will complete the form.

· The parent will be contacted.

· The parent will sign the report.

· The President or Vice-President will sign the report.

· The report will be photocopied for the parent.

· The report will be filed in the incident report file.

Emergency Procedures

Garneau School Evacuation Procedure and Location

Sound the School Fire Alarm

The school secretary will collect the Emergency Plan Package from the School Office

1. Students and staff will assemble outside the building at locations specified in fire drills. The Springhill Teacher will organize the children by lining them up and leading them out of the school by the South Exit. The teaching partner brings the attendance book. The last person out of the classroom closes the door and checks the bathroom for children. The teacher will take roll call.

2. The principal or designate will determine if the emergency warrants use of emergency shelter.

3. Staff will escort students to the specified site location.

PHAROS Pizza and Spaghetti House


8708 109 Street


     435-5205

4. The principle or designate and secretary will call

· Appropriate emergency number, followed by

· EPSB contact numbers, followed by

· Parents, if necessary.

Parent Volunteer Commitment

As Springhill is a parent co-operative preschool we rely on parent volunteers to function. As a condition of registering your child at Springhill, all families must be willing to volunteer in some capacity. Your child will not be considered fully accepted for registration unless a parent/guardian has selected a volunteer position for the year. A parent/guardian may change positions throughout the year but they must first consult with the Board to ensure this is possible. This commitment to volunteering is entirely separate from the need for fieldtrip volunteers, fundraising commitments, and optional classroom volunteers.
 Springhill Volunteer Positions

COMMITTEES AND JOB DESCRIPTIONS

Board Members

President

· Member of the Executive Committee

· Member of the Personnel Committee

· Supervises the affairs of the Board

· Chairs all meetings of the Society, Board, and Executive

· Acts as a spokesperson for the Society

· Acts as CEO of the Society and is responsible for its general administration

· Acts as the liaison between the teacher and the Board, Personnel Committee

· Is the chief signing officer

· Carries out other duties assigned by the Board

Vice-President

· Member of the Executive Committee

· Member of the Social Events Committee

· Attends all meetings of the Society, Board and Executive

· Presides at all meetings in the President’s absence

· Replaces the President at various functions when asked to do so

· Responsible for the overall coordination of the Parent Information Meetings

· Is a signing officer

· Carries out other duties assigned by the Board

Secretary 

· Member of the Executive Committee

· Member of the Fundraising Committee

· Attends all meetings of the Society, Board, and Executive

· Keeps accurate minutes of the meetings and updates the minutes book regularly

· Makes minutes available to the Board members at least one week prior to the next monthly meeting

· Writes the agenda for all meetings with input from the Board 

· Carries out other duties assigned by the Board

Treasurer

· Member of the Executive Committee

· Member of the Accounting Committee

· Attends all meetings of the Board

· Creates and manages the systems used for the accounting of all revenues and expenditures

· Prepares and presents an accounting of revenues and expenditures (including performance to budget) at all Board meetings

· Prepares and presents a statement of the current financial position of the Society at the Annual General Meeting 

· Submits one and two-year budgets to the Executive Committee and presents the approved budgets at the Annual General Meeting

· Prepares and files all necessary financial reports pertaining to the Society’s Act and Charitable Organization Status

· Invests surplus funds

· Signs cheques and other banking papers

· Carries out other duties assigned by the Board

Registrar 

· Member of the Executive Committee

· Member of the Registration Committee

· Attends all meetings of the Board

· Sets registration policy (procedures, fee levels, etc.), in consultation with the Board and Registration Committee

· Coordinates the Annual Open House in conjunction with the Non-Classroom Events Committee, Promotions Committee, Classroom Facilities Committee, and Classroom Events & Displays Committee

· Manages the registration of new families at the Annual Open House and throughout the school year, and maintains the waitlist

· Checks the telephone answering machine and e-mail account every school day, for registration-related messages

· Responds, by phone or e-mail, to all registration inquiries within 2 school days

· Contacts the Class Liaisons if a prospective family wants a tour during class times 

· Contacts the Co-Registrar, Class Liaison and teacher if a new student starts classes during the school year

· Makes changes to the telephone answering machine recordings as needed

· Updates registration materials (covering letter and registration form) as needed, and ensures their availability at all times 

· Ensures the accuracy of the website registration content, in collaboration with the Website Coordinator

· Ensures the accuracy of the registration content for any advertising materials, in collaboration with the Advertiser/Promoters

Appointed Members of the Board

Co-Secretary

· Member of the Promotions Committee

· Attends all meetings of the Board

· Writes the monthly Board newsletter, with input from other Board members as required

· Makes sure all notices of various meetings are sent

· Informs Garneau school, it’s caretakers and security of any meetings held on-site

· Has charge of the Board’s correspondence

· Files the annual return, changes in the directors, amendments in the bylaws and other incorporating documents with Corporate Registry

· Attends the Edmonton Preschool Association AGM and reports to the Board

· Carries out other duties assigned by the Board

Co-Treasurer

· Member of the Accounting Committee

· Attends all meetings of the Board

· Makes deposits related to non-parent funds 

· Generates cheques for parent, staff and third-party reimbursement 

· Generates cheques for billed expenses 

· Generates tax receipts for all donations

· Assists the Treasurer in the preparation of one and two-year budgets

· Assists the Treasurer in investing surplus funds

· Signs cheques and other banking papers

· Carries out other duties assigned by the Board

Co-Registrar 

· Member of the Registration Committee

· Attends all meetings of the Board

· Receives and ensures completeness of registration forms and cheques from new and continuing families

· Coordinates, with the Class Liaisons, any registration-related issues arising with respect to registered families during the school year (withdrawals, changes in days, missing cheques)

· Coordinates the registration process for continuing families for the next academic year, prior to the Open House

· Organizes the registration portion of the Parent Information Meetings, in consultation with the Registrar and Database Registrar

· Consults with the teaching staff on the creation of a staggered entry plan for the fall term

· Revises the Parent Handbook as needed, and ensures its availability for new families and at the Parent Information Meetings

2’s New Family Greeter, 3’s New Family Greeter, 4/5’s New Family Greeter (preferably with a child in all classes of that age-group)
· Member of the Registration Committee

· Orients and intergrates new families that register during the school year, in consultation with Registrar and Volunteer Co-ordinator
· Ensures families receive a welcome package (ie. Parent Handbook)
Volunteer Coordinator

· Member of the Registration Committee

· Attends all meetings of the Board

· Organizes and coordinates the signing-up of parent volunteers at the Parent Information Meetings

· Assists the Class Liaisons when parents sign-up for volunteer positions during the school year

· Ensures the Database Registrar is aware of changes to volunteer assignments

· Works with the teaching staff, Class Liaisons, and Committee Board Representatives to ensure that parents understand the job description for their position and that they are meeting the requirements of that position

· Keeps the job descriptions of all positions up-to-date

· Maintains and distributes to all parents at the end of the school year a survey that records tips on how to perform each position (i.e. Please write a brief description of the main tasks you did throughout the year in this position; Did you find you needed help from anyone to perform your tasks (i.e. Registrar, Treasurer, teaching team); What was the most time consuming task?  Did you work out a system that worked well for you, and if so, what was it? etc.)

· Creates and distributes memos and thank-you cards from the Board to the parents

Facilities & Garneau School Liaison 

· Member of the Classroom Facilities Committee

· Attends all meetings of the Board

· Works with the teaching staff to arrange for extra cleaning after term cleaning parties

· Liaises between Springhill and the Garneau School Caretakers on matters such as extra cleaning

· Liaises between Springhill and Garneau School on matters such as use of the gym, parking, transportation planning, and attends any associated meetings

· Liaises between Springhill and EPSB on matters such as lease negotiations, facility repairs and improvements, and attends any associated meetings 

· Liaises between Springhill and the University and Community Daycare on matters such as sharing of physical resources and special events

· Carries out other duties assigned by the Board

Accounting Committee

Treasurer (Board Member)

Co-Treasurer (Appointed Board Member)
Payroll Treasurer

· Calculates employee pay and deductions, including those for relief staff

· Generates cheques and payroll statements for staff  

· Generates cheques for government remittances

· Generates, files and distributes all payroll documents, including tax receipts and records of employment

Database Treasurer

· Enters data for deposits and disbursements into the accounting database

· Enters data for parent deposits (registration fees, tuition fees, fundraising donations, cleaning and casino deposits) as detailed by the Database Registrar

· Enters bank interest and service charges as detailed on bank statements

· Balances bank account statements with database accounts
· Informs the Co-Registrar of any returned (NSF) cheques
Registration Committee

Registrar (Board Member)
Co-Registrar (Appointed Board Member)
2’s New Family Greeter, 3’s New Family Greeter, 4/5’s New Family Greeter
Volunteer Coordinator (Appointed Board Member)
Database Registrar

· Files completed registration forms and emergency cards in the classroom

· Ensures emergency cards are always up-to-date

· Files cheques in the locked cheque-box

· Maintains the master registration chart and ensures all members of the Registration Committee and the teaching staff have up-to-date copies

· Maintains the master registration database

· Maintains the master volunteer list

· Generates the monthly deposits of parent cheques: registration fees, tuition fees, donations, cleaning and casino deposits, and submits details to the Database Treasurer 

· Generates class lists, phone lists, Board Member lists, etc. as requested by the teaching staff, Class Liaisons, Board, etc.

Class Tour Guide


-co-ordinates meeting with families interested in a tour of the facilities


-gives teachers two day advance notice of an upcoming tour


-helps the touring family supervise any children so that they do not disrupt the ongoing class

Personnel Committee

President (Board Member)
Personnel Coordinator

· Chairperson of the Personnel Committee

· Coordinates the annual review of the teaching team as outlined in the Personnel binder

· Maintains personnel records required by the Board and keeps the Personnel binder up-to-date

· Creates and maintains documents required for the review process

· Provides a written summary of the review process and results to the Board

· Assists the Hiring Coordinator with the hiring process

Hiring Coordinator

· Coordinates the hiring process

· Solicits applications, in coordination with the Board and teacher, from potential teaching staff and short-lists and schedules interviews with applicants

· Creates and maintains a Hiring Committee binder outlining Springhill’s interview process (where we advertise, list of interview and reference checking questions, security check forms, sample contracts)

· Conducts security and reference checks

· Coordinates with Springhill’s lawyer the creation and signing of the contract 

· Provides a written summary of the hiring process and results to the Board

· Assists the Personnel Coordinator with the annual review process

Personnel Helper

· Finds a relief teacher or parent when any of the teaching staff is absent, due to illness or injury

· Attends and participates in the bi-annual review process of the teaching team

· Attends and participates in the hiring process of any incoming staff

Non-Classroom Events Committee

Vice-President (Board Member)
Non-Classroom Events Coordinator 
· Arranges a planning meeting for each event, with pre-arranged volunteers, by required date of each event
· Follows-up to ensure all tasks are being completed
· Advance preparations

· Food items arranged
· Gift purchases arranged 


· Approves expenditures with Treasurer and submits all receipts to Co-Treasurer for reimbursement
· Completes a simple report on event and files in a binder (phone numbers, contacts, etc. for their predecessors)
Fundraising Committee

Secretary (Board Member)
Casino Coordinator

· Organizes and oversees the casino fundraiser every second year (2004, 2006, …) 

· Maintains records of the fundraiser as needed by the Board

· Keeps track of paper work with respect to the casino and Corporate Registry

Casino Assistant 1, 2 (two positions)

· Organizes and schedules parent volunteers for the casino

· Assists the Casino Coordinator in all aspects of the casino preparation and operation

· Keeps track of families who participate and provides a record to the Co-Registrar

Business Liaison

· Solicits charitable donations of goods, services or money from local businesses (i.e. ice cream from Baskin Robbins for the Year End party; paint from Revy to paint furniture; carpentry assistance from a local crafts worker to fix tables and chairs; computer equipment and software from local IT firms and computer stores; charitable monetary donations from companies in return for being listed as Sponsors on all Springhill documents; discounts from local toy stores; etc.)

· Maintains a record of all companies and groups contacted, and the outcome

· Submits a copy of the record to the Board each month (via the Secretary’s mailbox in the Gym Room)

Promotions Committee

Co-Secretary (Appointed Board Member)
Advertiser/Promoter 1, 2 (two positions)

· Advertises the Society’s programs and activities by various means as directed by the Executive Committee

· Creates or organizes and oversees the creation of advertising materials as directed by the Board (info sheet, brochures, flyers, newspaper ads, etc.) 

· Maintains a record of the Society’s advertising

· Prepares notices, invitations and press releases for the Open House

· Distributes flyers and brochures to local schools, playgrounds, health centers, supermarkets, libraries, restaurants and cafes, churches and other public places that have community bulletin boards

· Maintains a list of where and when promotional materials were placed

· Staffs the booths set-up to promote registration (malls, farmer’s market, etc.)

· Approves expenditures with the Treasurer and submits receipts to the Co-Treasurer for reimbursement

Website Coordinator

· Develops and maintains a homepage for Springhill as directed by the Executive Committee

· Updates website content as needed, with input from the Registrar

· Checks once a day and answers email enquiries

· Forwards a copy of any registration related emails to the Registrar

· Submits a hardcopy of any threatening emails to the Board

Classroom Facilities Committee

Facilities & Garneau School Liaison (Appointed Board Member)
Cleaning Coordinator

· Orients new weekly cleaners with respect to their responsibilities and tasks

· Fills in or finds a replacement cleaner in the event that the weekly cleaner is unavailable

· Ensures cleaning tasks are being completed

· Organizes and participates in extra cleaning for special events (e.g. Open House)

· Coordinates, in collaboration with the teaching team, the term cleaning parties

· Informs the Database Registrar of those families who have fulfilled their cleaning duty

Weekly Cleaner 1, 2, 3, 4 (four positions)

· Performs a 2-hour cleaning shift during their assigned week each month, as directed by the teacher and Cleaning Coordinator

· Informs the Cleaning Coordinator if they are unable to clean during their assigned week

Weekly Classroom Cleaner Alternative

· Fills-in for cleaners in case of vacancy or vacation
· Will receive at least one week notice for 2 hour cleaning shift
· Helps with additional cleaning during Open House
· May be given Take-Home cleaner jobs
Laundry/Sewing

· Takes home laundry as needed to wash for the school

· Does sewing repairs as instructed by the teacher

Maintenance (In-Classroom) 

· Completes minor repairs and maintenance in the classroom throughout the year.  Basic carpentry and painting may be involved
Maintenance (Take-Home Projects)

· Completes more involved maintenance projects on own time at home.  Carpentry and painting may be involved
Classroom Events & Displays Committee

2’s Classroom Events Helper, 3’s Classroom Events Helper, 4/5’s Classroom Events Helper

· Assists the teaching team with set-up and clean-up of classroom events (i.e. Mother's Day celebration, Father's Day celebration, Pumpkin celebration, Winter Holiday celebration, National Children's Day celebration, etc.)

· Prepares craft projects for these events

· Creates or purchases table decorations, party hats, etc. as directed by the teaching staff

· Submits receipts to the Co-Treasurer for reimbursement

Teachers’ Helper (Classroom Helper)
· Maintains bulletin board displays with the direction of the teaching staff

· Assists the teaching team with preparing class craft projects

· Performs other tasks from the “Parent Helper To Do List”
· Mails or faxes fieldtrip feedback letters and other correspondence from the teaching staff
Teacher Helper (Home Helper) 2s, 3s, 4s
· Calls or e-mails, on a as needs basis, the families in their classes, to relay any messages regarding any matter having to do with the Society and the School

· Completes take-home craft preparations (i.e. cutting shapes from construction paper)

· Makes play dough, or other craft recipes, as per schedule distributed in September

Photo Coordinator

· Takes pictures of classroom activities and events

· Gets film developed and sleeves it into a photo album

· Records date and names in the album

· Creates photo display boards for special events and promotions

Classroom Support Committee

Food Purchaser

· Buys groceries and other snack supplies on a weekly basis

· Submits receipts to the Co-Treasurer for reimbursement

Food Purchaser (Organic Produce)

· Purchases organic produce for classroom snack on weekly basis

· Researches the best prices and quality for organic produce

· Submits receipts to Co-Treasurer for reimbursement

Supplies and Materials Purchaser

· Buys materials and supplies for the operation of the Society’s and the school’s program and activities as directed by the Executive

· Maintains an inventory (narrated video) of the Society’s property  

· Submits receipts to the Co-Treasurer for reimbursement
Librarian

· Maintains an inventory of the school library

· Refiles books

· Repairs books as necessary

· Does internet research on books

Scholastic Books Coordinator

· Coordinates Scholastic Book orders

Printer

· Photocopies documents created for the Board, teaching staff, parents, and general public (brochures, flyers, registration packages, Parent Handbooks, memos, newsletters, etc.)

· Submits receipts to the Co-Treasurer for reimbursement

Transport/Recycling

· Transports large loads as necessary (e.g. gym equipment, fall stock) – requires a van or truck

· Takes recycling home once a week

· Takes returnables (cans, bottles) to the bottle depot as needed

Volunteer Positions Skill Requirements

The chart on the following page indicates the skills required for each of the volunteer jobs described above.  Most of the skills are self-explanatory, but a few comments may provide further clarification:

Word processing:  requires basic skills with (preferably) MS WORD; Registrar, Co-Registrar positions require greater skill, including document and e-mail merges.

Accounting:  requires only basic bookkeeping skills, except for the Treasurer position, which requires the ability to produce financial reports.

Writing:  requires the ability to compose parent communiqués, well-organized letters, creative advertisements, etc.

Work in Classroom:  most of the job tasks are carried out in the classroom (such jobs are unsuitable for parents with young children who do not have reliable alternative care arrangements).

Work Independantly:  requires little coordination with other parent volunteers.

Cash Outlay:  purchases are made by the parents, who are then reimbursed by the school.
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