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Welcome 

Welcome to Springhill Community Preschool, operated by the Springhill Community Preschool Society. 

Springhill was established in 1970 and is one of Edmonton’s oldest parent-run child care cooperatives. 
For over 40 years we have offered programs based on the “learning through play” philosophy. 

The Society is a registered not-for-profit organization established under the Societies Act of Alberta. 
Springhill’s preschool is licensed with Alberta Social Services and the City of Edmonton and therefore 
meets all existing building, health and fire regulations for child care facilities. 

Springhill distinguishes itself from other Edmonton child care operations in that it employs two Level 
Three preschool teachers who are able to deliver programming of exceptional quality. One of the results 
of that decision is that we provide programming for two-year old children two mornings a week, another 
feature of Springhill that is not common. 

Springhill also offers a unique opportunity for parents to become actively involved in their children’s 
education – by helping to run the organization that operates the preschool. 

We look forward to having you with us. 

 

Springhill Executive Board and Staff 
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Organization of the Society 

Membership in the Springhill Community Preschool Society consists of all of the parents of registered 
children. Each year, at the Parent Meeting held in May/June, the members of the Society elect the 
Executive Board for the following year. For information about the Executive Board, which performs both a 
governance and administrative function, see the parent volunteer section of this handbook. 

The Executive Board is voted or appointed and is responsible for conducting the business operations of 
the Society and the Preschool on behalf of the membership, including but not limited to: 

 hiring and supervising staff; 

 collecting tuition from parents; 

 managing an annual budget and all banking functions, and; 

 ensuring that parents are informed about the ongoing operations of the Society and Preschool: 

 updating, editing and changing the handbook as required; 

 suggesting bylaw changes to be voted on by the parent body when required. 

Other parent volunteers help to discharge the many duties required to operate a preschool. Information 
on those positions is also available in the parent volunteer section of this handbook. 

Contact information 

The school has two telephone numbers. The first is our general line and is not answered during class 
times. You may call the general line and leave a message on the teacher’s voice mail for a return call 
when it is convenient for the teacher. The second is our emergency line should only be used when you 
must speak to a teacher immediately. 

General line: Call 780-433-4224 to leave a message. 

Cell Phone: Call 780-218-8783 when the class is on a field trip and you need to speak to a 
teacher. 

Email: teachers@springhillpreschool.com 

Parent guidelines 

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

1. If for any reason your child is going to be absent from school, please telephone the teachers at least 
15 minutes before class begins and leave a message on the general line. Please also email the 
teachers to let them know of the absence if possible. 

2. Please be prompt in bringing your child to school and in picking them up at the end of class. 
Teachers are paid only for instructional hours and it is not fair to ask them to supervise children 
outside class time. If you absolutely cannot avoid being late, please call the emergency line to inform 
the teachers, if there is no answer please leave a message, as our cordless phone does not have 
range in the park.  

3. Once you drop off your child for class, please refrain from lingering in the classroom as our 
teaching space is limited and parental presence can be disruptive to the learning environment. 

4. If someone other than a parent is to pick up or drop off your child, you must inform the teachers in 
advance. The individual may be required to show photo id. 
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5. Notify teachers of any allergies and ensure that all emergency medical information is up-to-date. 

6. If your child may require medication to be administered at the school (e.g., for allergies or a pre-
existing medical condition), please review Springhill’s Medication Requirement Policy that can be 
provided on request. 

7. Keep teachers informed of any event or change of routine at home that may affect your child’s 
behaviour. Likewise, please update the teachers with any changes in your contact information. 

8. Leave any cheques that need to be dropped off during the school year in the registrar’s mailbox. 

9. At least one parent from each family must assume a volunteer position. Failure to do so may result 
in termination of enrolment. 

10. Attend and participate in all Parent Meetings, scheduled cleaning days and casinos. 

11. Pay all required fees and deposits by post-dated cheques as outlined in the Fees section of this 
handbook. Your child is not considered registered until these cheques have been received by 
Springhill’s registrar. 

Philosophy: “learning through play” 

The Springhill Preschool endeavours to create a happy “learning through play” environment that 
stimulates a child’s natural curiosity, growth and development.  

Springhill’s philosophy requires that its teachers are familiar with the intellectual and learning power of 
play. Staff understand that play has cognitive value that can be displaced by structured activities and rigid 
discipline.  

The focus of Springhill’s Executive Board and staff is to make the best possible provision for the 
development of young children and, at the same time, help parents understand, participate in and enjoy 
this process.  

At Springhill, we recognize that children come from many different cultures. We strive to acknowledge 
these different cultures and our program experiences and celebrations are 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 children 

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

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

 To provide children 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 children’s interests. 

 To prepare children to make their own choices and get ready to participate actively in their own 
education. 
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For parents 

 To help parents gain insight into the meanings of their child’s behaviour. 

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

 To help parents 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 children through working in small and large 
groups. 

 To provide for a cooperative relationship with the school. 

Child guidance and discipline 

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

Springhill’s teachers become familiarized with the Child Discipline Policy through the staff orientation and 
access to the handbook. Springhill teaching staff will clearly outline expectations to the children. They are 
to model and teach child guidance strategies based on rapport and respect. 

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 behaviour; 

 give instructions or teach using a pleasant but firm tone of voice; 

 use preventive and re-directive methods whenever possible; and 

 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 be discussed first with a child’s parent. If the problem continues, the 
staff will involve the Executive Board to resolve the problem. Every effort will be made to work with the 
family to resolve behavioural issues. As a last resort, however, the Board reserves the right to ask a 
family to remove their child from the program at any time. 

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 behaviour (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, teachers will offer the child another avenue or 
direction to take. Our belief is that if we give positives, we get positives, and vice versa. 

 Springhill never uses labels such as “bad boy” or “bad girl.” Our staff emphasize that they still like a 
child who is misbehaving; it is their behaviour that is disapproved. 

 Springhill never uses physical force or restraint nor do they deny or threaten to deny any basic 
necessity. 
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 Teachers redirect a child’s attention by distraction, and substitute a more acceptable alternative to 
defuse a situation that seems to be leading to trouble. 

 Teachers will document any issues or problems and alert parents to ongoing patterns of behaviour. 

 If necessary, the teachers and the board will review the patterns of behaviour with the family and 
determine an appropriate strategy to address those behaviour issues. 

Communication with parents 

Springhill encourages an open communication between parents and teachers, and parents and the 
Executive Board. Communication to parents is usually through notices – newsletters and calendars – that 
are deposited in your child’s mailbox or distributed through email. Additional notices are posted on the 
easel outside the classroom door.  

Questions about your child’s progress should be directed to the teachers. On occasion, should the 
teachers note any concerns about a child’s development or behaviour, the teachers may approach the 
family privately to alert them to what has been observed and offer suggestions for where additional 
assessment or support may be obtained. These observations are not diagnostic in nature and are 
based solely on what our teachers may have noted during interactions with your child or between your 
child and other children. 

Comments and concerns regarding the program may be addressed to the Executive Board or to your 
class liaison. In the event that a resolution is not achieved, concerns should be presented to the 
Executive Board in writing. Questions or suggestions about the administration of the school should be 
directed to the Executive Board. There is a current list of Executive Board members and contact 
information posted in Room 16. 

Policies  

Program eligibility 

Two-year-old program 

 Child must be two years of age no later than December 31 of that year. 

 Adult-to-child ratios in this class enable diaper dependent children to participate in this program. 
However, children must be able to feed themselves without close supervision.  

Three-year-old program 

 Children must be three years of age no later than December 31 of that year.* 

 Children must be daytime toilet trained. No diapers allowed. 

 If your child is not three years old as of September 1 of that year, you will be asked to remain in the 
classroom until your child is three years of age, in order to ensure we are compliant with provincial 
licensing ratio requirements. 

Three-year/four-year-old split program 

 Children must be three years of age no later than September 1 of that year. 

 Children must be daytime toilet trained. No diapers allowed. 
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Four-year-old program 

 Children eligible for this program must be four years of age no later than March 1 in the following 
year. 

 Children must be daytime toilet trained. No diapers allowed. 

PLEASE NOTE: Once a child begins a program, the child will finish out the school year in that program 
even when he/she has a birthday during the year. For example, if a child starts in the two-year-old 
program in September, and turns three in April, the child remains in the two-year-old program until the 
end of the school year. 

Photo policy 

No outside personal recording media are permitted on the school premises during school hours. 
Springhill's recording media will be used exclusively inside the school premises during school hours only. 
During specified social functions (winter party, year-end party, field trips and field experiences) outside 
personal recording media are permitted. If you are opposed to having your child(ren) photographed or 
recorded at these specified functions, please be advised that it is your responsibility to ensure your 
child(ren) is not photographed or recorded. Please note that the school also has volunteer photographers 
who take annual class pictures of the children. You need to give authorization for your child to participate 
in class photos. 

Illness 

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 then every student’s school experience is adversely affected. Because 
we are not part of a school board, we do not have ready access to substitute teachers. In the interests of 
our teacher’s health, and as a courtesy to other families who would like to avoid unnecessary illness, 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” (i.e., producing a coloured mucous). These 
symptoms are different from a dry cough or a clear nasal discharge, which are common with allergies. 
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 is no open or 
oozing pox and they have been fever-free for 24 hours. 

 Should your child fall ill while attending classes, a call will firstly be made to the parent contact and 
failing that, emergency contacts will be notified. The child will be taken to the book corner, and a 
teacher will sit near the opening to the corner to prevent other children interacting. As the teaching 
staff will be sitting in the opening they will have a clear view of the sick child and able to observe other 
areas of the room. Upon the child being picked up from class, the respective teacher will thoroughly 
clean the book corner. 
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 Springhill will require a child’s parent/guardian to remove their child from the program premises 
immediately if the child is suffering from a communicable disease. 

Administration of medication 

In the event medication needs to be administered by the teaching staff the following information must be 
provided: 

 Written consent of the child’s parent or as deemed necessary by teaching staff in the event of first 
aid. 

 Medication must be in the name of the individual receiving it. 

 Medication must be delivered in its original labelled container. 

 How the medication is to be stored i.e. fridge or counter; in the event of the counter the medication 
will be stored on the top of the fridge in a locked container. 

 Medication must have clear written instructions as to when and how the medication is to be 
administered, as well as the specific dosage. 

 A log will be kept by the teachers to indicate the medication was administered which will include the 
date, time and initials of the teacher administrating the medication. 

 Emergency medications will be stored on the top of the fridge; out of the children’s reach but 
accessible to the teaching staff. 

Lice 

In cases of head lice, children may return to school after all lice and nits (eggs) have been removed and 
treated with appropriate lice medication as recommended by Alberta Health Services (AHS). Children will 
not be permitted to attend after an incident until they are clear of all signs of lice. 

The following procedure is in place for the safety/concern of all families attending Springhill: 

 The child is required to use the anti-lice shampoo or lotions as recommended by AHS. Alternate 
therapies such as tea tree oil, vinegar or petroleum jelly are not recommended by AHS and are not a 
substitute for anti-lice shampoos or lotion.  

 After the initial treatment; and a follow up second treatment at the recommendation of AHS (9 days 
following the first treatment), and assuming they are nit/lice free they may contact the teaching staff 
and arrange to return to school. The family is required to arrive 15 minutes prior to class in order to be 
checked by a teaching staff. Assuming the child is nit/lice free they are welcome to attend classes. 
The child however must be checked in this manner for the following two weeks. 

 Should nit/lice be found on any of these days the child will be sent home and will need to be re-
treated. The child may return seven days after re-treatment and assuming they are nit/lice free. 

 Should the family decide not to use the recommended anti-lice shampoos or lotions, or still carry 
nits/lice after being sent home a second time their child will be removed from the program completely. 
In such case Springhill will refund a pro-rated cheque for tuition, along with the return of any 
subsequent cheques. 

 Along with proper shampooing the family must remember to also clean all personal items, as 
recommended by AHS. 
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Make-up days 

Students who miss sessions due to illness (but not extended leave related to Christmas break, spring 
break, statutory holidays or family vacations) are allowed to make up those sessions at another time, in 
an equivalent class, space permitting.  

If your child is registered in all available days of a class, then there is no opportunity for make-up days.  

PLEASE NOTE: Arrangements to take a “make-up” day must be made with the staff in advance. 
Springhill’s policies outline specific adult to student ratios; class size limits are set for each session. When 
a make-up day is requested, students are placed on a list and called as space becomes available.  

Food and allergies 

School staff must be informed of any food allergies and other dietary restrictions by parents at the time of 
enrolment. The teachers are responsible for checking the allergy list posted on the fridge in the classroom 
and will endeavour to ensure children do not consume foods that are included on that list. Please ensure 
that information regarding your child is up to date. In the event of severe or complex allergies, parents 
are asked to inform teachers and the Executive Board in advance of registration so that an individualized 
strategy can be developed to accommodate the child’s needs. In exceptional circumstances, parents 
may be requested to provide a snack for their child food so that they are able to safely participate in 
snack time. These arrangements must be made in advance and are permitted solely at the discretion of 
the Executive Board. Please be advised that despite our best efforts, exposure to allergens may happen. 
Should this occur the teachers will follow the agreed upon strategy for managing exposure. 

A nutritious snack consisting of at least two food groups is provided during each session, including field 
trips.  

Snacks are provided to our children at the following times: 

 The morning class – which includes the two- and three-year-olds – snack is provided at 
approximately 10:40 a.m. 

 The afternoon class – which includes the three and four year olds – snack is provided at 
approximately 2:40 p.m. 

Due to the prevalence of serious allergies, no outside food is permitted in the classroom or on fieldtrips. 
This includes children finishing breakfast/lunch items upon arrival at the school. The only exception to this 
is birthdays, which is outlined in the next section. In particular, the following foods are strictly prohibited: 

 all nuts and seeds 

 hard candies, gum, caramels, toffees, jellybeans and gumdrops 

 snacks made with toothpicks or skewers 

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.  

Birthdays 

It is a tradition at Springhill to celebrate your child’s birthday. Bringing in a special snack is optional. 
Springhill celebrates each child’s birthday the same way regardless if a special snack is provided on your 
child’s birthday. It is against health regulations to bring food prepared in your own home. The teachers 
have a list of acceptable treats that are guaranteed nut-free and the school does allow prepared treats 
from pre-approved bakeries that adhere to a strict no-nuts policy in their baking. The teachers can provide 
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the contact information for these bakeries, one of which also offers gluten-free and dairy-free options. 
Please be warned that if birthday food does not meet the proper regulations, it will not be served. 

Smoking 

Springhill’s classroom is located in the basement of Queen Alexandra School and as a result follows the 
Edmonton Public School System Smoking Policy which reads as follows: 

SMOKING  

1. Tobacco use is prohibited in Edmonton Public Schools' facilities utilized in whole or in part by 
district staff.  

2. Tobacco use is banned from all district property. 

Dropping off and picking up students 

Parents are responsible for bringing their children to the main classroom where they will be greeted by 
the teaching staff. Morning classes begin at 9:15 a.m. and afternoon classes at 1:00 p.m. unless 
otherwise instructed. The teachers are responsible to check daily attendance.  

PLEASE NOTE: There is no parking in the school parking lot during school hours. Please use street 
parking. Failure to abide by this rule could jeopardize our lease arrangement with Edmonton Public 
Schools. 

The two-year-old class is finished at 11:30 a.m. The three-year-old class is finished at 11:45 a.m. The 
afternoon class is finished at 4:00 p.m.  

Please let staff know in advance if someone other than a parent will picking up or dropping off your child, 
otherwise s/he will not be released to that person. The individual may be asked to provide photo ID. 

The staff DOES NOT PROVIDE before or after class guardianship. If you arrive early, you are welcome to 
let your child play in Room 16 but you are responsible for supervising your child during this time.  

As our teachers require a full lunch hour break to prepare for the next class, please pick up your child 
promptly. Likewise, we ask that once your class has finished you leave the classroom as quickly as 
possible. Lingering in the classroom after the end of classes also infringes upon the teacher’s lunch 
breaks and preparation time and is discouraged. Exceptions may be made in the event of inclement 
weather or other extenuating circumstances. 

If a parent does not arrive in a reasonable amount of time, 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, staff will follow procedures 
outlined for dealing with an abandoned child – they will contact a member of the Executive Board who will 
determine if it is necessary to contact Social Services. It has never been necessary to follow this 
procedure at Springhill, but it exists as a measure of last resort. 

PLEASE NOTE: If you are consistently or excessively late picking up your child, the teachers will inform 
the Executive Board. The board will then review the pattern and will speak directly to the parent about the 
reason for continued late pick-ups. If the late pick-ups continue, a warning letter will be issued and a late 
fee of $50.00 may be charged accordingly. You may be asked to leave Springhill if the pattern continues. 

Parents in the classroom 

Springhill welcomes parent involvement through field trips and special celebrations, including many in-
class experiences. We do welcome parents to visit the classroom throughout the school year, as long as 
you make arrangements with the teachers prior to your visit date. To ease the transition to the classroom, 
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we offer staggered entry during the first week of school. We do, however, ask that after the first month of 
school parents not remain in the classroom during class time unless invited to do so by the teachers. Our 
“learning through play” philosophy requires that teachers be able to guide and interact with your child 
directly, and often the presence of a parent in the classroom disrupts this dynamic. Our classroom space 
is also quite busy, and it is difficult to accommodate extra adults in the classroom without impeding the 
teaching and play space for our staff and students. If you feel that your child requires you to remain at the 
school during class time, please speak directly with the teachers and the board about developing a 
strategy to help your child feel more comfortable with the learning environment.  

After the initial month of classes, all parents will be asked exit the class during class time so that their 
child can participate fully in the learning experience. If you insist on remaining in the classroom, you will 
be asked to leave. Repeated instances of staying in the classroom may result in a warning letter and 
eventually suspension of enrolment for your child. If you feel you must continuously remain in the class 
with your child, it may be advisable to wait until you and your child are ready for an independent 
preschool experience. 

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. Incidents are 
defined as negative events that do not result in 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. 

It is usually one of the staff members that will handle incidents or accidents, should one occur. However, 
if a volunteer is on the spot when an incident occurs, s/he is the person expected to handle 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.  

Staff members are required to report any incident or accident involving a child by completing the 
prescribed form within two business days. 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 

 an intruder to the program 

 a child removed from the premises without parent/guardian consent 

 a child left on premises after operating hours 

Accidents 

 injuries to the head, eyes or teeth 

 injuries to the groin or genitalia 

 fractures, sprains or strains 

 burns, cuts, serious scrapes 
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 loss of consciousness 

In addition to the 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 appropriate 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 

Emergency procedures as well as emergency exit locations are posted in both classrooms. An 
emergency binder provided by Queen Alexandra School is also available in both rooms. Staff and 
children practice monthly fire drills to familiarize themselves with the procedures. 

School fire alarm 

1. Springhill teachers will organize children by lining them up and leading them out of the school by the 
nearest exit. Staff will take with them the attendance book. The last person out of the classroom 
closes the door. The staff will take roll call and reports to the Principal of Queen Alexandra School 
that we are accounted for. 

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: 

Our Lady of Mount Carmel School 

10524 76 Ave., 780-433-1062 

4. The Principal, or designate, and Secretary will call: 

- the appropriate emergency service 

- EPSB contact numbers 

5. The teaching staff will contact all parents. 

Guidelines for power outage and closure policy 

In the event of extreme weather, power outages or utility outages, the Springhill Executive Board allows 
the teachers to use their discretion to close the program. In such an event the teaching staff will ensure all 
families have received notice of such closure either via direct telephone conversation or in person. The 
teaching staff will wait at the school to ensure all children have been picked up. In such circumstances 
Springhill does not provide the opportunity for make-up days. 
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Lock downs/security alerts and procedures 

When a lock down/security alert occurs a message will be heard over the Queen Alexandra School PA 
system. The teaching staff will lock the classroom door, turn of the lights and close the blinds. The 
teaching staff will move all children to the book corner and quietly read stories until Queen Alexandra 
School gives further instructions. 

These alerts equip us to deal quickly and effectively with situations where the children’s safety is at risk. 
These may occur either on school property, or more commonly, in the neighbourhood or external 
environment. It is important to note that security alerts do not automatically mean there is a threat of 
violence. We may be responding to a tornado warning or other situations when it would be safest to keep 
the children inside. Security alerts are designed to keep the school population safe, calm, organized and 
accounted for while the situation is being investigated. 

Parent expectations: 

 If you are in the school when a security alert is called, you will be required to stay in the building until 
the alert is lifted. Springhill’s parents are required to go to the classroom. 

 If the school bell is ringing continuously, DO NOT enter or approach the school. Please stay in your 
vehicle. 

 Please DO NOT call Queen Alexandra School or Springhill. The phone lines must remain open so we 
can communicate with Queen Alexandra School, Edmonton Police Service or emergency services. 
Thank you for understanding that staff time must be exclusively focused on the security alert 
procedures. Written information about an unexpected security alert will be relayed to you once 
student safety has been assured and the security alert has ended. 

 Children will be released when the “all clear” has been received. 

Springhill actively participates in all Queen Alexandra School emergency drills. 

In the event that a security event is noted by Springhill parents or staff during a school day, before 
Queen Alexandra School is aware of the situation, the following procedure should be followed: 

 Secure Springhill students, parents and staff in the classroom and lock the door 

 Notify Queen Alexandra School staff of the danger so that they may initiate their own lock-down 
process 

 Follow the lock-down procedures outlined above in accordance with Edmonton Public School 
policies. 

 

In the event that a security event is noted by Springhill parents or staff after the regular school day has 
ended, the following procedure should be followed: 

 Secure Springhill students, parents and staff in the classroom and lock the door. 

 Call 911 and inform Edmonton Police Services of the location of the event along with a 
description of what has transpired. 

 Inform Queen Alexandra School staff so that they may secure any students, parents or staff that 
remain in the building. 

 Wait for Edmonton Police Services to arrive and assess the situation. Do not leave the classroom 
until given permission to do so by the responding officers. 
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Edmonton Police Services has advised us that under no circumstances should parents or staff approach 
anyone who they suspect poses a danger to themselves or others. That task must be left to the police 
who respond to the call. 

Clothing and equipment 

Please ensure that students are dressed for school 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 not 
suitable for school. Please provide a full set of extra clothes in a marked bag, which will be kept on site for 
emergencies. Any children in the two-year-old program that are 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 including wind chill for the three-year-old and 
four-year-old program and -10 including wind chill for the two-year-olds. Please remember that if your 
child does not have appropriate clothing for outdoor play, it affects all the children in the program as they 
will all have to stay inside.  

In the spring and summer, students should come to school with a tight-fitting sunhat and sunscreen 
already applied. 

All indoor and outdoor clothing and footwear should be labelled. 

Field trips 

In the event the teachers plan an offsite field trip parents will receive a letter outlining all of the details and 
pertinent information. 

A consent form is inside the main classroom door and must be signed by a parent before each field 
trip. Transportation and other fees are outlined. 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 
age-specific field trips. If the outing is, for example, on a Tuesday morning, all two-year-old students are 
welcome to attend, not just those registered for Tuesday mornings. 

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

 Volunteer parents cannot bring siblings unless otherwise noted (there may be activities in which the 
entire family is invited to participate). 

 There are limits to the number of volunteers for each trip based on the number of students attending.  

 There will be a brief review of volunteer duties before each field trip to minimize confusion.  

 Teaching staff will carry with them at all times a portable record of each child attending the field trip. 
The form will include, but may not be limited to the following: child name, date of birth, home address, 
parents name, home address and contact numbers, emergency contact information (including names, 
addresses and phone numbers), any other relevant health information (immunizations, allergies) 

 Teaching staff will also carry the numbers of local emergency response services and poison control 
centre. 
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Fees 

Tuition 

 

Monthly tuition for the Springhill school year: 

1 session/week 2s: $94.50/month 
3s/4s: $70/month 

5 sessions/week 2s: $351/month 
3s/4s: $260/month 

2 sessions/week 2s: $168.75/month 
3s/4s: $125/month 

6 sessions/week 2s: $398.25/month 
3s/4s: $295/month 

3 sessions/week 2s: $236.25/month 
3s/4s: $175/month 

7 sessions/week 2s: $445.50/month 
3s/4s: $330/month 

4 sessions/week 2s: $297/month 
3s/4s: $220/month 

8+ sessions/week 2s: $492.75/month 
3s/4s: $365 month 

 

Note: The 2 year old tuition is more expensive because there are fewer students in the class, and the 
schools operating costs are the same for each program.  

Monthly tuition is determined on a family basis by combining the number of sessions attended by all 
children in the family.  

All tuition fees must be paid by post-dated cheques made payable to Springhill Community Preschool 
Society. These cheques must be received within 10 business days of your registration being confirmed. 
Your registration is not considered complete until the school has received all of your post-dated cheques, 
as specified below. 

Please note that in exceptional or extenuating circumstances, the Executive Board may consider a lump 
sum payment for the entire year. The reason for requesting this type of payment arrangement must be 
made in writing to the board. If the board agrees to this request, the payment must be made by money 
order and must include all of the tuition fees, fundraising payments and other fees noted below. 

Fundraising payments 

$300.00 per year divided into two payments 

Other fees and deposits 

Registration fee  $50.00 per family, non-refundable 

Cleaning day deposits Two $50.00 cleaning day deposits per family dated January 1 and June 
1. Deposits will be cashed if the family does not participate in the 
cleaning day. 

Casino deposit $500 per family dated December 1st. Casino deposits are due only 
casino years (2017/2018, 2019/2020) and will be cashed if the family 
does not participate in this important fundraiser. Our casinos pay our 
teachers’ salaries, our rent, and other crucial operational expenses. 
Failure to work a casino shift may result in not reaching the minimum 
number of volunteers to work our casino, which would result in Springhill 
losing its casino privilege. The deposit is meant as a deterrent, not an 
alternative.  
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Non-Sufficient Funds (NSF) penalty 

NSF cheques A $25.00 administration fee will be charged. 

In the event a Springhill family produces two or more NSF cheques in a school term, the Executive Board 
will work with the family to explore alternative payment methods and options. Failure to provide the 
required tuition or other school fees, including fundraising payments or deposits, within 30 days of issuing 
the NSF cheque will result in termination of your child’s enrolment in the program. 

Registration 

Upon registration, Springhill requires the following fees/deposits per family. All fees must be paid in the 
form of post-dated cheques made payable to Springhill Community Preschool Society, except where 
otherwise noted: 

 one non-refundable registration fee (paid online at the time of registration) 

 10 post-dated tuition cheques dated September 1
st
 through to June 1

st
 for the school year 

 two cleaning day deposit cheques dated January 1 and June 1 

 two fundraising payment cheques dated October 1 and February 1  

 one casino deposit cheque dated December 1, during casino years only (2017/2018, 2019/2020) 

Please remember to write the correct year beginning in January. Except in extenuating circumstances, 
with prior board approval, post-dated cheques are the only form of payment that Springhill will accept 
for tuition payments, cleaning day deposits, fundraising deposits and casino deposits. Following the 
completion of your cleaning day duties and casino shift, the post-dated cheque will be shredded. If you do 
not complete your cleaning day duties or casino shift, your cheque will be cashed immediately following 
the event. Due to the need to ensure the security and tracking of our banking deposits, cash is not 
accepted. 

Parents can choose to register:  

 two-year-old children in one, two, or three sessions per week (Monday, Wednesday, Friday) 

 three-year-old children in one, two, three or four sessions per week (i.e. Tuesday and Thursday 
mornings, Monday and Wednesday afternoons)  

 four-year-old children in one, two, three or four sessions per week (Tuesday, Wednesday, and 
Friday afternoons) 

 Note: the Wednesday afternoon class is a 3/4 split and has a science based initiative.  

 Note: Thursday afternoons are reserved for program planning.  

 

To facilitate full sessions, and to enable new families to enrol in Springhill, families are requested to only 
enrol their child(ren) in the number of sessions they realistically think the child(ren) will attend. It is 
strongly discouraged to enrol your child(ren) in all sessions and then make changes prior to the school 
year. Changes to registration made after June 1 (and prior to school starting) will be charged a $50 
fee. 
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Subsidy and financial hardship  

New provincial funding for child care may help some families to afford to send their children to a licensed 
preschool like Springhill. The Springhill Executive Board and/or staff can provide more information on 
provincial funding and eligibility requirements. 

If families indicate financial hardship, Springhill will also provide 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 parents to copy, circulate and follow-up letters to potential sponsors. Regardless 
of the outcome of these inquiries, families must submit fundraising payments specified for all Springhill 
families. 

Withdrawal procedures 

If a child is registered at Springhill Community Preschool for less than 30 days, the family need not pay 
the term's fundraising deposit. If a child registers mid-term, the fundraising deposit may be pro-rated. 

If you wish to withdraw your child from Springhill or reduce the number of days which your child attends, 
we require 30 days’ notice from the first of the month – e.g. if we know on or before March 1

st
, they will 

attend for the month of March and be withdrawn as of March 31st. If a child withdraws mid-term, the 
fundraising deposit may be pro-rated. 

Although we recognize that extenuating circumstances sometimes necessitate changes in schedules, we 
must adhere to the 30-day notice policy to ensure the school maintains the enrolment level necessary 
to meet our financial obligations. 

Parent volunteer commitment and expectations 

As a parent cooperative, Springhill relies 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.  

This commitment to volunteering is entirely separate from the need for fieldtrip volunteers, fundraising 
commitments, optional classroom volunteers and attending the cleaning bees. The cleaning bees are not 
mandatory, but if you do not come, your $50 cheque will be cashed so that we can hire cleaners. 

Springhill’s success depends on the willingness of parents to participate conscientiously and consistently 
in the discharge of their volunteer duties. Please take the time to choose a position to which you are able 
to commit. If you do not fulfill your volunteer role, you will receive a written warning. If you continue to 
ignore your volunteer commitment, your child will not be allowed to return to classes until your obligation 
has been met. 

Fundraising 

Springhill is a parent cooperative and requires the efforts of all members to make it a success. Since 
monthly tuition fees do not cover all expenses, Springhill relies on two fundraising activities to make up 
the shortfall: fundraising payments and casinos.  

Fundraising payments  

Springhill parents have voted over the years to enjoy not having to participate in many small fundraisers. 
Instead, fundraising payments per child per year are required.  
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Casino participation 

Springhill’s primary source of fundraising is a casino every two years, without which the school would not 
be able to function. Full participation in the fundraising casino is a condition of attending Springhill 
Community Preschool.  

In any year in which a casino is held (the next one is in the 2017/18 school year), a casino deposit 
cheque will be collected from each family. This deposit is shredded when the family completes the 
required volunteer shift. 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.  

 

Respectful behaviour 

All parents at Springhill Community Preschool are expected to behave in a professional and courteous 
manner during any and all interactions with staff, other parents and board members. The Executive Board 
is comprised of parents just like you, who also have children registered at the school, and as such are 
part of the parent body. When misunderstandings or disputes arise, parents are expected to behave 
respectfully in their interactions with the teachers and board. This includes: 

 No aggressive behaviour or language in the classroom or on the premises.  

 No disruption of the classroom environment, either during class time or during pick-ups or drop-

offs. 

 No aggressive or threatening communication via phone, email or written correspondence. 

 No name calling, disparaging comments or verbal attacks either in person or via social media. 

Parents who exhibit aggressive behaviour will be given a warning letter by the board, with any further 
instances resulting in suspension and/or expulsion. 

Parents are also asked to refrain from involving teachers in grievances about board policies or decisions. 
Parents are welcome to communicate directly with board members via email, phone or in person, as long 
as those interactions are respectful.  

If any parent behaves in a threatening manner, the teachers and Executive Board will call Edmonton 
Police Services to report the behaviour and request that Edmonton Police Services handle the matter 
accordingly. Should a call of this kind be necessary, your enrolment will be immediately terminated. 

Refusal of enrolment 

Springhill Community Preschool reserves the right to refuse enrolment to any family that is unwilling to 
abide by the rules and policies as outlined in this handbook. These guidelines have been developed to 
ensure the optimal learning experience for students while allowing the school to meet its financial and 
administrative obligations. Although we will attempt to work with families that are experiencing challenges 
or special circumstances, we ask that all parents do their best to meet the expectations as outlined. If 
there are policies or procedures that you find onerous or impossible to abide by, they may be brought to 
the board’s attention, however, we respectfully suggest that Springhill may not be the ideal preschool 
choice for your family. 
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Records 

Children’s records 

All students attending Springhill will ensure they provide the school with all up-to-date information 
regarding the following in accordance with government regulations: 

 child’s name, date of birth and home address; 

 a completed enrolment form; 

 the parents name, home address and telephone number; 

 the name, address and telephone number of two emergency contacts who live at different addresses 
from the child and each other, who can be contacted in case of an emergency; 

 details regarding medication; and 

 all relevant health information regarding the child including immunizations and allergies. 

The teachers at Springhill will keep this information easily accessible in their classroom filing cabinets. 
The teaching staff will ensure that the records are available at all times for the director’s inspection, and 
by the child’s parent at reasonable times. The teaching staff may send out a reminder throughout the year 
(via their monthly calendar) asking families to inform the teaching staff to any changes that may have 
occurred since filling out the required forms at the time of registration. 

Administrative records 

The teaching staff will maintain accurate records in regards to the following: 

 daily attendance records of each child, including arrival and departure times; 

 evidence of the child care certification of the staff member;  

 verification that a current criminal record check for those required has been provided to Springhill; 
and 

 a current First Aid certificate. 

The teaching staff at Springhill will keep this information easily accessible in their classroom filing 
cabinets. The teaching staff will ensure that the records are available at all times for the director’s 
inspection; and that the referred material is retained for a minimum period of two years. 

Rates and conditions 

Please see the “Fees and payments” section of this handbook for current rates and conditions.  

If a child is registered at Springhill Community Preschool for less than 30 days, the family need not pay 
the term's fundraising deposit. If a child registers mid-term, the fundraising deposit may be pro-rated. 

Cleaning bees 

Cleaning bees are held twice every school year to complete extensive cleaning that cannot be completed 
during school hours. Families are given 2 options of cleaning days, usually a Thursday evening and a 
Saturday morning. They follow our family events (ie, the February dance and the year end celebration), 
and children are not allowed in the classroom during the cleaning. If a family brings a child, they will be 
asked to leave and their $50 cheque will be cashed if they cannot reschedule. 
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Families have the option of signing up to have their cleaning deposit cheque cashed or signing up 

to participate in both two-hour sessions (one per term). Note that families who opt out of cleaning 

will have their cleaning day deposits cashed. Also, families who are not able to work at the 

scheduled cleaning day, will have their $50 cleaning deposit cheque cashed. 

PLEASE NOTE:  

 Executive Board members, except for the Volunteer Coordinator who assists in 

coordinating the cleaning days, are exempt from cleaning day in recognition of the extra 

workload they accept when they serve on the board. 

 Cleaning days are in addition to the family’s regular volunteer duties and children are not 

permitted to be present at cleaning bees. 

Substitute teaching 

As noted earlier, because Springhill is not part of a school board the school does not have ready access 
to substitute teachers. When one of our teachers is ill, we rely on parent volunteers to provide assistance 
to the remaining teacher and have compiled a list of parents who are willing and able to volunteer in the 
classroom while their child is attending class at Springhill. A small honorarium is provided to thank them 
for their time. Unfortunately, in order to remain compliant with our licensing ratios, we are not able to 
utilize parent volunteers who must bring younger/older children with them to class.  

Springhill asks that parents who intend to be on the volunteer substitute list complete a Police Information 
Check to ensure the safety of our students. A Police Information Check is more extensive than a criminal 
records check and allows for a Vulnerable Sector search, which is a requirement for many organizations 
that work with children, the elderly and disabled. Information obtained during a Police Information Check 
is disclosed to the applicant only and it is up to the applicant to share that information with the 
organization they wish to volunteer with.  

The Edmonton Police Services Police Information Check Section is located at #108, 14315-118 Avenue. 
Although Police Information Check forms can also be completed and submitted at any Edmonton Police 
Services station, the processing may take longer. The fee for the Police Information Check for volunteers 
is $15.00. When the Vulnerable Sector search indicates the need for fingerprinting there will also be a 
$25.00 fee. Springhill will provide parent volunteers with a letter indicating the reason you have been 
asked to request an Information Check and will reimburse parents for this cost.  

Volunteer positions 

Executive Board  

The Springhill Nursery School Society has an Executive Board consisting of the following positions.  

*Please note that a police check is required to hold a position on the Executive Board. A vulnerable sector 
search is not required. The fee is $15, which, upon successful clearance, will be reimbursed. The board 
member is required to submit their police check and receipt to the Executive Board.  

President 

 Chair of the Executive Board and the Personnel Committee. 

 Chairs all meetings of the Society, Board and Personnel Committee. Votes only in the case of a tie. 

 Acts as CEO of the Society and is responsible for its general administration. 
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 Acts as a spokesperson for the Society. 

 Acts as the liaison between the teaching staff and the Board. 

 Acts as the chief signing officer. 

 Carries out other duties assigned by the Board, included but not limited to: Updating/keeping bylaws 
current and applicable, subsidy, raise reviews, licensing, and keeping abreast and dealing with the 
parent body’s current concerns, issues and suggestions. 

 Presents, directs and guides discussion on policy changes and issues related to the ongoing 
operations of Springhill Community Preschool, to the Board and/or the parent body. 

 Create new policies as needed and present them to the General Membership for ratification, in 
cooperation with the Board. 

 Responsible for maintaining/updating By-Laws and Policy Handbook for Springhill. 

 Oversees the Executive Board and Teaching staff to ensure responsibilities are being met.  

 Oversees the personnel and hiring processes and evaluations 

 Delegates tasks to other Board Members and sub-committee members. 

Vice-President 

 Member of the Executive Board and the Personnel Committee. 

 Review Committee mandates and structure. 

 Attends all meetings of the Society, Board and Personnel Committee.  

 Chairs meetings in the President's absence. 

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

 May be a signing officer. 

 Oversees the teachers’ professional development plans by ensuring they are in line with Springhill 
goals and philosophy and are within allocated budget. 

 Responsible for conducting teacher evaluations. Teacher evaluations occur twice a year. The first is 
in mid-December, and the second is no later than May 31. Creates written evaluations to provide to 
the teachers and to keep in their personnel files. 

 Checks in with each teacher on a monthly basis, or more often if issues arise, to discuss any issues 
or concerns. 

 Purchases Christmas and end of year gifts for the teachers on behalf of the Executive Board 
(reimbursed by the treasurer). May assist parents in organizing a group gift at the end of year. 

 Responsible for maintaining/updating the Employee Handbook. 

 Delegates tasks to other Board Members and sub-committee members 

 Carries out other duties assigned by the Board 

Secretary 

 Member of the Executive Board. 
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 Attends all meetings of the Society and Board. 

 Responsible for overall coordination of the three Parent Meetings including purchasing of 
food/beverages, booking child care, coordinating with the Facilities Liaison to book the gymnasium 
and notifying the parent body about the meeting. 

 Keeps accurate minutes of all Society and Board meetings and updates the minute book regularly. 

 Prepares agenda packages, with the assistance of the President, for distribution to Board members 
no less than three days prior to each meeting. 

 Circulates draft minutes to the Executive Board no more than ten days after each Society and Board 
meeting. The Board is then given 2-3 days to review and advise of changes to the minutes. The final 
meeting minutes are posted in the school.  

 Keeps in their possession, all archived meeting minutes and agendas.  

 Carries out other duties assigned by the Board. 

 Not required, but an asset, if the Secretary can review past years meeting minutes to have knowledge 
of previous issues, concerns and suggestions 

Treasurer  

 Member of the Executive Board. 

 Attends all meetings of the Society and Executive Board 

 Presents an accounting of revenues and expenditures (including performance to budget) at all 
Society and Board meetings. 

 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 Board and presents the budget for approval at 
the Annual General Meeting. 

 Helps President with salary negotiations with employees. 

 Invests surplus funds. 

 Generates and signs cheques for parents, staff, billed expenses and third party reimbursement, signs 
other banking paperwork. 

 Forwards any accounts receivables (cheques) to the co-registrar-cheque depositor, for recording and 
deposits.  

 Sends the Bookkeeper monthly transactions, detailed deposit information, and bank statements-
paper copy and CSV (excel file) of monthly transactions-coded with account type. 

 Carries out other duties assigned by the Board. 

 Proficiency with Excel and strong organizational skills are important. 

Registrar 

 Member of the Executive Board 

 Chair of the Registration Committee.  

 Delegates as necessary to other Board members and members of the Registration Committee  
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 Attends all meetings of the Society, Board and Registration Committee.  

 Manages all registration throughout the school year and maintains the waitlist.  

 Receives enquiry emails from website and responds within five business days. 

 Contacts the appropriate class liaison to arrange a visit during class time if a prospective family wants 
a tour.  

 Receives registration and cheques from new and continuing families. 

 Generates the monthly deposits of parent cheques: registration fees, tuition fees, donations, cleaning 
and casino deposits.  

 Deposits are prepared at least 7 days prior to the end of the month and given to the database 
treasurer to be deposited  

 Before compiling cheques for deposits, verifies that each cheque is for the correct amount, for the 
correct family with the correct date.  

 Arranges for all withdrawals, changes in days, and missing or bounced cheques. 

 Manages all online registrations through Wordpress, updating student data registration and cheque 
database spreadsheets. 

 Prepares mail merge to send student data to teachers. 

 Notifies families whether they are accepted into the program or placed on the waitlist. 

 Notifies volunteer coordinator when families register or withdraw. 

 Receives cheques when families register. 

 Updates and maintains Dropbox class list and contact information sheet.  

 Informs teaching staff and Volunteer Coordinator at least 48 hours prior to a new students start date 
during the school year.  

 Emails new registrants pertinent information including “General Information”, “Authorizations”, and 
“Get to Know Your Child” attachments.  

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

 Maintains and updates registration materials (welcome letter, staggered entry information, etc.) as 
needed, and ensures they are saved in Dropbox files.  

 Keeps track of registrations which are received via Wordpress, and sends each new registrant a 
confirmation and information on when the lottery will be held. 

 Participates in the March registration process along with the two co-registrars. This includes 
overseeing the lottery and ensuring that all registrants are contacted via phone.  

 Works with co-registrars to ensure that all new registrants are contacted via email with a list of 
cheques that are required along with information about May’s Annual General Meeting.  

 Prepares tax receipts for families upon request. 

 Attends the annual open house in February/March along with teachers, other members of the board, 
and the Registration Committee. 
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 Oversees summer camp registration with co-registrar B, who manages registrations, contacts 
families, and invoices through Paypal. 

 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 
Vice President and approves advertising budget with the Treasurer.  

 Organizes the registration of the Annual General Meeting. 

 Carries out other duties assigned by the Board. 

Volunteer Coordinator 

 Member of the Executive Board and Registration Committee. 

 Attends all meetings of the Society, Board and Registration Committee. 

 Must be prepared to guide and motivate the parent volunteers in their roles, assisting if required. 

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

 Ensures parents sign-up for volunteer positions when registering during the school year. 

 Works with the teaching staff and Committee representatives to ensure that parents understand the 
job description for their position and that they are meeting the requirements of that position, including 
ensuring parent volunteers find their own replacement should they be unable to complete their 
assigned position tasks due to illness or vacation.  

 Follows up with families that are not completing the tasks outlined in their job description and reports 
these issues to the Board for action as required. 

 Keeps the job descriptions of all positions up-to-date and updates the Parent Handbook with any 
changes and notifies the Board of these changes as needed. 

 Coordinates 2 annual cleaning events which occur in January and June. Oversees these event 
which typically includes a weekday evening shift (2-3 hours) and a weekend option (3-4 hours) 
totalling 4 half-day commitments, plus the time required to organize the event. 

 Maintains and distributes to all parents a handout that provides tips on how to perform each position 
in an effort to provide orientation and continuity of the positions at the end of the school year. 

 Surveys volunteers at year-end to keep 'tips' current. (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.) 

 Sends year end parent survey out to the parent body and summarizes results  

 Carries out other duties assigned by the Board. 

 Events Coordinator / Facilities Liaison 

 Attends all meetings of the Board. 

 Liaises between Springhill Community Preschool and Queen Alexandra School on matters such as 
use of the gym, parking, transportation planning, and attends any associated meetings i.e.: book gym 
for parent meeting in September, January and May 
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 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 Montessori program on matters such as sharing of physical 
resources and special events. 

 Books cleaners for classroom cleaning before open house (in March) and for year-end (June)  

 Responsible for reviewing the proper procedure for arming and disarming the alarm when 
entering/leaving the building after hours. 

 Coordinates the planning of family social events (usually the winter and Year-End parties) with pre-
arranged volunteers by required date of each event. 

 Delegates to assistant planners and follows-up to ensure all tasks are being completed, such as food 
items and gift purchases (door prizes) are arranged and other advanced preparations. 

 Approves expenditures with Treasurer and submits all receipts to Co-Treasurer for reimbursement, 
but works within a budget. 

 Completes a simple report on event and files in a binder (phone numbers, contacts, etc. for their 
successors). 

 Acts as a business liaison by soliciting 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; door 
prizes for year-end celebrations etc.). 

 Maintains a record of all companies and groups contacted for donations, the outcome, and submits 
the record to the Board each month. 

 Having established contacts in the business community it a definite asset to this position. 

 Carries out other duties assigned by the Board. 

 In the event the school's lease is not renewed and there is a need to relocate; the facility liaison adds 
and delegates necessary duties to a board appointed relocation committee: 

 In conjunction with Edmonton Public Schools, the SCP president and the current school teacher the 
facility liaison will look for and find an appropriate board approved space to suite our needs; 

 Coordinates all requirements of licensing with the teacher, and is in contact with Fire inspection, 
health inspection, and the licensing official; 

 Oversees the move by delegating the duties of packing, cleaning, movers, unpacking, classroom 
set up, facility preparations, postal and phone connections; 

 Once it is noted that there is a need for improvement or repair to the space we lease and it is 
determined that the school/landlord is not responsible as set out in the lease, the facility liaison 
initiates the bidding process for contracted work and must follow the guidelines set out by 
Edmonton Public Schools maintenance department. 
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Committee structure 

Finance Committee 

Treasurer 

See Executive Board. 

Co-Treasurer  

 Member of the Finance Committee. 

 Attends regular meetings of the Finance Committee. 

 Carries out duties assigned by the Treasurer. 

 Proficiency in Excel and strong organizational skills are important. 

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

 Time commitment is approximately 1 hour/month overall. 

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

Casino Coordinator 

 Every second year only. 

 Reports to the Treasurer. 

 Organizes and oversees the Casino fundraiser every second year. 

 Maintains records of the fundraiser as needed by the Board. 

 Keeps track of paper work with respect to the Casino and Corporate Registry. 

 Completes all paper work needed for the casino. 

 Organizes and schedules parent volunteers for the Casino. 

 Keeps track of families who participate and provides a record to the Volunteer Coordinator. 

Governance Committee (as needed) 

Vice-President 

See Executive Board. 

Governance Assistant(s) 

 Through the direction of the Committee Chair, complete the tasks of the Governance Committee. 

 Discuss policy changes and issues related to the ongoing operations of Springhill Community 
Preschool. 

 Review Committee mandates and structure. 

 Create new policies as needed and present them to the General Membership for ratification. 

 Responsible for maintaining/updating By-Laws and Policy Handbook for Springhill. 
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Personnel Committee 

Comprised of the President, Vice President and one other Board Member 

 See Executive Board, overseen by the Vice President. 

 Coordinates the annual review of the teaching staff 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 with the hiring process. 

 Solicits applications, in coordination with the Board and teaching staff, 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). 

Registration Committee 

Registrar 

See Executive Board. 

Co-Registrar A 

 Member of the Registration Committee.  

 Attends all Board meetings in the Registrars place if necessary.  

 Provides mid-term orientation for families starting school after September.  

 Updates all student data changes in alpha-files at school premises at the start of school.  

 Revises Parent Handbook, as needed in regard to registration, and ensures availability in consult with 
the Registration Committee and Executive Committee.  

 Creates or organizes and oversees the creation of advertising materials as directed by the Registrar 
(info sheet, brochures, flyers, newspaper ads, etc.), subject to Board approval and working with in a 
budget.  

 Maintains a record of the Society's advertising. • Prepares notices, invitations, signage and 
placement, 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. 

 Must have access to a computer and internet in order to save and access information on Dropbox  

 Participates in the March registration process along with the registrar and second co-registrar. This 
includes helping with the lottery, (phoning and emailing approx. 20 people).  

 Coordinates and attends the Annual Open House, typically in February or March in conjunction with 
the teaching staff and other members of Registration Committee, including registration of new 
families.  
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 Much of this work will take place between February and May  

Co-Registrar B 

 Member of the Registration Committee. • Attends all Board meetings in the Registrars place if 
necessary  

 Checks telephone messages every two days  

 Responds to phone messages and field questions  

 If families request a tour, collects their contact information and forwards to the appropriate Classroom 
Liaison.  

 Must have access to a computer and internet in order to save and access information on Dropbox.  

 Participates in the March registration process along with the registrar and second co-registrar. This 
includes helping with the lottery, (phoning and emailing approx. 20 people).  

 Generates phone lists, Board member contact lists etc. as requested by the teaching staff or Board. 

 Assists with coordinating Summer Camp registration.  

Class Liaisons (3 positions – one for 2 year old, 3 year old and 4 year old classes) 

 Preferably alumni.  

 Member of the Registration Committee.  

 When a tour request is made the registrar or co-registrar will forward you the families 

contact information. Consult the teachers then contact them and arrange a tour during 

school hours– must be available during the day.  

 Tour Guide should be able to arrange for care for their own children during the tour.  

 Tour Guide will inform the touring family that the teaching staff is unavailable for discussion 

at the time of the tour.  

 Meetings with teaching staff can be arranged outside of classroom hours.  

 Must be familiar and knowledgeable with all aspects of the handbook and of the teacher 

programming  

 May be asked to attend the open house and all staggered entry days for the respective age 

group.  

 This position gets busiest in the spring.  

 The second part of this job is to be a liaison between the class represented and the Board, 

bringing any parent body concerns to the attention of the Board and vice versa, including 

preparing a report for each board meeting reflecting these concerns and/or comments.  

 Extremely useful if you pick up/drop off your child and are present regularly for the other 

parents to communicate with you if necessary  

 The third part of this job entails helping English Language Learning (ELL) families with their 

paperwork (cheque writing, forms, etc. before staggered entry and occasionally throughout 

the year. This person would be required to be present at staggered entry days to help these 

families understand routines, and arrange to meet with any ELL families that join mid-year.  

 Time commitment is approximately 1-2 hours/month overall. 
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Event Planning Committee 

Events Coordinator 

See Executive Board 

Social Event Planners – 2 positions 

 Works under the direction of the Event Coordinator 

 Assists in planning family social events (usually the winter and Year-End parties) with pre-arranged 
volunteers by required date of each event. 

 Assists in arranging preparations, food items, door prizes and entertainment 

 Time commitment is approximately 1hour/month compressed into 2 chunks. 

Non-Committee Volunteer Positions 

Classroom Cleaners – 4 positions 

 Performs a two-hour cleaning shift during their assigned week each month, as outlined by the 
Volunteer Coordinator. Exact times during assigned week is arranged with the teacher but is 
preferably done outside classroom hours. It is the parent responsibility to make these 
arrangements with the teachers. 

 If they are unable to clean during their assigned week, alternative arrangements must be made 
with the Volunteer Coordinator and teaching staff must be notified – parent responsibility to find 
replacement 

 Cleaning includes but is not limited to dusting, cleaning of table, chairs and extra cleaning of 
kitchen and bathroom (stools and diaper change area only). It does NOT include toys 

 During scheduled cleaning time, siblings cannot be accommodated in the classroom. 

 Must be tolerant of Lysol-based cleaner. 

 Time commitment is approximately 2 hrs/month 

Room 16 Cleaners – 2 (or 4) positions 

 Performs a two-hour cleaning shift during their assigned week each month, as outlined by the 
Volunteer Coordinator. Exact times during assigned week can be arranged with the teacher – 
however it is parent responsibility to make these arrangements. 

 Cleaning is done in Room 16 only and can included, but not limited to, tidying of shelves, dusting, 
washing of equipment and toys etc. 

 Siblings may be accommodated if they stay in Room 16 with supervision. 

 Must be tolerant of Lysol-based cleaner 

 Time commitment is approximately 2hrs/month 

Locker Cleaner – 1 or 2 positions 

 Performs a two-hour cleaning shift during their assigned month, as outlined by the Volunteer 
Coordinator. Exact times during assigned month can be arranged with the teacher – however it is 
parent’s responsibility to make these arrangements. 

 Cleans children's lockers out once a month. 
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 May be required to come in twice in the winter months – at teacher’s discretion. 

 Must be tolerant of Lysol-based cleaner. 

 Siblings may be accommodated if they stay in Room 16. 

 Time commitment is approximately < 2 hours/month 

Toy Washers – 4 positions (minimum 2) 

 Performs a two-hour cleaning shift during their assigned week each month, as outlined by the 
Volunteer Coordinator. Exact times during assigned week can be arranged with the teacher – 
however it is parent responsibility to make these arrangements.  

 Cleaning all toys as directed by the teachers 

 Must be tolerant of dish detergent and mild bleach solution in a fairly small, non-ventilated room. 

 Siblings may be accommodated as long as they stay supervised in Room 16  

Food Purchasers – 3 or 4 positions dividing the year into thirds or quarters 

 Buys groceries and other snack supplies on a bi-weekly basis. 

 Must be familiar with organic food and able to research the best prices 

 Must be able to go to a variety of stores in order to meet supply and cost requirements. 

 Asset to be able to coupon/flyer shop and research 

 Must allow time to shop, as usually two different store visits are required each week.  

 Food shopping needs to be brought to the school at the beginning of the week for freshness of 
produce and dairy products (grocery list usually emailed to family at end of the week for the following 
week). 

 Submits receipts to teaching staff for reimbursement on a monthly basis, therefore being able to 
cover the cost of approximately $400-$500 of groceries / month is important. Reimbursement takes 
up to10 working days, from time receipts are submitted to receiving a cheque from the board.  

 Strong organizational skills  

 Time commitment is approximately 2-3 hrs/week. 

 Highly recommend student is enrolled a minimum of twice a week.  

Supplies and Materials Purchaser – 1 or 2 positions 

 Purchases non-food items for classroom as needed  

 Makes approved purchases of new supplies and materials as directed by the teaching staff according 
to the budget, teachers to supply to be purchased list.  

 Submits receipts to teaching staff for reimbursement. Must be able to cover costs of approximately 
$50.00- $100.00 

 Time commitment is approximately 1-2 hours per month. 

Laundry - 2-3 General Laundry, 2-3 Hand Towel Laundry Positions, divided throughout the year 

 Takes home weekly laundry (approximately 2 loads) to wash for the school 

 Cost of detergent, water, electricity is not subsidized. 
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 Use of unscented laundry soap is required 

 Must be able to take home laundry at least once a week 

Take home painting (may be combined with Maintenance below) – 1 position 

 This requires a person that can do a few jobs per year as requested by the teaching staff. It may 
include children’s tables and chairs, bookshelves, or other items from the classroom that need to be 
removed from the classroom. Usually items will not need to be returned urgently. 

 Time commitment is approximately 1-2 hours per month (may be compressed). 

 If few or no painting jobs are required during the school year, this position will be combined with 
maintenance. 

Maintenance (may be combined with take home painting above) – 1 position 

 Completes minor repairs and maintenance in the classroom throughout the year. 

 Basic carpentry and painting may be involved. 

 Completes more involved projects on own time at home. 

 Please note that there may be both in-class and take-home work to be completed. 

 Must have own tools. 

 Time commitment is approximately 1 hour/month. 

 

EPL Liaison (Edmonton Public Library Liaison) 

 Visits Edmonton Public Library as directed by the teaching staff. Signs out, renews and returns books 
as required. 

 Ensures the most recent copy of the Edmonton Public Library Programs and Events Guide is on the 
parent information table. 

 Posts notices of special library events that may be of interest to our families. 

 Computer and internet access is important. 

 Time commitment is approximately 1.5 hours/month. 

 Classroom Librarian 

 Maintains Springhill's book collection - filing, inventory control, etc. 

 Re-files books when the classroom theme changes. 

 Repairs books as necessary. 

 Time commitment is approximately < 1 hour/month. 

Scholastic Books Coordinator 

 Coordinates Scholastic Book orders. 

 Having access to phone, fax, or internet are all suitable to carry out the tasks required. 

 This job requires very strong organizational skills as there is a fair bit of paperwork to keep organized. 
As well, special offers and promotions by scholastic can mean for changing deadlines that need to be 
communicated and managed. 
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 Time commitment is approximately 2 -3 hours per month. Usually this would be all at once, not 
spread out. 

Birthday Cards and Crown 

 Creates Cards and Crowns each month for children's birthdays; supplies are provided. 

 Please complete monthly because of class changes that occur throughout the year. 

 Time commitment is approximately 1 hour/month. 

Classroom Helper – 1 position 

 Assists teachers with paper cutting, assorted classroom tasks 

 Assists with updating photos and displays in hallways and Room 16 approximately every 2 months 

 Makes play dough and supplies it to the teachers on an as needed basis in order to maximize 
freshness and minimize germ/bacterial etc. transmission. 

 Supplies are NOT provided. 

 Assists teachers where required 

 May be asked to be a substitute for other positions, if absolutely needed (i.e.: a family moves during 
the year, until a replacement family can be found for the position, the classroom helper will carry out 
that position). 

 Time commitment is approximately 1 hr/month 

Photographer Assistant 

 Arranges for the annual class photos and individual photos to be taken by a photograph company. 

 Assists in getting the children organized for their individual and class photos. Must be present during 
the time that the company is taking the photos. 

 Liaises with the photography company to provide the parents with options for photo purchase. 

Class Photographer – 1 optional position if enrollment permits 

 Attends field trips for each age group and take photos of the experiences 

 Attends class for each age group to take photos of classroom experiences 

 Compiles photos at end of year and creates photo DVDs available for purchase, proceeds going to 
Springhill Preschool. 

 Experience with Photography and Photoshop (or like program) is an asset 

 Must be able to take pictures of fast moving objects (i.e. children) 

 Having own camera equipment is an asset 

 Costco membership an asset 

 Time commitment is approx. 1 hr/month. 

Puzzle Assembler / Toy Sorter – 1 optional position if enrollment permits 

 Performs a two hour toy organizing shift each month 

 Sorts toys as directed by teachers 
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Oven / Kitchen Cupboard Cleaner – 1 optional position if enrollment permits 

 Cleaning is done to the oven and kitchen cabinets, inside and/or out, as directed by teachers 

 Time commitment is approximately 2 hours per month 

Hallway Cleaner – 1 optional position if enrollment permits 

 Cleaning of hallway and can include but is not limited to sweeping and mopping the hallway, 

vacuuming hallway carpets, wiping down all hallway tables and the area behind the class door 

(there are 3 cubes) and wipe down all chairs and benches in the hallway 

  Time commitment is approximately 2 hours per month 

Backroom Organizer – 1 optional position if enrollment permits 

 Teachers will give instructions as to what areas to focus on organizing and cleaning in the back 

storage room of Room 16. 

 Time commitment is approximately 2 hours per month 

 

Book Keeper (Contracted out) 

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

 Prepares an accounting of revenues and expenditures (including performance to budget) and 
provides to the Treasurer, for auditing and the presentation at monthly board meetings, and at bi-
yearly parent meetings. 

 Prepares a statement of the current financial position of the Society and provides to the Treasurer, for 
auditing and the presentation at monthly board meetings, and at bi-yearly parent meetings. 

 Prepares and files all necessary financial reports pertaining to the Societies Act and charitable 
organization status including the Society Annual Return in December and the Charity Return due in 
February, and the AGLC Casino Account Due in May,  

 Prepares and mails WCB Annual Return due February. 

 Calculates employee pay and deductions. 

 Generates tax receipts for all donations due March 1
st
  

 Produces T4’s for all staff due March 1
st
  

 Pays Payroll deductions to CRA by the 15
th
 of each month. 

 Generates, files and distributes all payroll statements, including pay slip, tax receipts and records of 
employment. 

 File GST rebates four times a year  

Website Coordinator (Contracted out) 

 Maintains www.springhillpreschool.com 

 Updates the website as directed by the Board of Directors, for example uploading the current 
handbook, and updating site information for summer camps and registration. 

 Coordinates springhillpreschool.com email addresses for new board members. 

 

http://www.springhillpreschool.com/

