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The Council of Parent ParticipationPreschools in B.C. 
 
The Council of Parent Participation Preschools in B.C. is an umbrella organization 
thathas supported its member schools for over sixty years. Member preschools must 
followboth Provincial Licensing regulations and Council of Parent Participation Preschool 
policies.The mission of Parent Participation Preschools is to create a safe and enriched 
play-based learning environment through the cooperative efforts of families, educators 
andcommunity leaders. 
 
The mission of The Council of Parent Participation Preschools in BC is to provide a 
highstandard of service through guidance, advocacy and support to our member 
schoolswhile helping build a strong, diverse and inclusive preschool community.The 
Council of Parent Participation Preschools is a registered non-profit society 
andregistered charity. 

 
At Parent Participation Preschools, our children learn: 
Á To use their bodies effectively 
Á To satisfy their curiosity 
Á To express self-confidence and independence 
Á To respect others 
Á To cope with their feelings 
Á To solve problems 
Á To express themselves 
Á To feel good about themselves 
Á To develop excellent social skills 

 
 
From our small beginnings in 1941, as a collection of play groups in private homes, 
theCouncil of Parent Participation Preschools in BC (CPPPBC) has grown into a non-profit 
organization that supports over 38 schools across the Lower Mainland and Province. 
 
Our name has changed slightly over the years but the dedication to play-based learning 
and ǇŀǊŜƴǘ ƛƴǾƻƭǾŜƳŜƴǘ Ƙŀǎ ƴƻǘΦ hǊƛƎƛƴŀƭƭȅ ƪƴƻǿƴ ŀǎ ά¢ƘŜ /ƻ-operative Play 
DǊƻǳǇǎ!ǎǎƻŎƛŀǘƛƻƴέ ƛƴ мфпрΣ ǘƘŜ ƴŀƳŜ ŎƘŀƴƎŜŘ ǘƻ ǘƘŜ ά!ǎǎƻŎƛŀǘƛƻƴ ƻŦ /ƻ-operative 
tǊŜǎŎƘƻƻƭDǊƻǳǇǎέ ƛƴ мфслΣ ōŜŦƻǊŜ ŀŘƻǇǘƛƴƎ ƻǳǊ ŎǳǊǊŜƴǘ ƴŀƳŜ ƛƴ мфтнΦ 
 
The Council and the PPPTA have worked hand in hand for many years. In 1961, 
theCouncil established an orientation program for Co-op teachers. The following year, 
the Teachers formed their own Association, which then published its own Common 
Practices Report. In 1986, the first Goldie Maycock awards were presented by the 
Council, honoring a past member and teacher and acknowledging our current teachers. 
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From the start, volunteer work and parent involvement have been key elements to 
running ourorganization. Through a grant from the Vancouver Foundation in 1966, 
theCouncil was able to hire the first full-time employee, Pat James, as Group 
Development Worker. This move allowed the Council to provide guidance and supportto 
the Board of Directors and preschools through program development and parent 
education. The next year, the Council became financially self-supporting and 
independent. In 1969, through membership fees, we were able to offer increased 
andbetter communication amongst our member preschools. 
 
In 1973, a pilot program for Parent Orientation was established and run at SFU. Fromthis 
program, recommendations were sent to the Community Licensing boardregarding their 
proposed regulations. Regulations enacted in September 1974 specifieda required 
number of orientation hours and on-going Parent Education within ourschools.The first 
version of the policy manual was compiled in 1981 to contain pertinent reportsand 
documents for each school's operation. In 1987, the Council and memberpreschools 
became registered charities. 
 
The introduction of a website connecting preschools and the Council was established 
in2000. A professional upgrade of the website, further enhancing outreach 
andcommunication, was completed in 2009. This website, along with regular 
newsletters,brochures, and workshops, allows the Council and member preschools to 
shareinformation and attract new families (www.cpppreschools.bc.ca). 
 

Credo for theCouncil of Parent Participation Preschools in B.C. 
 
A child is off to a good start in life if he begins with basic trust in people and 
thingsaround him. 
 
WE BELIEVE the parent participation preschool is an especially good environment forthe 
young child because it is created and maintained by people who trust one another. 
 
WE BELIEVE that a good parent participation preschool begins with VALUES FORTHE 
CHILDREN inherent in good nurseries everywhere: 
 
1. Opportunities for children to develop their own sense of time and space in a 

ΨǿƻǊƭŘΩgeared protectively to child dimensions. 
 
2. Opportunities for children to discover their physical satisfactions and limits,and 

todevelop new skills in using their bodies. 
 
3. Opportunities for children to think creatively, through experiences and 

materialswhich encourage perceiving with all their senses, seeking the 



Pied Piper Preschool- Parent Manual  - 7 -  

predictable andcontrollable, wondering about the mysterious, and constantly 
recreating in wordsand symbols of their own. 

 
4. Opportunities for children to learn about emotions; to identify positive and 

negativeemotions as universal; to discover ways of releasing, controlling, or 
using their ownemotions without hurting themselves or others; to empathize 
with others in joy,sorrow, or achievement; to trust affection from parents, 
teachers, and friends as a firmsupport in bearing frustration, in overcoming 
failure, and winning approval. 

 
5. Opportunities for each child to know different people; other children of his own 

ageand size, who have similar fears, misconceptions, curiosities, and pleasures, 
andwith whom he can counterbalance more fairly the rights of others with his 
own, andso begin to understand the interdependence of people and the need 
for cooperationǿƛǘƘ ǘƘŜ ǘŜŀŎƘŜǊΣ ǘƘŀǘ ΨƴŜǿ ŦǊƛŜƴŘΩ, who wins trust from all, and 
who makes each child feel she underǎǘŀƴŘǎ ŜǾŜǊȅǘƘƛƴƎ ƛƴ ȫƘƛǎ ǿƻǊƭŘΩ, from 
spacemen and sputniks tofrogs and babies, his feeling and his home, parents 
other than the child's own, whogive him new experiences of comfort, wisdom, 
and appreciation of the world. 

 
WE BELIEVE that the values of preschool education are uniquely vital in a 
parentparticipation preschool because of the special VALUES FOR PARENTS: 
 
1. New appreciation of their own child as a separate person, as they observe 

himlearning to see and feel for himself, to think and act on his own, to find his 
own wayof relating to people. 

 
2.  New insight into their task as parents, in making their child feel 

unconditionallyaccepted and loved, as the teacher accepts each child's parents 
to be co-workers in the dual educational task: 

 
Á to support the child in developing his own talents and interestand in 

gainingconfidence in himself; 
Á to prepare him emotionally and socially for living comfortably with other 

people. 
 
3.  New understanding of the patterns of growth for all children: for the child of 

three,who begins to think for himself by talking as he works, by conversing with 
other children, by questioning adults; for the child of four, who struggles to 
handlefeelings, to test powers and limits; the child turning five, who is becoming 
sociallybalanced, happier with group living. 

 
4.  Mutual respect and comradeship between parent and teacher, the parents 

learningabout all children, the teacher about the special child of each. 
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5.  Growth in leadership and group membership, learning to listen more alertly, to 

takerisks, to express differences openly, and so allow the group to accept 
responsibilityfor the grƻǳǇ ȫƎƻƻŘΩ. 

 
6.  Opportunities for parents, through cooperative service, to keep their families in 

goodrapport as the children grow and interests expand. 
 
7.  Opportunities for families, through cooperative service, to keep close to each 

otherand to fulfill the rich potential of their lives together. 
 
WE BELIEVE that the TEACHER who guides children and parents together wins. 
PERSONAL VALUES: 
 
1. Broadened professional insight through working closely with parents as well 

aschildren and greater skill in leadership through group techniques that 
inviteteamwork and leadership from others. 

 
2.  Ability to identify with parents in their twenty-four hour job of guiding children. 
 
3.  Increased understanding of the children of these parents. 
 
4.  Personal satisfaction because of close relationships with people and with 

community life. 
 

WE BELIEVE that VALUES FOR EVERYBODY -- children, parents, teachers, and 
thecommunity - inherent in the convictions by which they live cooperatively: 
 
1.  Commitment to flexibility and change. We fail to educate if we look only to 

patternsof the past. Trust in change is the hope of mankind. 
 
2.  Acceptance of differences in people. Differences need not invite hostility; rather 

dothey offer hopeful variety in solutions to group problems. 
 
3.  Joy in achievement to which all have contributed. Cooperation is the heartbeat 

ofthe parent participation preschool. Cooperation is love in action. 
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Philosophy and Structure of Parent Participation Preschools 

 
A Parent Participation Preschool is a wonderful learning environment, which provides 
ȅƻǳ ǿƛǘƘ ŀƴ ƻǇǇƻǊǘǳƴƛǘȅ ǘƻ ōŜ ŀŎǘƛǾŜƭȅ ƛƴǾƻƭǾŜŘ ƛƴ ȅƻǳǊ ŎƘƛƭŘΩǎ ŦƛǊǎǘ ŜȄǇŜǊƛŜƴŎŜ ƛƴ ŀƴ 
educational setting. 
 
A Parent Participation Preschool seeks to provide preschool children with an education 
experience of the highest standard. It also provides: 
 
Á !ƴ ŜŀǎƛŜǊ ǘǊŀƴǎƛǘƛƻƴ ŦǊƻƳ ƘƻƳŜ ǘƻ ǘƘŜ ƻǳǘǎƛŘŜ ǿƻǊƭŘ ǎƛƴŎŜ ǘƘŜ ŎƘƛƭŘΩǎ ŦƛǊǎǘ ǎǘŜǇ ƛƴ 

formal education is taken with his or her parents; 
Á Involvement in a worthwhile community activity; 
Á Time to gain valuable insights and child-rearing techniques from the teacher and 

other parents while sharing personal talents and interests; 
Á A shared experience with the child and the teacher, which will hopefully 
ŎƻƴǘƛƴǳŜ ǘƘǊƻǳƎƘƻǳǘ ǘƘŜ ŎƘƛƭŘΩǎ ŜŘǳŎŀǘƛƻƴΦ 

 

History of Pied Piper Preschool 

 
Pied Piper Preschool opened for operations in September 1966, after much fundraising, 
teamwork and lots of elbow grease!  An executive committee was formed to handle the 
business affairs and our first teacher, Mrs. Barbara Kardam, was hired. Since Mrs. 
Kardam was born in Hamelin, Germany and the school was originally located on Piper 
!ǾŜƴǳŜ ƛƴ .ǳǊƴŀōȅΣ άtƛŜŘ tƛǇŜǊέ ǿŀǎ ǘƘƻǳƎƘǘ ǘƻ ōŜ ŀƴ ŀǇǇǊƻǇǊƛŀǘŜ ƴŀƳŜΦ  
 
In 1991, the year of Pied Pipers 25th Anniversary, a portable classroom was purchased 
and located on the grounds of Armstrong Elementary School. We are proud of the 
classroom which was custom designed to our specifications. It is equipped with a 
separate cloakroom, kitchen and washroom and is wheelchair accessible. The classroom 
has a quiet reading area, play kitchen and dress up area, two open areas for free play, 
an area for arts and crafts and snack, and sand and water tables. The room is bright and 
inviting and has lots of natural light. A playground situated behind the Preschool 
provides an opportunity for daily outdoor activity. In 2009, Pied Piper Preschool 
ǊŜŎŜƛǾŜŘ ǘƘŜ ŘƛǎǘƛƴŎǘƛƻƴ ƻŦ άtǊŜǎŎƘƻƻƭ ƻŦ ǘƘŜ ¸ŜŀǊέ ŀƴŘ ƻǳǊ ¢ŜŀŎƘŜǊκSupervisor Karen 
Gibson celebrated her 20th Anniversary at Pied Piper with a class reunion attended by 
many Pied Piper students and their families. 
 
Piped Piper Preschool is a non-profit organization licensed by the Provincial Community 
Care Facilities Licensing Board (CCFLB.) It is owned and operated by the parents of the 
children attending the Preschool. It has its own By-Laws and Constitution and Executive 
Board. The business of running the Preschool is shared equally amongst its members 
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which is why everyone takes on a job within the Preschool and partly why all members 
must attend the monthly general meetings.  Together, we all contribute to the smooth 
running of the Preschool and accordingly, we all share in the benefits.  
 

Our Program 

 
The program at Pied Piper is designed to offer opportunities for the growth of each 
individual child; physically, emotionally, socially and intellectually.  Daily activities 
include free play, supervised arts and crafts, circle time, story time, a snack and outdoor 
play.  To enrich the program, field trips and special events are planned. In the past, they 
have included visits to the Nature Park, Pumpkin Patch and Fire Hall.  Events such as 
Special Person Halloween Night and the Family Christmas Party are held annually.  
 
 

What is Required of Parents? 

Before the First Day of School 

1. Orientation 

 
The Community Care Facilities Licensing Board (CCFLB) requires that all duty 
parents must complete ten hours of orientation prior to the start of the school 
year. The formal orientation program includes but is not limited to: classroom 
observation, attendance at the New Parent Meeting, attendance at the 
orientations workshop, and reviewing the Parent Manual. Failure to attend the 
monthly Parent Education Session and General Meeting two times can result in 
revocation of membership and withdrawal from the school. 

 

2. Duty Parent Wellness Form 

 
This form attests to the wellness of a duty parent and is only required upon 
entering the Preschool. It is to be signed by a physician and returned to your 
Class Vice President before a child can attend the Preschool and the adult is able 
to be a Duty Parent. The Duty Parent is responsible for any fees associated with  
obtaining this letter from a physician. 
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3. Criminal Records Check 
  

Due to a change in provincial legislation passed in December 2011, all Duty 
Parents volunteering in parent participation are required to obtain a clear 
Criminal Records Check prior to working in the preschool. Once the requirements 
and processes have been clarified by our Licensing Officer, more information will 
be provided to parents. 

 

4. Immunizations 

 
tǊƻƻŦ ƻŦ ȅƻǳǊ ŎƘƛƭŘΩǎ ŎǳǊǊŜƴǘ Ǌƻǳtine childhood immunizations must be provided 
to your Class Vice-President before a child can attend the Preschool. A 
ǇƘƻǘƻŎƻǇȅ ƻŦ ȅƻǳǊ ŎƘƛƭŘΩǎ ƛƳmunization record can serve as proof. 

 
It should be noted that we are required to meet the standards for immunizations 
and health screeningrequirements as determined by the Health Authority and 
the Provincial Community Care Facilities Licensing Board (CCFLB). In theevent 
that additional immunizations or tests are required of duty parents, teachers or 
children attending Pied Piper (for example, TB screening in the event of a TB 
contact at the preschool or the introduction of a new vaccine requirement), only 
those who meet current health standards will be able to attend and participate 
at the Preschool. 

 

5. For Parents of an Anaphylactic Child 

 
It is the responsibility of the anaphylactic/potentiallȅ ŀƴŀǇƘȅƭŀŎǘƛŎ ŎƘƛƭŘΩǎ ǇŀǊŜƴǘǎ 
to inform the school/teachers ƻŦ ǘƘŜƛǊ ŎƘƛƭŘΩǎ ŀƭƭŜǊƎȅ in advance of the first day of 
school. Parents need to have their physician complete aMedication 
Administration Consent Formand meet with the Supervisor to discuss 
ƳŀƴŀƎŜƳŜƴǘ ƻŦ ǘƘŜƛǊ ŎƘƛƭŘΩǎ ŀƭƭŜǊƎȅ. Any child with a life-threatening allergy 
must have an auto-injector (EpiPen or Twinject) in the classroom prior to 
attending the first class. This auto-injector stays permanently at the Preschool. A 
MedicAlert bracelet is strongly suggested for children with a life-threatening 
allergy. 

 

6. Extra Clothing 

  
Parents will need to bring a change of clothes for their child (pants, top, socks, 
underwear placed in a labelled Zip-Lock bag) to be kept at the school should 
their child need to change into dry clothes. The Zip-Lock bag is stored in 
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containers located in the bathroom and should be brought to school in the first 
week of classes.  

 

7. Enrollment Forms 

 
A series of forms must be completed in full and submitted to the Enrollment 
Chair in advance of your child attending Pied Piper and your first day as a Duty 
Parent. All forms in the registration package can be found on our website, at  
piedpiperppp.com 

 
 

After the First Day of School 

1. Duty Days 

 
Your duty day is a special time that provides you with an opportunity to observe 
your child and to share in his or her preschool experiences.  You will also 
supervise and assist the other children in their activities and perform various 
housekeeping duties.  As a duty parent you are ŎƻƴǎƛŘŜǊŜŘ ŀ άǘŜŀŎƘŜǊΩǎ 
ŀǎǎƛǎǘŀƴǘέ ŀƴŘ ȅƻu will take direction from the teacher who has the overall 
responsibility for the classroom, including discipline, health, safety and the daily 
program.   

 

2. Snacks for Duty Days 

 
Parents on duty days share the responsibility for providing a nutritious snack for 
each child, duty parents and the teacher.  Food should be prepared in advance at 
home as there is little time for cutting and chopping once you begin your duty 
day. Parents scheduled on the same day need to coordinate snacks amongst 
themselves and are responsible for contacting each other to organize the snacks 
in advance of the class. 

 
When preparing the snack please keep in mind that young children (even three 
and four year olds) can choke on food quite easily.  To help minimize the risk of 
choking, please ensure hard fruits and vegetables are sliced lengthwise and into 
small pieces. Raisins are not recommended as a snack as they are sugary and 
tend to form a big clump when eaten in handfuls.  You are also requested not to 
bring popcorn as it has little nutritional value and is easy to choke on. 
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3. Food Allergies 

 
As food allergies are increasingly common, and it is the schoƻƭΩǎ ǇƘƛƭƻǎƻǇƘȅ ǘƻ ōŜ 
inclusive of all children, caution must be exercised when choosing and preparing 
the snack.  If your child is allergic to any foods please provide the Supervisor and 
your Class Vice-President with the following information: 

 
Á A list of any foods to which your child may be allergic, including the type 

of reaction 
Á The procedure to follow in the event of an allergic reaction 

 
A list of those children with allergies will be circulated to all parents at the 
beginning of the year and will be posted for reference with any associated 
medicine in the kitchen at the preschool. 

 
tƛŜŘ tƛǇŜǊ ƛǎ ŀ άƴǳǘ ŦǊŜŜέ tǊŜǎŎƘƻƻƭΦ  All snacks must be free of all nuts, including 
tree nuts and peanuts and nut oil products. Please read labels of prepared foods 
carefully as many products contain traces of nuts or made with nut oils. Products 
made in facilities that store or process nuts cannot be brought or consumed at 
the school at any time, even when classes are not in session. This includes food 
brought to Parent Education, Executive and General Meetings.  

 

4. Duty Day Scheduling 

 
Duty schedules are prepared by the Class Vice-Presidents and circulated at the 
general meeting to parents prior to the beginning of each month. Depending on 
class sizes, each parent will do two or three duty days per month. Every effort is 
made to schedule people during their available times and all parents must 
worktogether to ensure that the scheduled is covered appropriately. 

 
If you are unable to make a scheduled duty day, it is the scheduled ǇŀǊŜƴǘΩǎ 
responsibility to find another parent to exchange duty days. Please advise your 
Class Vice-President and the Teacher of the newarrangements and mark the 
changes on the duty schedule posted on the door in the Cubby Room as soon as 
possible.  

 
If you are unable to find another parent to change days with you, contact the 
Emergency Duty Parent who is listed on the monthly schedule.  A Fee as listed in 
the Preschool By-Laws may be paid to this parent for utilizing his or her services. 
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5. Jobs and Committees 

 
Each member at the Preschool must fulfill the obligations of their selected or 
assigned job.  While every effort will be made to give members a job of their 
choice, it may not always be possible to accommodate all requests. Members are 
also expected to participate in other seasonal tasks such as school maintenance 
repairs, assisting at the Christmas Party or Open House, etc. 

6. Fundraising 

 
Fundraising projects provide some of the resources that are required to operate 
the Preschool. Fundraising goes towards operations and materials and help to 
keep our tuition fees affordable.As part as our status as a Non-Profit 
Organization we are required to undertake fundraising as part of our business 
structure. 

 
Every member of the Preschool must participate in specific projects and efforts 
to raise funds. Each year the membership, on approval of the annual budget, will 
set a goal of a specific amount to be raised through projects. Members must 
each participate in fundraising events to help raise an equal share of the stated 
amount. At the September meeting members will vote to either raise the 
fundraising amount through ongoing projects such asevents like bowling night or 
auction, through purchasing productsor through a single payment όάōǳȅƻǳǘέύ 
made by eachfamily. 

 

7. Meetings 

 

 7.1 General Meetings 

 
Each member must attend the General Meetings held on the first 
Tuesday of each month. The Community Care Facilities Licensing Board 
requires each member to fulfill one and a half hours of parent education 
per month in order to remain as a duty parent. These meetings include a 
parenteducation session followed by a general meeting. At the 
generalmeeting portion of the meeting, issues affecting the operation of 
the Preschool are discussed and all members have an opportunity to 
voice their concerns and ideas.  
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 7.2 Parent Education 

 
Although this important part of the General Meeting is a mandatory 
requirement of our Community Care Facilities License; it also provides 
parents with a wonderful opportunity to increase our knowledge about 
children, which in turn can help us become more effective in our role as 
parents. Through guest speakers, presentations and videos, education 
sessions form a valuable part of the Pied Piper Preschool program. At the 
beginning of the school year parents choose areas of interest, and the 
Parent Education Chair makes efforts to ensure that the invited speakers 
present on a range of subjects of interest to the parent community. 

 

 7.3 Procedure for Business Portion of General Meetings 

 
An agenda will be drawn up and posted by the President(s) for the 
General Meeting. If you have an item that you would like placed on the 
agenda, please contact your Class Vice-President prior to the meeting. 
Your Class Vice-President will take the matter to the Executive Meeting 
for discussion or if you wish, you may attend the Executive Meeting to 
bring the matter forward yourself.  Once the matter has been discussed 
by the Executive, it will be placed on the General Meeting Agendaif 
deemed appropriate for general discussion.  

 
Items requiring a vote by the general membership are brought forward 
ōȅ άaƻǘƛƻƴǎέΦ  ! Ƴƻǘƛƻƴ ƛǎ ŀ proposal that the group take certain action 
and is the basis for discussion on all major decisions of the Preschool.  
The procedure for putting forward a motion is as follows: 

 
a.) After obtaining the floor and being recognized by the Chair, a 

ƳŜƳōŜǊ Ƴŀȅ ǇǊƻǇƻǎŜ ŀ Ƴƻǘƛƻƴ ōȅ ǎŀȅƛƴƎΥ άL ƳƻǾŜ ǘƘŀǘΧέ 
 

b.) Another member seconds the motion.  The seconder does  not 
have to be in favour of the motion. 

 
c.) The chair states the motƛƻƴΥ  ά¢ƘŜ Ƴƻǘƛƻƴ ǘƻΧΦƘŀǎ ōŜŜƴ 

ǎŜŎƻƴŘŜŘΦ  Lǘ ƛǎ ƴƻǿ ƻǇŜƴ ǘƻ ŘŜōŀǘŜΦέ 
 

d.) The person making the motion has the right to speak first.  Debate 
must be confined to the question.  Those wishing to speak to the 
motion are requested to raise their hands and wait until they have 
been recognized by the Chair before speaking.  The Chair may 
keep a speakers list if several people wish to speak.   



Pied Piper Preschool- Parent Manual  - 16 -  

 
e.) When the debate appears to have closed, the Chair will askif there 

is any further discussion.  If no one responds, the Chair will repeat 
the motion and request a show of hands for those in favour and 
those opposed.  Once the vote is taken the Chair will announce 
the result of the vote.  Each family has one vote.  Voting by proxy 
is pursuant to Article 8 of the By-Laws. 

 
Proposed motions may be posted in advance of the general 
meeting so that members have an opportunity to consider  the 
motion that they may be voting on. 

 

 7.4 Executive Meetings 

 
Executive meetings are required for all members of the Executive Board. 
At the September meeting the Executive Committee members will decide 
on the meeting time.  Other members are welcome to attend Executive 
Meetings but are not required to do so. 

 

 7.5 Host Duty for the General Meeting 

 
Every membŜǊ ǿƛƭƭ ǎŜǊǾŜ ŀǎ άIƻǎǘέ ŦƻǊ ŀǘ ƭŜŀǎǘ ƻƴŜ DŜƴŜǊŀƭ aŜŜǘƛƴƎ 
during the school year.  Each month, the duty schedules will show the 
ǘǿƻ ǇŜƻǇƭŜ ŦǊƻƳ ŜŀŎƘ Ŏƭŀǎǎ ǿƘƻ ƘŀǾŜ ǾƻƭǳƴǘŜŜǊŜŘ ŦƻǊ ǘƘŀǘ ƳƻƴǘƘΩǎ 
Hosting duty. The four hosts will need to coordinate what food dish 
ǘƘŜȅΩǊŜ ōǊƛƴƎƛƴƎ ƛƴ ŀŘǾŀƴŎŜ ƻŦ ǘƘŜ ƳŜŜǘƛƴƎΦ ¢ƘŜ Iƻǎǘǎ ǎƘƻǳƭŘ ŀƭǎƻ ŜƴǎǳǊŜ 
that he or she is familiar with the alarm system code and operation 
procedures for opening and closing the school. 

 
  The responsibilities of the four Hosts are: 
 

Á Prepare snacks for the coffee break (usually two savory and two 
sweet dishes) 

Á Arrive at the Preschool 30 minutes prior to the start of the 
meeting to set up chairs, make coffee and tea and set out the 
snack. 

Á After the meeting tidy the kitchen and wash, dry and put away all 
cups and dishes. 

Á Put away any remaining chairs and ensure that the classroom is 
returned to its original order for class the next morning. 

Á Turn off lights, turn on the alarm and lock the Preschool. 
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8. Month End Clean-Up 
 

At the end of each month, the school is cleaned thoroughly by a team of two 
parents from each class, as listed on the duty schedule.  In the event of a disease 
or communicable illness outbreak the school would need a thorough cleaning. 
Should an extraordinary cleaning need to be scheduled, parent volunteers would 
be solicited. 

 

9. Year End Clean-Up 

 
After the last day of school, every member will participate in the final cleaning. 
This major clean up usually takes three days with each person attending one shift 
of approximately two hours.  The year-end clean up includes taking inventory, 
simple maintenance and cleaning.  Members will be advised of the dates for the 
year-end clean up and will be asked to sign up for their shift. 

 

10. Payment of Fees 

 
Fees are collected through post-dated cheques, which are submitted to the Class 
Vice-President prior to the commencement of classes in September.  If any 
ƳŜƳōŜǊΩǎ ŎƘŜǉǳŜ is returned from the bank due to non-sufficient funds, the 
member will bŜ ŎƻƴǘŀŎǘŜŘ ōȅ ǘƘŜ ¢ǊŜŀǎǳǊŜǊΩǎ Assistant and will be required to 
deliver the amount owing, plus any additional charges resulting from the N.S.F. 
cheques.  If the member is unable to provide payment by a specific date, the 
¢ǊŜŀǎǳǊŜǊΩǎ !ǎǎƛǎǘŀƴǘ will notify the Personnel Committee for immediate follow-
up. 

 

 10.1 More Than One Child Enrolled 

 
A member who has more than one child registered at the Preschool in 
the same school year in the same class (i.e. twins) may opt to either pay 
100% of one ŎƘƛƭŘΩǎ ǘǳƛǘƛƻƴ ŀƴŘ ул҈ of the tuition for all other children 
and do regular duty for each child, or to pay regular class fees for each 
child, which warrants the member to do only the duties of one child in 
that school year (i.e. 2-3 duty days per month, 1 host duty, 1 month-end 
clean up). If a parent has two children at the preschool at the same time 
in two different classes, they have the option of paying full fees and 
having a reduction of 25% in duty days or doing full duty days for both 
children and having a 25% reduction in fees for the youngest child. 
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Operational Information 

 

1. Program Times 

 
Our current program times are: 
 
3 Year Old Class Tuesday and Thursday  9:15 - 11:15 am 
4 Year Old Class Monday, Wednesday and Friday 9:15 - 11:45 am 
 
Currently, the Number of Children enrolled is:*  
 
3 Year Old Class - Maximum number is 16 
4 Year Old Class - Maximum number is 19 
 
Required Adult to Child Ratio: 
 
CƻǊ ǘƘŜ оΩǎΣ м ŀdult must be present for every 5 children** 
CƻǊ ǘƘŜ пΩǎΣ м ŀdult must be present for every 6 children** 
 
*Pied Piper Preschool is licensed for 20 students in each class; however, due to 
the limits of physical space and operational requirements, the class registration 
limits have been capped by the Executive Committee. 
 
** Special Needs Assistants working in the classroom to support specific children 
cannot be included when calculating the number of adults needed in the 
classroom. 
 
Should there be sufficient demand and the resources to support this demand, 
additional classes (such as afternoons or mixed 3 and 4 year old classes) will be 
offered at the Preschool. Class sizes, compositions and schedules for the 
upcoming school year are determined by vote by the members at the February 
General Meeting. 

 

2. Clothing 

 
Children should wear comfortable clothes that are suitable for both creative art 
projects and outside play. Remember, having fun can be messy business!  
Children should be dressed in play clothes and ŘŜǎǇƛǘŜ ǳǎƛƴƎ ƻƴƭȅ άƴƻƴ-ǎǘŀƛƴƛƴƎέ 
products and wearing smocks and the like, stains and mess do occur.Pied Piper is 
ŀƴ άŀƭƭ ǿŜŀǘƘŜǊ ǎŎƘƻƻƭέΣ ŎƘƛƭŘǊŜƴ ƴŜŜŘ ǘƻ ōŜ ŘǊessed accordingly including hat 
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and sunscreen in the summer and hat and gloves in the winter. Pleaseensure 
that your child has a raincoat, rain pants and boots for outdoor play. 
 
¢ƻ Ŏǳǘ Řƻǿƴ ƻƴ ŎƭŜŀƴƛƴƎ ŎƻǎǘǎΣ tƛŜŘ tƛǇŜǊ Ƙŀǎ ŀƴ άƛƴŘƻƻǊ ǎƘƻŜέ ǇƻƭƛŎȅΦ tƭŜŀǎŜ 
provide your child with a pair of non-ǎƪƛŘ ǎƘƻŜǎΣ ǿƘƛŎƘ Ŏŀƴ ōŜ ƭŜŦǘ ƛƴ ȅƻǳǊ ŎƘƛƭŘΩǎ 
cubby. Children are not permitted to attend preschool in only socks, and inside 
shoes must be worn. (For earthquake and safety reasons, slippers are not 
recommended. A pair of canvas slip-on runners is fine.) 

 
PLEASE LABEL ALL ITEMS, including shoes and outdoor clothing. 

 

3. Drop Off and Pick Up 

 
Drop Off 
 
Upon arrival at school, children should change into their indoor shoes and wait in 
their cubby until the Teacher opens the door to the classroom.  The parent or 
caregiver must stay with the child until the class begins.  In time, many children 
will feel ŎƻƳŦƻǊǘŀōƭŜ ǎŀȅƛƴƎ άƎƻƻŘ-ōȅŜέ ŀǘ ǘƘŜ ŘƻƻǊΣ ƘƻǿŜǾŜǊ ǎƻƳŜ ǿƛƭƭ ǿŀƴǘ 
their parents to come into the classroom with them.  Should this happen and you 
have a younger child with you, please keep this child with you at all times as our 
insurance covers only the children registered in the program and the classroom 
ƛǎ ƴƻǘ άŎƘƛƭŘǇǊƻƻŦŜŘέ ŦƻǊ ŎƘƛƭŘǊŜƴ ǳƴŘŜǊ ǘƘǊŜŜΦ 
 
Pick Up 
 
When picking up children from the school, please wait outside the school until 
ǘƘŜ άƎƻƻŘ-ōȅŜέ ǎƻƴƎ Ƙŀǎ ōŜŜƴ ǎǳƴg and the Teacher has given you a signal to 
come into the Cubby Room. A few minutes can seem like a long time to a young 
child, so please try to be on time when picking up your child.  If you will be 
delayed for a length of time due to an emergency, please let the Teacher know. 

 
 

4. Duty Days 
 

What is Required of Duty Parents? 
 

All duty parents are required to arrive in the classroom, ready to work, a 
minimum of 15 minutes prior to the start of class.  Duty Parents are to work 
together to organize and coordinate responsibilities for certain tasks to ensure 
that everything gets done. Duty parents need to maintain constant 
communication with the Teacher in supporting her in the classroom. Please note 
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that the below list is a guide only. Depending on the program,the Supervisor may 
request additional tasks from the Duty Parents. 

 

BEFORE THE START OF CLASS: 
Á Fill three plastic jugs with water and place in the fridge 
Á Empty the dishwasher and put away all items 
Á Place snacks in the serving trays, cover with lids. 
Á Place cups, bowls and serving tongs on the counter ready for snack time 
Á Write list of snacks on board in the Cubby Room 
Á Set out activities, equipment and crafts folloǿƛƴƎ ǘƘŜ ¢ŜŀŎƘŜǊΩǎ ŘƛǊŜŎǘƛƻƴǎ 
Á Take covers off paint pots, place on easel with brushes and paper 
Á Uncover sand and water tables 
Á IŀƴƎ ŎƭŜŀƴ ƘŀƴŘ ǘƻǿŜƭǎ ƻƴ ŜŀŎƘ ŎƘƛƭŘΩǎ Ƙƻƻƪ ƛƴ ǘƘŜ ōŀǘƘǊƻƻƳ 
Á Bring out sandwich board sign to the end of the parking lot 

 

DURING CLASS 
Á Assist children with hand washing once they enter the classroom 
Á Help children carry out their own ideas 
Á Offer encouragement to children and play 
Á Help children put on smocks 
Á ²ǊƛǘŜ ŎƘƛƭŘǊŜƴΩǎ ƴŀƳŜǎ ƻƴ ǘƘŜƛǊ ŀǊǘǿƻǊƪ ŀƴŘ ǇƭŀŎŜ ƻƴ ŘǊȅƛƴƎ ǊŀŎƪ ƻǊ Ŏǳōōȅ 
Á Help children tidy up toys, games and equipment 
Á During snack time place snack trays, water, cups and bowls on top of water table 

in preparation for snack time and then join circle 
Á Assist children with hand washing after circle time 
Á Help children find a seat and assist with reading books 
Á Assist your child in bringing snack to their table 
Á Share snack and conversation with all the children 
Á After children have finished snack have them put away their cup and bowl 
Á LŦ ǘƘŜǊŜΩǎ ƻǳǘǎƛŘŜ Ǉƭŀȅ ǘƻŘŀȅΣ ƘŜƭǇ ŎƘƛƭŘǊŜƴ Ǉǳǘ ƻƴ ǘƘeir outdoor clothes 
Á Communicate with Supervisor and the other Duty Parents to see who will be 

responsible for specific areas of the playground 
Á Ensure all children are within view and no children wander away from the group 
Á At dismissal, all children return to the cubby room with duty people 
Á {ƛƴƎ άƎƻƻŘ-ōȅŜέ ǎƻƴƎ 
Á Duty parents will return to the class with their children for clean up. Encourage 

your child to do a quiet activity so that the parents are free to clean the 
classroom. 

 

AFTER CLASS 

Á Fill the dishwasher with all cups, plates, cutlery and dirty dishes. Add soap and 
turn on before leaving the school 

Á Hand wash serving trays 
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Á Wipe down all counters, sinks and toilet ̀
Á Remove used hand towels and place in dirty laundry bin 
Á Check soap dispenser and fill if necessary 
Á Sweep and wash floor in bathroom, kitchen, Cubby Room, and snack/activity 

table area 
Á Empty garbage cans into the dumpster 
Á Rinse paint brushes and stand in container with bristles up 
Á Put lids on paint pots 
Á Put clean paper on paint easel 
Á Vacuum all carpet including in the Cubby Room 
Á Lower window blinds 
Á Retrieve the sandwich board sign at the end of the parking lot 

 
 

5. Special Events 
 
 Birthdays 
 

¸ƻǳǊ ŎƘƛƭŘΩǎ .irthday event will be celebrated on the school day closest to his or 
her Birthday. As a Duty Parent you will be scheduled on that day so that you may 
join the celebration. As the parent of the Birthday child you may want to bring a 
special snack, like mini-cupcakes or a cookie (keeping in mind Pied tƛǇŜǊΩǎ ŀƭƭŜǊƎȅ 
policy as well as choking risks when preparing the special snack).The other duty 
parents will bring the usual nutritious snacks of fruit and vegetables. 

 
Field Trips 

 
Field trips are planned according to the themes of the program prepared by the 
Teacher, as well as feedback received from parents as to the types of places that 
they would like to go. 

 
Siblings are not permitted on field trips as ǘƘŜ tǊŜǎŎƘƻƻƭΩǎ ƛƴǎǳǊŀƴŎŜ ƻƴƭȅŎƻǾŜǊǎ 
children registered in current classes. In addition to insurance concerns, field 
trips are meant to be a special outing for the three and four year old children in 
the program and are designed to meet the interest and abilities of this age 
group. 

 
Adequate supervision of field trips is required and must be provided by parent or 
other designated caregivers attending field trips with their children.  The ratio of 
adults to children for field trips in the three year old class is 1 adult to 2 children; 
in the four year class the ratio is 1 adult to 3 children. 

  



Pied Piper Preschool- Parent Manual  - 22 -  

 {ǇŜŎƛŀƭ tŜǊǎƻƴǎΩ bƛƎƘǘ 
 

At various points in the year the school hostǎ ŀ {ǇŜŎƛŀƭ tŜǊǎƻƴΩǎ bƛƎƘǘ ǿƘŜǊŜ ǘƘŜ 
Pied Piper student brings a special person to school with them. These events are 
typically held in the early evening and attached to a holiday, such as Halloween. 
This is an opportunity for the child to bring one of their special people to the 
school, enjoy a snack, and participate in some activities. Additional information is 
provided to families in advance of the night. Duty Parents should not attend as a 
ά{ǇŜŎƛŀƭ tŜǊǎƻƴέΦ 

 
 

6. Job Descriptions 
 

The following job descriptions outline the jobs which must be undertaken by the 
members of the Preschool.  Every member must take on a position and while 
every effort will be made to assign people the jobs they request, this may not 
always be possible. In addition, jobs may change from time to time, depending 
ƻƴ ǘƘŜ tǊŜǎŎƘƻƻƭΩǎ ƻǇŜǊŀǘƛƻƴŀƭ ƴŜŜŘǎΦ 

 
Executive Committee of the Preschool 
 
President (Elected) 
Á wŜǾƛŜǿǎ ǘƘŜ tǊŜǎƛŘŜƴǘΩǎ tƻǊǘŦƻƭƛƻ 
Á Chief Administrator of the school: coordinates the Executive, plans agendas and 

chairs Executive and General meetings 
Á Chief liaison with the Supervisor, Teachers and Principal of Armstrong 

Elementary School 
Á Attends leadership workshop 
Á Advises Committee Chairpersons and members when necessary and attends 

committee meetings when necessary 
Á Formulates the main goal of the year for the parent group and other members of 

the executive and evaluates the progress of the group 
Á CŀƳƛƭƛŀǊ ǿƛǘƘ ǘƘŜ tǊŜǎŎƘƻƻƭΩǎ /ƻƴǎǘƛǘǳǘƛƻƴ ŀƴŘ .ȅ-Laws 
Á Ensures all rules and regulations of the CCFLB are met 
Á Chairs new parent workshop, Constitution and By-Law review 
Á Writes all reports to Council including year-end 

 
Class Representatives (Vice Presidents) (Elected ς one from each class) 
Á Reviews Class RepsΩ Portfolio 
Á Attends leadership workshop 
Á Acts as a liaison between parents, Teacher, Executive and Personnel Committee 
Á Ensures all necessary enrollment forms have been received from all 

parents/caregivers and have been filed 
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Á Prepares schedules for duty days, host duty and month-end clean up, emergency 
sitter and duty parent 

Á Circulates all schedules to parents and posts hard copies in the appropriate 
places 

Á Organizes rapid phone system (phone train/phone chain, etc.) in the event 
parents need to be contacted rapidly (i.e. class is cancelled) 

Á Familiar with Constitution and By-Laws 
Á Member of the Constitution Review Committee and personnel committee 
Á ¢ŀƪŜǎ ŀǘǘŜƴŘŀƴŎŜ ŀǘ DŜƴŜǊŀƭ aŜŜǘƛƴƎ ŀƴŘ ƴƻǘƛŦƛŜǎ ǇŀǊŜƴǘΣ ƛƴ ǿǊƛǘƛƴƎΣ ƻŦ άƳŀƪŜ 
ǳǇέ ǊŜǉǳƛǊŜƳŜƴǘǎ ǿƘŜƴ ŀ ƳŜŜǘƛƴƎ Ƙŀǎ ōŜŜƴ ƳƛǎǎŜŘ 

Á Collectǎ ŀƴŘ ŦƛƭŜǎ άƳŀƪŜ-ǳǇέ ǊŜǇƻǊǘǎ Ŧrom parents who have missed meetings 
Á Advises Personnel Chair of missed meetings, dereliction of job obligations and 

general concerns of the parent group 
Á Acts for President if absent from Executive or General Meeting 
Á Acts as a contact for job descriptions 
Á Coordinates nomination procedures 
Á Writes a year-end report 

 
Treasurer (Elected ς serves a June to June term) 
Á wŜǾƛŜǿǎ ¢ǊŜŀǎǳǊŜǊΩǎ tƻǊǘŦƻƭƛƻ 
Á !ǘǘŜƴŘǎ ŀ ¢ǊŜŀǎǳǊŜǊΩǎ ²ƻǊƪǎƘƻǇ 
Á Keeps a general ledger 
Á Pays all accounts including payroll and Revenue Canada 
Á Handles NSF cheques from bank, including fees levied as a result 
Á Keeps a complete monthly record of fees paid 
Á Completes and submits the CPPPBCΩǎ ǊŜƎƛǎǘǊŀǘƛƻƴ ŦƻǊƳ ƛƴŎƭǳŘƛƴƎ ǳǇŘŀǘŜǎ 
Á Prepares a monthly report for review at Executive and General Meetings 
Á Prepares and presents proposed annual budget at April/May Executive and 

General Meetings 
Á Ensures that books are audited or over-viewed annually 
Á Prepares an annual year-end financial report 
Á Writes a year-end report 

 
Secretary (Elected) 
Á Must have access to a computer 
Á Records and transcribes the Minutes of Executive and General Meetings within 

48 hours of each meeting. Circulates to all members. 
Á Copies Minutes for President, Treasurer, Cubby Bulletin Board and Minute Book 
Á Updates telephone/address and job lists as necessary 
Á Does typing for members as needed (i.e. correspondence) 
Á Contacts Newsletter person to advise of items arising at Executive Meeting for 

newsletter  
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Personnel Chair (Appointed by President and Teacher) 
Á Reviews Personnel Portfolio 
Á Promotes a positive atmosphere within the Preschool 
Á Acts as a liaison between Teacher, parents and Executive 
Á Chairs Personnel Meetings, takes notes 
Á CŀƳƛƭƛŀǊ ǿƛǘƘ ǘƘŜ tǊŜǎŎƘƻƻƭΩǎ /ƻƴǎǘƛǘǳǘƛƻƴ ŀƴŘ .ȅ-Laws 
Á Chairs the Constitution and Handbook Review Committee 
Á Organizes, distributes and summarizes school survey 
Á /ƘŀƛǊǎ bŜƎƻǘƛŀǘƛƴƎ /ƻƳƳƛǘǘŜŜ ŦƻǊ ¢ŜŀŎƘŜǊΩǎ ŎƻƴǘǊŀŎǘ 
Á Maintains personnel files 
Á Maintains substitute and emergency substitute teacher lists 
Á Writes a year-end report 
 

Enrollment Chair(Appointed ς serves a January to January term) 
Á Prior to the February Open House posts the registration list for current and 

alumni parents to sign up their children for the upcoming school year 
Á Organizes and attends Open House events 
Á Responds promptly to calls and emails from families enquiring about the 

Preschool 
Á Familiarizes potential members with the operation of the Preschool and their 

role 
Á After consultation with the teacher organizes drop- in visits with parents who 

wish to  view the preschool  
Á Ensures necessary forms are  distributed to new families   
Á Collects registration fees from members, issues receipts 
Á Maintains the registration list detailing all registration details for circulation to 

the Secretary, President and Vice Presidents 
Á Works closely with Orientation Chair, Class Vice Presidents and the Teachers to 

ensure smooth and orderly entry into Preschool for new families 
Á With the Enrolment Assistant organizes participation at community events such 

as Healthy Kids Fairs to promote the preschool 
Á Maintains ongoing communication with the Executive and membership about 

current registration issues 
Á Ensure updates are made to the website regarding registration information and 

class vacancies 
 
Orientation Chair (Appointed ς serves a January to January term) 
Á Works closely with the Registration Chair and Registration Assistant to ensure 
ǘƘŀǘ ƴŜǿ ǇŀǊŜƴǘǎ ŀǊŜ ŀǿŀǊŜ ƻŦ ǘƘŜ ǇǊŜǎŎƘƻƻƭΩǎ ǊŜǉǳƛǊŜƳŜƴǘǎ ŀƴŘ ŜȄǇŜŎǘŀǘƛƻƴǎ ƻŦ 
all families 

Á Assists in the organization of Open House events; attends events 

Á Prior to the Open House develops an Orientation Program for new parents to 

meet their required ten hour orientation as required by Licensing 
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Á Maintains all Orientation records in accordance with Licensing requirements; 

completes the report required by the Council of Parent Participation Preschools 

at year-end 

Á Organizes class visits for all Duty Parents and children to the preschool primarily 

in the spring but also when new families register throughout the school year 

Á Assigns preschool jobs to parents 

Á Organizes an event or opportunity (coffee party or attend year-end clean up 

sessions) to advise members of their position. Ensures that all members are clear 

about what their jobs involve and fields questions about the jobs 

Á Attends  the New Parent Workshop in early September to answer questions 

Á Informs  Personnel of any issues with non-performance/completion of jobs and 

works to resolve any issues that might arise 

Á Maintains ongoing communication with the Executive and membership about 

orientation issues 

Á Ensures updates are made to the website regarding registration orientation 

details 

 
Parent Education Chair (Appointed) 
Á Conducts survey to determine parent education interests 
Á Reviews past speakers, video lists and surveys 
Á Arranges relevant topics to be presented at each General Meeting 
Á Consults with Teacher to incorporate her presentation (1.5 hours) 
Á Arranges annual safety presentation in consultation with Safety Awareness 

Person 
Á Updates parent education library and establishes borrowing system 
Á Locates information on community resources, child development, parenting 

skills 
Á Collects General Meeting Attendance from Class Reps for monthly report 
Á Writes a year-end report 

 
Ways and Means Chair (Appointed)  

¶ Chairs Ways and Means committee 

¶ Formulates and implements fundraising ideas to meet budget 

¶ hǳǘƭƛƴŜǎ ǘƘŜ ȅŜŀǊΩǎ ŜǾŜƴǘǎ ǘƻ ƳŜƳōŜǊǎ ōȅ hŎǘƻōŜǊ 

¶ Familiar with B.C. Gaming Policy (related to raffle licenses) 

¶ Keeps gaming records as determined by B.C. Gaming Policy & Enforcement 
branch 

¶ Coordinates annual Council raffle ticket selling at Pied Piper 

¶ Writes year-end report 
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Business Chair (Appointed) 
Á Organizes and maintains Preschool filing system, handbooks and Executive 

Portfolios 
Á Ensures adequate number of forms available, photocopies if necessary 
Á Works with Enrollment chair to organize advertising 
Á Acts as Public Relations person for the Preschool 
Á Assists Teacher in labelƭƛƴƎ ǘƘŜ ŎƘƛƭŘǊŜƴΩǎ ŎǳōōƛŜǎ  ōŜŦƻǊŜ ǘƘŜ ŦƛǊǎǘ Řŀȅ ƻŦ ǎŎƘƻƻƭ 
Á [ŀōŜƭǎ tŀǊŜƴǘΩǎ Ƴŀƛƭ ōƻȄŜǎ ƛƴ ŀƭǇƘŀōŜǘƛŎŀƭ ƻǊŘŜǊ όōȅ Ŏƭŀǎǎύ ōŜŦƻǊŜ ǘƘŜ ŦƛǊǎǘ Řŀȅ ƻŦ 

school 
Á Responsible for building permit, lease and security issues, including alarm system 

and key distribution 
Á Works closely with Personnel Chair to revise Preschool Handbook and 

Constitution 
Á Ensures Executive Portfolios are up-to-date and orders new Portfolios and Policy 

Books as necessary 
Á Familiar with Preschool Constitution and By-Laws 
Á Familiar with Parliamentary tǊƻŎŜŘǳǊŜǎ όwƻōŜǊǘΩǎ wǳƭŜǎύ ŀƴŘ tǊŜǎŎƘƻƻƭ ǊǳƭŜǎ 
Á Assists the President by keeping a speakers list at General Meetings, when 

necessary 
Á Coordinates any awards and nominations with VPs 
Á Organizes and purchases the participator awards in consultation with the 

Executive Committee 
Á Purchases and sends cards (congratulatory, get well, etc.) and gifts to members 

and others as needed 
Á Maintains an alumni list (for fundraising) 
Á Writes a year-end report 
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Non-Executive Positions 
 
Bulletin Boards 
Á Updates displays on large bulletin board in cubby room and all classroom bulletin 

boards once a month on consultation with the Teacher utilizing materials owned 
ōȅ ǘƘŜ tǊŜǎŎƘƻƻƭ όōƻǊŘŜǊǎΣ ǇƻǎǘŜǊǎΣ ŜǘŎΦύ ŀƴŘ ŜǎǇŜŎƛŀƭƭȅ ǘƘŜ ŎƘƛƭŘǊŜƴΩǎ ŀǊǘ ǿƻǊƪ 

Á Returns materials to files and artwork to the children when changing the boards 
 
Laundry, Dress-Up Corner and Sewing  
Á Washes kitchen towels, cleaning rags and bathroom hand towels each week 

(schedule to be organized with the parent responsible for the other class) and 
immediately following month-end clean up 

Á Delivers clean towels to the Preschool each week (schedule to be organized) 
Á Washes all dress-up clothes, doll clothes and bedding monthly 
Á Wipes down clothes rack, doll crib, drawers and shelves monthly 
Á Cleans and organizes ŘƻƭƭǎΣ ŘƻŎǘƻǊΩǎ ƪƛt, hats and jewelry monthly 
Á Repairs dress-up clothes as needed 

 
Kitchen Maintenance and Recycling (one person from each class) 
Á Purchases food items, kitchen and cleaning supplies and paper products as 
ƴŜŜŘŜŘ ǳǎƛƴƎ ά/ƘƻƛŎŜǎέ ǾƻǳŎƘŜǊǎ ǿƘŜƴ ǇƻǎǎƛōƭŜ 

Á Labels kitchen cupboards and drawers at the start of school year 
Á Defrosts and cleans fridge, cleans trap in craft sink, tidies and wipes down inside 

and outside of kitchen cupboards and drawers, scrubs kitchen sink, cleans 
kitchen equipment and organizes kitchen monthly 

Á Organizes cleaning supplies in kitchen and washroom as needed 
Á Cleans oven as needed during the school year (usually two times) 
Á Obtains recycling bags and boxes 
Á LƴŦƻǊƳǎ ƳŜƳōŜǊǎƘƛǇ ƻŦ ǊŜŎȅŎƭƛƴƎ ǊŜƎǳƭŀǘƛƻƴǎ ŀƴŘ άƘƻǿ ǘƻΩǎέ 
Á Arranges for recycling bags and boxes to be emptied through pick up for disposal 

at recycling depot 
Á /ƻƭƭŜŎǘǎΣ ǘŀƭƭƛŜǎ ŀƴŘ ŎŀǎƘŜǎ ƛƴ ά/ƘƻƛŎŜǎέ ǊŜŎŜƛǇǘǎ 

 
Library 
Á aŀƛƴǘŀƛƴǎ ŀƴŘ ǳǇŘŀǘŜǎ ƛƴǾŜƴǘƻǊȅ ƻŦ ŎƘƛƭŘǊŜƴΩǎ ƭƛōǊŀǊȅ 
Á tǳǊŎƘŀǎŜǎ ōƻƻƪǎ ŦƻǊ ŎƘƛƭŘǊŜƴΩǎ ƭƛōǊŀǊȅ ƛƴ Ŏƻƴǎǳƭǘŀǘƛƻƴ ǿƛǘƘ ǘƘŜ ¢ŜŀŎƘŜǊ 
Á Borrows books from the public library in consultation with the Teacher 
Á wŜŎƻǊŘǎ ǘƛǘƭŜǎ ƻŦ ōƻƻƪǎ ŀƴŘ ǇŀƳǇƘƭŜǘǎ ƛƴ ǇŀǊŜƴǘΩǎ ƭƛōǊŀǊȅ 
Á Takes, submits and distributes Scholastic book orders 

 
Newsletter 
Á Writes monthly newsletter to disseminate Preschool information 
Á Circulates the newsletter typically after the monthly meeting, consult Supervisor 

to confirm publishing schedule 
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Á Reviews newsletter from previous years to ensure seasonable information is 
included 

Á Solicits members for information that they would like included in the newsletter 
 
Website 
¶ Minor updates to various website pages (HTML & CSS skills needed) 
¶ Creating web photo galleries with provided framework, we are using FancyBox 

(open source) for the photo gallery 
- Javascript + jQuery knowledge a bonus [helps troubleshooting with the photo 
gallery] 

¶ Basic photo editing /photoshop skills for resizing photos to web friendly filesizes, 
and/or blurring children's faces 

¶ Create PDF files from word documents 
¶ Upload and link various forms throughout the school year as they are distributed 

to parents 
¶ Manage piedpiperppp@gmail.com address and events calendar (on same acct) 
¶ Archive files from previous school years 

 
Photography/Yearbook 
Á Purchases batteries for Preschool camera as needed 
Á Books class and individual pictures in consultation with the Teacher and 

members 
Á Arranges for someone to attend and take pictures at special events and field 

trips 
Á Iŀǎ ǇǊƛƴǘǎ ƳŀŘŜ ŀƴŘ ƎƛǾŜƴ ǘƻ ǘƘŜ {ǳǇŜǊǾƛǎƻǊ ŦƻǊ ǳǎŜ ƛƴ ǘƘŜ ŎƘƛƭŘǊŜƴΩǎ yearbooks 
Á Ensures yearbook is updated on a timely basis and is kept at the Preschool for 
ǘƘŜ ŎƘƛƭŘǊŜƴΩǎ ǳǎŜ 

Á Produces year end CD with all the pictures from the year for distribution to 
everyone in the class 

 
Safety and Field Trips 
 
Safety: 
Á wŜǾƛŜǿǎ tǊŜǎŎƘƻƻƭΩǎ ŜƳŜǊƎŜƴŎȅ ǇǊocedures 
Á Checks earthquake and first aid kits at start of year, reviews expiry dates, 

updates supplies as needed 
Á Arranges annual safety presentation in consultation with Parent Education Chair 
Á Checks fire extinguisher expiry date, arranges an inspection and refill every June 

or as necessary 
Á aŀƪŜǎ ŀǊǊŀƴƎŜƳŜƴǘǎ ŦƻǊ άǎŀŦŜ ƘƻǳǎŜǎέ ŀǘ ǘƘŜ ǎǘŀǊǘ ƻŦ ǘƘŜ ƴŜǿ ȅŜŀǊΣ 

postsaddresses and map by phone for reference and gives to Newsletter person 
to publish in newsletter 

Á Consults with and provide information to parents, students and school personnel 
regarding allergy issues at the Preschool 

mailto:piedpiperppp@gmail.com
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Field Trips 
Á Consults with teacher to discuss, plan, organize and schedule possible field trips 

and special visitors for both classes 
Á Surveys parents to determine the types of field trips and visitors desired 
Á Makes all necessary arrangements for excursions, provides information 

regarding the planned excursion to Newsletter person for inclusion in the 
Newsletter prior to the field trip 

Á Arranges for cubby room notice, sign-up sheet, carpool information and maps 
Á Ensures parent child ratio will be met during the field trip 
Á 9ƴǎǳǊŜǎ ŎƘƛƭŘǊŜƴΩǎ ǎŀŦŜǘȅ ƧŀŎƪŜǘǎ όάǇƛƴƴƛŜǎέύ ŀǊŜ ōǊƻǳƎƘǘ ŀƭƻƴƎ 
Á Writes a year-end report 
 

 
Special Events Assistants:(people from each class) 
Á Surveys members for special events ideas 
Á Organizes Christmas party and year-end picnic 
Á Assists Teacher with special events such as Halloween Party, Easter celebrations, 
aƻǘƘŜǊΩǎ 5ŀȅ ¢ŜŀΣ ŜǘŎΦ 

Á Writes a year-end report 
 
Enrolment Assistant: 
Á Keeps all registration and enrolment documents updated and organizes 

materials such as registration packages, promotional pamphlets, etc. 
Á Ensures necessary forms are distributed to new families, completed and 

returned to the preschool. Distributes as required 
Á Tabulates the completed job list requests from families for job requests, gives to 

Orientation 
Á With the Enrolment and Orientation Chairs organizes all Open House events and 

shares in tasks 
Á Organizes all Open House advertising include Craigslist and paid advertising, 

distribution of community posters, informing Armstrong Elementary, signage the 
day-of, etc.  

Á Assists with the orientation of new parents including scheduling visits 
Á Works closely with the Enrollment Chair to respond promptly to prospective 

parent inquiries 
 
Ways and Means Assistants (people from each class) 
Á Works closely with Ways & Means Chair to formulate and carry out fundraising 

events 
Á Familiar with B.C. Gaming Policy (related to raffle licenses) 
Á Applies for B.C. Gaming raffle licenses as appropriate 
Á Keeps gaming records as determined by BC Gaming Policy & Enforcement branch 
Á Collects monies from membership for sale orders or event tickets 
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Á Delivers goods from sales of merchandise 
Á Assists at fundraising events 

 
¢ǊŜŀǎǳǊŜǊΩǎ !ǎǎƛǎǘŀƴǘ 
Á Aids Treasurer in sorting and accounting of incoming funds 
Á Mails or distributes cheques at direction of Treasurer 
Á Collects mail from Armstrong School twice weekly and distributes 
Á Handles bank deposits and details the source of monies 
Á Maintains filing system of all financial transactions 
Á Arranges for the collection of cash resulting from NSF cheques 
Á Writes up the synoptic 

 
Maintenance 
Á Responds to requests for repairs inside and outside of the preschool building 

such as fixing taps, leaks, painting, etc. 
Á Clears walkway, ramp and stairs of snow, leaves, etc. as needed 
Á Performs ongoing building maintenance such as checking the roof for leaks, 

drains for blockages, regular power washing of shed and outside of building. 
Á For larger repair jobs organizes parent work group to assist. Organizes and leads 

tasks for the group to complete 
Á For big jobs where outside repair people are needed, organizes quotes for 

review by the Executive. Once vendor is chosen, coordinates and oversees work. 
Á Maintains ongoing communication with the Executive Committee and Teacher 

regarding building maintenance issues and alerts both groups to urgent or 
imminent building issues through phone calls/emails and by maintaining a 
maintenance communication notebook. 

 
Council Representative 
Á Acts as a liaison between the preschool and the Council of Parent Participation 

Preschools in BC (CPPPBC) 
Á Attends all CPPPBC meetings and reports back to the preschool with relevant 

information 
Á Attends year end CPPPBC banquet and assists with set up as needed 

 
Special Projects (As required) 
Á As certain times, work on a special project is required in the preschool 
Á Previous examples include a project to computerize all of our forms and 

paperwork and another to άƎǊŜŜƴέ ǘƘŜ ǇǊŜǎŎƘƻƻƭ ōȅ ŎƘŀƴƎƛƴƎ ƳǳƭǘƛǇƭŜ ǎǳǇǇƭƛŜǎ 
and processes 

Á If a special project is needed the terms and requirements will be defined in 
advance 
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Preschool Policies 
 
 

1. Policy and Procedures for Release of a Child 
 

No child will be given into the care of anyone other than the parent/guardian, or 
another authorized person (as indicated on the Pick-Up Authorization Form), 
ǳƴƭŜǎǎ ǇŜǊƳƛǎǎƛƻƴ ƛǎ ƎƛǾŜƴ ōȅ ǘƘŜ ŎƘƛƭŘΩǎ ǇŀǊŜƴǘκƎǳŀǊŘƛŀƴΦ LŦ ŀ ǇŜǊǎƻƴ ŀǊǊƛǾŜǎ ǘƻ 
pick up a child and appears to be incapable of providing safe care, an alternate 
authorized person will be contacted. 

 
 The PRESCHOOL will: 

Á Request each parent provide a list of individuals who are authorized to 
collect the child from school prior to the child starting school. 

Á Request a legal document determining legal guardianship of a child, 
and/or a copy of a custody agreement if there are any custody issues. 
These will be kept on file at the preschool by the classroom teacher(s). 

Á Ensure a copy of the Release of Child Policy and Procedures is in each 
parent manual. 

 
 The PARENTS/GUARDIANS will: 

Á Provide a list of authorized individuals who may collect the child from 
school prior to the first day of school. 

Á Notify the supervisor verbally AND in writing if circumstances change 
during theschool year regarding who is authorized to collect the child. 

Á Provide a legal document determining legal guardianship of a child and 
any custody agreement if requested by the preschool. 

Á Parents/guardians are responsible for their child once the child has been 
released and must remain with their child. 

 
 ¢9!/I9wΩ{ wŜǎǇƻƴǎƛōƛƭƛǘƛŜǎΥ 

Á Ensure that no child is removed from the preschool by anyone other than 
anauthorized person (listed on the Pick-Up Authorization Form). 

Á Will not permit a child to leave the Preschool with an older sibling 
underthe age of 12 years. 

Á Will contact 911 immediately and give any relevant information that may 
help them locate a child if a child is removed from the preschool against 
ǘƘŜ ǎǘŀŦŦκŘǳǘȅ ǇŀǊŜƴǘǎΩ ƛƴǎƛǎǘŜƴŎŜΦ !ƴ ƛƴŎƛŘŜƴǘ ǊŜǇƻǊǘ Ƴǳǎǘ ōŜ ŦƛƭŜŘ ŀǘ ǘƘƛǎ 
time. 

Á Will monitor all classroom doors at pick-up time to ensure that all 
children areaccounted for, and that all children leave with authorized 
persons. 
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Á wŜǉǳŜǎǘ ǘƻ ǎŜŜ ŀ ǾŀƭƛŘ ŘǊƛǾŜǊΩǎ ƭƛŎŜƴǎŜ ŀƴŘ ǊŜŎƻǊŘ ƴǳƳōŜǊ ƛƴ ǎƛƎƴ-in/sign-
out log for all non-custodial authorized pick-up persons prior to a child 
being removed from the preschool (the photo identification and name 
listed on the Pick-Up Authorization form MUST match). 
 

Á If a parent/guardian does not arrive within 15 minutes after the end of 
class, theteacher will attempt to locate the parent/guardian by phone. If 
unsuccessful, anattempt to reach an authorized alternate or emergency 
contact person will be made.The teacher (s) and duty parents must 
remain with the child until the child has been picked-up. In extreme 
circumstances, if there is no emergency contact or the contact is 
unavailable, the Ministry of Children and Families and 911 will 
becontacted. 

 
Á All procedures for the safe release of a child will be discussed at the 

Parent Orientation Meeting each September. 
 
 

2. Missing Child Policy 
 

The safety of children is of utmost importance and Pied Piper Preschool believes 
that it is important to have policies and procedures to eliminate or reduce the 
possibility of a child going missing. To ensure the search for a child will be 
efficient and as expedient as possible, it is important to clearly define the 
responsibilities of the Preschool, the Teacher and the Duty Parents should such 
an event occur: 

 
 {¦t9w±L{hwκ¢9!/I9wΩ{ wŜǎǇƻƴǎƛōƛƭƛǘƛŜǎΥ 

Á The teacher will determine which child is missing 
Á Will notify all duty parents and any other relevant adults (i.e. if at the 

skating rink, notify the rink staff) 
Á Depending on the number of adults, will designate a team to search and 

a team to supervise the other children 
Á Designate a meeting place and a time frame for initial search 
Á Designate areas to search in order of priority 
Á Access the emergency card of the missing child and the first aid kit, 

document the time 
Á Contact the police by dialing 911 if a search of the immediate area is 

unsuccessful 
Á Notify the parent/guardian of the missing child 
Á Gather and document as much information as possible; a description of 

the child, when and where the child was last seen, what the child was 
wearing, what areas have been searched, who has been notified, etc. 
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Á Once the police arrive, will clarify the role of the duty parents with the 
police officer in charge 

Á Stay at the search venue until the child is found and returned to the 
parent/guardian or to the Preschool 

Á Record and report all relevant times, names and details of the search, 
including preparation of an incident report. 

Á Not issue any information to the media without the written consent of 
the parent/guardian 

Á Review and debrief as soon as possible for the children, families and 
police/emergency personnel involved in the incident 

Á Participate in any reviews of the incident  
 

The Duty Parents will: 
Á Follow the direction of the Supervisor/Teacher in either searching for the 

missing child or staying with the other children 
Á Maintain a calm demeanor and assist in caring for the other children 
Á Inform the Supervisor and Police (if involved) of any relevant information 
Á Maintain telephone contact with the Preschool until otherwise notified 
Á Review and debrief as soon as possible with the children, families and 

police/emergency personnel involved in the incident 
Á Participate in any reviews of the incident 
 
 

The Preschool will: 
Á Offer resources to the Supervisor, children, parent/guardian, Duty 

Parents to assist them in dealing with the incident 
Á Undertake an evaluation of the effectiveness of our policies and 

procedures and implement recommendations to avoid a repeat of the 
incident 

Á /ƻƳǇƭŜǘŜ ŀ ά{ŜǊƛƻǳǎ LƴŎƛŘŜƴǘ wŜǇƻǊǘέ ŦƻǊ ŦƛƭƛƴƎ ǿƛǘƘ ǘƘŜ /ƻƳƳǳƴƛǘȅ /ŀǊŜ 
Facilities Licensing Board 

 
 

3. Mail, E- Mail 
 

Written information is distributed throughout the Preschool in the mail slots 
located in the cubby room.  Each family will have their own mail slot which 
should be checked regularly by yourself or someone you have designated.  At no 
time should cash be placed in the mail slot but rather placed in a sealed 
envelope with the name of the recipient, the sender and what the money is for, 
written on an envelope and placed in the locked box in the cubby room. 

 
 Email is a convenient method for communicating within the entire 
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preschool membership.  Newsletters, announcements, meeting minutes, and 
duty schedules will be sent out electronically, with master copies kept on file. It 
ƛǎ ǘƘŜ ǇŀǊŜƴǘΩǎ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ǘƻ ǊƻǳǘƛƴŜƭȅ ŎƘŜŎƪ ǘƘŜƛǊ email account to be awareof 
new information.  Issues such as concerns, complaintsshould not be 
communicated electronically and it is requested that you contact the individual 
responsible in person, rather than through email. The preschool emaillist should 
not be given out to other organizations or used by parents forpersonal or 
commercial purposes without the parentsΩ expressed written consent (e.g. 
invitation to Tupperware orto attend a sales event). 

 
Where last-minute issues arise, email will not be the standard form of contact. A 
phone list orphone tree will be used to facilitate rapid dissemination of 
information such as an emergency closure. Each Vice President will organize 
their phone list and communicate the requirements of the parents at the 
September meeting. 

 
 

4. tƻƭƛŎȅ ŀƴŘ tǊƻŎŜŘǳǊŜǎ ŦƻǊ DǳƛŘƛƴƎ /ƘƛƭŘǊŜƴΩǎ .ŜƘŀǾƛƻǳǊ 
 
Pied Piper Preschool will provide a safe, happy, and nurturing environment.  This fosters 
the development of the emotional, social, physical, and cognitive growth and well-being 
of each child so that the children, parents, and teachers may enjoy playing and learning 
together. 
 
Discipline is a process of guiding behaviour. It helps children to understand their feelings 
and express those feelings appropriately. Discipline encourages children to be sensitive 
ŀƴŘ ŎƻƻǇŜǊŀǘƛǾŜ ǿƛǘƘ ƻǘƘŜǊǎΦ /ƘƛƭŘǊŜƴΩǎ ōŜƘŀǾƛƻǳǊ ƛǎ ƛƴŦƭǳŜƴŎŜŘ ōȅ ǘƘŜƛǊ ǎǘŀƎŜ ƻŦ 
development, their environment, and the adults around them. At Pied Piper, we ask that 
you respect and treat each child as you would want others to treat your own child. We 
ask that you use methods such as: redirection, offering alternatives, and turn-taking ς
involve the child as much as possible in the process. Listen to what they have to say and 
encourage them to verbally problem-solve on their own. Each family has a commitment 
to follow through with these policies and procedures. 
 
The preschool staff and duty parents will: 
Á Encourage a trusting and respectful relationship with all children, coworkers, 

and duty parents. 
Á Understand that it is not easy for young children to manage their emotions. 
Á Intervene to prevent the escalation of a conflict situation between children. 
Á Model kindness and patience using calm and helpful languageτuse voice as a 

teaching tool (words and tone of voice should help the child feel confident 
andreassured). 

Á Be consistent and follow through. 
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Á Set clear, age appropriate limits and take time to teach those limits, allowing 
time for children to follow through. 

Á !ŎƪƴƻǿƭŜŘƎŜ ŎƘƛƭŘǊŜƴΩǎ ŦŜŜƭƛƴƎǎ ŀƴŘ ƘŜƭǇ ǘƘŜƳ ŜȄǇǊŜǎǎ ǘƘƻǎŜ ŦŜŜƭƛƴƎǎ ƛƴ 
appropriate ways. 

Á Approach each child and situation calmly and fairly. 
Á Offer choices and natural consequencesτgive a choice only when prepared to 

leave the choice up to the child! 
Á wŜŘƛǊŜŎǘ ŎƘƛƭŘǊŜƴΩǎ Ǉƭŀȅ ƻǊ ŘƛǾŜǊǘ ǎƛǘǳŀǘƛƻƴǎ ǘƘŀǘ ŎƘƛƭŘǊŜƴ ŀǊŜ ǳƴŀōƭŜ ǘƻ ǊŜǎƻƭǾŜ 

themselves. Redirect the child by suggesting an activity that is related to the 
ŎƘƛƭŘΩǎ ǇǳǊǇƻǎŜ ƻǊ ƛƴǘŜǊŜǎǘ ǿƘŜƴŜǾŜǊ ǇƻǎǎƛōƭŜΦ 

Á Reinforce appropriate behaviour while overlooking small annoyances. 
Á aŜŘƛŀǘŜ ŎƘƛƭŘǊŜƴΩǎ ƻǿƴ ǇǊƻōƭŜƳ ǎƻƭǾƛƴƎ ŎƻƴŦƭƛŎǘǎ 

 
 
Challenging Behaviour- What Do We Do At the Preschool? 
 
aŀƴȅ ǇŀǊŜƴǘǎ ƘŀǾŜ ƛƴǉǳƛǊŜŘ ŀōƻǳǘ άǿƘŀǘ ǿŜ Řƻέ ǿƛǘƘ ŀ ŎƘƛƭŘ ǿƘƻǎŜ behaviour has been 
identified as challenging. Challenging behaviour is a behaviour that interferes with a 
ŎƘƛƭŘΩǎ ŀōƛƭƛǘȅ ǘƻ ƛƴǘŜǊŀŎǘ ƛƴ ŀǇƻǎƛǘƛǾŜ ǿŀȅΦ ! ǇƻǎƛǘƛǾŜ ŜŘǳŎŀǘƛǾŜ ŀǇǇǊƻŀŎƘ ǘƻ ŎƘŀƭƭŜƴƎƛƴƎ 
behaviour seeks to improve the quality of life and learning for the child and their family. 
It is imperative that home and Preschool cooperate and work together to implement 
strategies for the child.  The desired outcome being increased access to fun and 
meaningful activities, mastery of self-help and play skills, establishing friendships and 
positive social interactions and ultimately a decrease in the challenging behaviour. If the 
strategies and approaches listed above fail to change the behaviour the following should 
be implemented: 
Á An adult will respectfully take the child or children aside and discuss the 

behaviour and the situation with them 
Á Problem solving skills may be used to help the child make more appropriate 

choices 
Á The child may be redirected to help reduce negative behaviour 
Á Duty Parents shall notify the Teacher about any incidents that occur so that he or 

she can notify the parents 
Á Documentation of the behaviour will be made 
Á ! άǘƛƳŜ ŀǿŀȅέ Ƴŀȅ ōŜ ŀƴ ƻǇǘƛƻƴ ƛŦ ǘƘŜ ŎƘƛƭŘΩǎ behaviour is disruptive, out-of-

control or a danger to others 
Á The Teacher may remove the child from the main playroom to the cubby room 

where the child is given an opportunity to regain his or her composure; the 
Teacher shall stay and support that child until they are able to return to the 
group and parent(s) will be advised about behavioral incidents if they continue 
or become problematic. 
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Parent-Teacher Conference 
 
LŦ ŀ ŎƘƛƭŘΩǎ behaviour has continued over a period of time and is showing no signs of 
changing then a parent-teacher conference is the next step. Prior to the conference the 
teacher shall maintain ongoing communication with the ǇŀǊŜƴǘǎ ǊŜƎŀǊŘƛƴƎ ǘƘŜƛǊ ŎƘƛƭŘΩǎ 
behaviour and related issues.  The teacher will arrange a meeting with the parents to 
discuss the concerns and together they will formulate a plan or approach for that child. 
Together the parents and the Teacher will try to figure out what the behaviour is 
expressing and what strategies could be used at home and at the Preschool to help the 
child and the family.  

 
!ŦǘŜǊ ǘƘŜ ŎƻƴŦŜǊŜƴŎŜ ōƻǘƘ ¢ŜŀŎƘŜǊ ŀƴŘ ǇŀǊŜƴǘǎ ǿƛƭƭ ƳƻƴƛǘƻǊ ǘƘŜ ŎƘƛƭŘΩǎ ǇǊƻƎǊŜǎǎ ŀƴŘ 
continue regular communication.  If the behaviour is not improving or worsening, a 
second meeting will be arranged. At this point the parent and Teacher will decide if an 
intervention with an independent expert would be warranted. The Personnel 
Chairperson and the Class Vice President may be requested to attend this meeting. 
Behaviour which continues after these measures are implemented and has a high 
degree of intensity or may cause injury to others is cause for concern and intervention. 
 
In deciding whether an intervention and analysis are warranted, it is important to 
consider the severity of the behaviour and deal with the higher-priority behaviours first. 
In order of severity they are 
Á Is the behaviour health or life threatening? 
Á Is the behaviour interfering with learning and development? 
Á Is the behaviour interfering with the health, well-being and safety of the child, 

other children, teacher or others? 
Á Is the behaviour likely to become dangerous in the future if unmodified? 
Á Is the behaviour of great concern to the parent or caregiver? 
Á Is the behaviour not improving or getting worse? 
Á Has it been a problem for a while? 
Á Does the behaviour damage property? 
Á 5ƻŜǎ ǘƘŜ ōŜƘŀǾƛƻǳǊ ƛƴǘŜǊŦŜǊŜ ǿƛǘƘ ǘƘŜ ŎƘƛƭŘΩǎ ŀōƛƭƛǘȅ ǘƻ ƳŀƪŜ ŦǊƛŜƴŘǎ ƻǊ ƘŀǾŜ 

meaningful social interactions? 
 
With support from the teacher, the parent(s) may seek community resources to help. 
These may include an observation by another teacher, a medical physician, mental 
health professional or child development expert. Our goal is to support all children and 
their families, and by working together we can achieve that goal so that all children are 
accepted and are successful. 
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5. Safety Practices and Emergency Procedures 
 
Pied Piper Preschool has practices and procedures in place to help deal with emergency 
situations.  It is essential that we are all aware of these procedures, equipment and 
safety kits so that we may protect our children in the event of an emergency 
 
Safety Kits and Practices 
 
Á A Safety Plan will be circulated to all parents at the start of the school year in 

September. 
Á A First Aid Kit is kept on top of the mail boxes in the cubby room 
Á An Earthquake Preparedness Kit is kept in the steel shed 
Á On every field trip the Teacher will bring ǘƘŜ CƛǊǎǘ !ƛŘ Yƛǘ ŀƴŘ ŜŀŎƘ ŎƘƛƭŘΩǎ 

emergency information card 
Á All choking incidents and head injuries are reported with a written note by the 
¢ŜŀŎƘŜǊ ǘƻ ǘƘŜ ŎƘƛƭŘΩǎ ǇŀǊŜƴǘ ƻǊ ŎŀǊŜƎƛǾŜǊ ƻƴ ǘƘŜ Řŀȅ ƻŦ ǘƘŜ ƛƴŎƛŘŜƴǘ 

Á ¢ǿƻ άǎŀŦŜ ƘƻǳǎŜǎέ ŀǊŜ ŘŜǎƛƎƴŀǘŜŘ ƛƴ ǘƘŜ ŜǾŜƴǘ ƻŦ ŀƴ ŜƳŜǊƎŜƴŎȅ ŜǾŀŎǳŀǘƛƻƴΦ 
Children will be taken to one of these houses to ŀǿŀƛǘ ǘƘŜƛǊ ǇŀǊŜƴǘΩǎ ƻǊ 
ŎŀǊŜƎƛǾŜǊΩǎ ŀǊǊƛǾŀƭΦ ¢ƘŜ ƴŀƳŜ ŀƴŘ ŀŘŘǊŜǎǎŜǎ ƻŦ ǘƘŜ ǎŀŦŜ ƘƻǳǎŜǎ are listed by the 
school phone and also on the Safety Plan given to all parents.  

 
Fire Procedure 
 
Á Upon hearing the fire alarm or discovering a fire in the Preschool, the Duty 

Parents will immediately gather the children and proceed to the nearest exit 
door 

Á Each duty parent will take an emergency procedure card (located on the wall to 
the right of each exit) 

Á The Teacher will lead the children out of the building, followed by at least one 
Duty Parent 

Á The Children will leave the classroom as they are, no matter what they are 
wearing. DO NOT STOP to put on coats, remove dress-up clothes, etc. Carry a 
child out if necessary. 

Á Should the circumstances allow: one duty parent will remain behind to check the 
bathroom, cubby room and storage room for any remaining children; and close 
all windows, doors and turn out the lights. 

Á The Teacher will take the children to a designated safe area by the playground 
backstop and count the children 

Á Everyone may return to the classroom when a short bell is sounded indicating 
that it is safe to return 
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Earthquake Procedure 
 
INSIDE THE CLASSROOM AT THE TIME OF EARTHQUAKE 
Á Face away from the windows 
Á Everyone may return to the classroom when a short bell is sounded indicating it 

is safe to return 
Á Take cover under a table and hold the table legs 
Á LŦ ŀ ǘŀōƭŜ ƛǎ ƴƻǘ ŀǾŀƛƭŀōƭŜΣ ŀǎǎǳƳŜ ŀ άŎǊŀǎƘ Ǉƻǎƛǘƛƻƴέ ŀǿŀȅ ŦǊƻƳ ǎƘŜƭǾŜǎ ƻǊ ƘŜŀǾȅ 

items.  Rest on your knees with your head down and hands clasped behind your 
head or with a jacket or book pulled over your head 

Á Count aloud to 60 
Á Assess the situation immediately and decide if the class should be evacuated to 
ǘƘŜ ŘŜǎƛƎƴŀǘŜŘ άǎŀŦŜ ƘƻǳǎŜέ 

Á Attend to injured people 
Á Count the children 
Á Establish contact with the Armstrong Elementary School EmergencyAuthority. 
Á If a major earthquake is experienced, await instructions from CBC Radio (AM 690 

or FM 88.1) 
 

OUTSIDE THE CLASSROOM AT TIME OF EARTHQUAKE 
Á Move away from the building to avoid glass and debris 
Á Move away from the trees and power lines 
Á !ǎǎǳƳŜ ŀ άŎǊŀǎƘ Ǉƻǎƛǘƛƻƴέ ōȅ ǊŜǎǘƛƴƎ ƻƴ ȅƻǳǊ ƪƴŜŜǎ with your head down and 

hands clasped behind your head or with a jacket pulled over your head 
Á Count aloud to 60 
Á Assess the situation immediately and decide if the class should be evacuated to 
ǘƘŜ ŘŜǎƛƎƴŀǘŜŘ άǎŀŦŜ ƘƻǳǎŜέ 

Á Attend to injured people 
Á Count the children 
Á Establish contact with the Armstrong Elementary School Emergency Authority. 
Á If a major earthquake is experienced, await instructions from CBC Radio (AM 690 

or FM 88.1) 
 
 

6. Policy for Management of Serious and Life-Threatening Allergies 
 
It is the ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ƻŦ ǘƘŜ ŀƴŀǇƘȅƭŀŎǘƛŎκǇƻǘŜƴǘƛŀƭƭȅ ŀƴŀǇƘȅƭŀŎǘƛŎ ŎƘƛƭŘΩǎ ǇŀǊŜƴǘǎ ǘƻ 
inform the school/teachers ƻŦ ǘƘŜƛǊ ŎƘƛƭŘΩǎ ŀƭƭŜǊƎȅΦ 
 
It is the responsibility of all members of the Preschool to familiarize themselves with the 
allergies of the children in their group and to exercise extreme caution when preparing 
or setting out a snack. 
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Á All teachers and duty parents need to be made aware of children with allergy 
conditions 

Á Each child should wear a MedicAlert bracelet that states his or her allergy(ies). 
Á A photograph and a descrƛǇǘƛƻƴ ƻŦ ŜŀŎƘ ŎƘƛƭŘΩǎ  ŀƭƭŜǊƎȅόies)  will be kept in the 

kitchen along with their auto injector 
Á Each September at Orientation, there will be an awareness session for parents 

that shall include demonstration of the auto injector use. 
 
Availability and Location of EpiPens 
Á Each child with allergies will provide Pied Piper Preschool with an auto injector 

labelled for each individual child, including expiration date. It is the responsibility 
of the parents to ensure the medication has not expired and the prescription is 
current. 

Á tŀǊŜƴǘǎ ŀǊŜ ǊŜǎǇƻƴǎƛōƭŜΣ ŀǘ ǘƘŜƛǊ ƻǿƴ ŜȄǇŜƴǎŜΣ ǘƻ ǇǊƻǾƛŘŜ ǘƘŜ ŎƘƛƭŘΩǎ auto 
injector for the school. 

Á Additional ŀǳǘƻ ƛƴƧŜŎǘƻǊΩǎ should be brought on field trips ōȅ ǘƘŜ ŎƘƛƭŘΩǎ ǇŀǊŜƴǘǎ 
Á Children who are no longer allergic or no longer require an auto injector must 

present a letter of explanation from their physician. 
 
Allergen Awareness/ Allergen Avoidance 
 
In our school, the significant allergies are to peanut and nuts. No peanuts, tree nuts, 
peanut butter or peanut-containing foods are allowed. There may be allergies to 
otherfoods and insect/wasp stings as well. In the classroom, special care is taken to 
avoid allergens. There will be a list of packaged άǎŀŦŜ ŦƻƻŘέΣ ŦƻǊ ƴǳǘ ŀƭƭŜǊƎƛŜǎ ǘƘŀǘ ǿƛƭƭ ōŜ 
distributed to parents in September. Overall, by implementing these guidelines, the risk 
ofaccidental exposure to a food allergen has been significantly diminished although it 
cannever be completely removed. 
 
Given that anaphylaxis can be triggered by minute amounts of allergen, food 
anaphylacticchildren/adults must be encouraged to follow certain guidelines: 

1. To eat only snacks provided by duty parents thatarŜ ƻƴ ǘƘŜ ΨŀǇǇǊƻǾŜŘΩ ƭƛǎǘ  
2. To eat only food that has been brought from home unless it is packaged, clearly 

labelled and approved by their parents. 
3. Wash hands before eating. 
4. Not share food, utensils or containers. 

 
Foods which commonly produce allergic reactions are: 
Á Milk 
Á Soy 
Á Eggs 
Á Wheat 
Á Fish 
Á Shellfish 
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Á Peanuts 
Á Tree nuts (almond, brazil, cashew, macadamia, hazelnut, pecan, pine 

nut,pistachio, walnut) 
 
Non-food triggers of anaphylactic reactions: 
Á Latex (found in Band-Aids, plastics) 
Á Stings from wasps, yellow jackets, bees or hornets 
Á Some medications 

 
Common Signs and Symptoms of Allergic Reactions 
Á Hives 
Á Itching (any part of the body) 
Á Swelling (any part of the body) 
Á Red watery eyes 
Á Runny nose 
Á Vomiting 
Á Diarrhea 
Á Stomach cramps 
Á Change of voice 
Á Coughing 
Á Wheezing 
Á Throat tightness or closing 
Á Difficulty swallowing 
Á Difficulty breathing 
Á Sense of doom 
Á Dizziness 
Á Fainting or loss of consciousness 
Á Change of colour 

 
 
Anaphylaxis Emergency Response: 
 
1. One person stays with the child at all times. 
 
2. Second person gets the EpiPen and calls to third person (teacher or dutyparent) 

to Dial 911. Tell the operator you have a child with a life threatening 
anaphylactic reaction who has received epinephrine. 

 
3. Administer epinephrine at the first sign of reaction, however slight (e.g. itching 

or swelling of the lips/mouth in food allergic children). There are 
nocontradictions to the use of epinephrine for a potentially life 
threateningallergic reaction.  Note time of administration. A CHILD WHO HAS 
RECEIVED EPINEPHRINE FROM AN AUTO-INJECTOR MUST BE TAKEN TO THE 
HOSPITAL FOR MONITORING 
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4. Confirm an ambulance has been called and is on the way. The child must be 
transferred to an emergency room, regardless of the degree of reaction or 
response to epinephrine. Symptoms may recur up to eight hours after exposure 
to allergen. One calm and familiar person must stay with the child until a parent 
or guardian arrives. 

 
5. /ƻƴǘŀŎǘ ǘƘŜ ŎƘƛƭŘΩǎ ǇŀǊŜƴǘǎ όƻǊ ƻǘƘŜǊ ŎŀǊŜƎƛǾŜǊ ŀǎ ǎǇŜŎƛŦƛŜŘ ƻƴ ǘƘŜ 9ƳŜǊƎŜƴŎȅ 

Consent card) as soon as possible. Adults must be encouraged to listen to the 
concerns of the anaphylactic child. The child usually knows when he or she is 
having a reaction, even before signs are manifest. 

 
 

7. Alarm Procedures 

 
The Preschool is equipped with a monitored security alarm system which is activated 
whenever the school is not in use. If you require access to the school after hours (for 
host duty, month-end clean up, etc.) a key and the security alarm code may be obtained 
from your class Vice President. 
 
Three volunteers are designated to cover alarm calls from the alarm monitoring 
company. If contacted, one of the three volunteers needs to follow up to see why the 
alarm has been triggered.  
 

Setting the Alarm On and Off 
 
When Entering the Building 
Á Enter only through the kitchen entrance 
Á Turn the lights on as the building is dark with the blinds closed 
Á Immediately enter the alarm code using the keypad (you have 45 seconds) 

 

When Exiting the Building 
Á Ensure all windows and the outside door near the cubby room are closed and 

locked 
Á Turn off all lights except for the kitchen light 
Á Close outside door near the kitchen 
Á Yoǳ ǎƘƻǳƭŘ ǎŜŜ ŀ ƎǊŜŜƴ άǊŜŀŘȅέ ƭƛƎƘǘ ƻƴ ǘƘŜ ƪŜȅǇŀŘ όƛŦ ǘƘŜ ƭƛƎƘǘ ƛǎ ƴƻǘ ƎǊŜŜƴΣ 

check to ensure all doors and windows are closed securely) 
Á Enter alarm code (alarm will begin to beep) 
Á Turn off kitchen light 
Á Open kitchen door and lock it by pushing the turning knob in 
Á Close door and lock deadbolt with key 
Á Alarm will beep for approximately one minute 
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If you Setthe Alarm Off by Mistake 
Á Re-enter the code to turn the alarm off 
Á Immediately call the alarm monitoring company (currently ADT 604-875-1311).  
Á You need to provide your system number, our password and your name. (All 

information you should have by your Vice President) 
 
 

8. Health Guidelines for Preschool Attendance - When aChild Is Too Ill 
to Attend 

 
Children in preschool programs are grouped together at ages when they are 
mostsusceptible to infections. To determine what is a significant illness in a child is 
difficult forboth parents and teachers. There are three important issues in determining 
when a childis too ill to attend preschool: 
 
1. The comfort and safety of the child who is ill. 
2. The protection of other children from communicable disease. 
3. The capacity of the teachers to look after an ill child. 
 
With these issues in mind the following guidelines will help determine if a child should 
beattending preschool: 
 
1. Any child too ill to participate in normal activities of the preschool shouldbe kept 

home. If a child becomes ill during the school day, temporary care will 
beprovided until the parent or caregiver can be contacted to take the child 
home. 

 
2. With severe colds, a child may become cranky, sleepy, or listless and have a 

coughthat results in discharge or vomiting, and/or green or yellow nasal 
discharge. If your child shows any of these symptoms, please keep your child at 
home to permit aspeedy recovery. 

 
3. Children with gastro-intestinal problems (i.e. vomiting, diarrhea) must be 

kepthome from preschool. Diarrhea is defined as repeated bowel movements 
that haveunusual appearance or odour and are often watery or greenish in color. 
Ifyour childhas been vomiting and/or had diarrhea during the night, he or she 
should not attendpreschool for at least 24 hours and/or the symptoms have 
subsided. If vomiting ordiarrhea develops while the child is at preschool, the 
child will be separated from the others immediately and the parents or caregiver 
will be contacted to pick up the child. If a cause ofvomiting or diarrhea is 
identified, or if there are 3 or more cases in 4 days or less inthe preschool, the 
licensing officer must be contacted for further guidance. 
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4. The child may return to preschool when the incubation and contagious period 
haspassed. You must inform the preschool when your child has a 
communicabledisease (such as chicken pox, measles, scarlet fever, mumps and 
pink eye). Inthe case of a diagnosed communicable disease, the preschool will 
contact thePublic Health Nurse at the local health unit. For some communicable 
conditions the preschool is required to obtain a health certificate before the 
child is allowed to return to preschool. 

 
5. If your child has a fever (38 degrees C or 100.4 F), this usually indicates he or she 

isfighting some sort of illness and at this time is contagious. Do not send your 
childto Preschool until 24 hours after his or her fever has abated and any other 
symptomshave subsided. Remember that fever medication (Tylenol, Tempra) 
only mask the symptoms and do not eliminate the problem. 

 
6. Whenever a child attending preschool develops new symptoms of illness 

(whethermentioned above or not) or has a worsening of symptoms, the parent 
will benotified to take the child home. 

 
 

If Your Child Becomes Ill at Preschool: 
 
When a child is ill he or she will not be permitted to stay at preschool. The child will 
need to bepicked up if he or she exhibits any of the following symptoms: 
Á vomiting 
Á a sore throat 
Á a cold that has reached the sneezing, coughing, watery eyes, runny nose stage 
Á a temperature of 100F or 38C or higher 
Á onset of an undiagnosed rash, infection, eye/ear discharge 
Á any combination of lethargy, pallor, irritability, unusual fatigue, or diarrhea 
Á headache and stiff neck 
Á stomach upset and/or diarrhea 
Á severe itching (body and scalp) 

 
Should any of the above symptoms appear, the parent(s) will be asked to immediately 
pick up their child.  If unable to pick up their child, the parents should arrange for an 
alternate pick-up and contact the preschool. If the child requires immediate medical 
attention, the Supervisor will arrange for immediate assessment by a health 
professional and will immediately contact the parents or caregiver. 
 
Parents must tell the preschool staff if their child has been exposed to a communicable 
disease like chicken pox, pertussis (whooping cough), or strep throat so that staff can 
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watch for signs and symptoms in the other children, teachers, duty parents and visitors 
to the preschool. Licensing standards require the Preschool to inform other parents of 
certain communicable diseases, by email/phone and/ornotice posted in the classroom. 
 
Parents and caregivers play an important role in reducing sickness and the spread of 
certain health conditions to the other children, teachers, duty parents and guests to 
Pied Piper Preschool by following the policies listed above. Parents can further help by 
ƪŜŜǇƛƴƎ ǘƘŜƛǊ ŎƘƛƭŘΩǎ ƛƳƳǳƴƛȊŀǘƛƻƴǎ ǳǇ ǘƻ ŘŀǘŜ ŀƴŘ ōȅ ǊŜƛƴŦƻǊŎƛƴƎ ƘŀƴŘ ǿŀǎƘƛƴƎ 
(especially before eating and after toileting) and reminding their child to cover coughs 
and sneezes. We all need to work together for a healthy school year for all children, 
teachers, duty parents and volunteers.  
 
 

9. Policy and Procedures for Child AbuseReporting and Prevention 
 
1. Pied Piper Preschool will provide an environment that is safe and free from 

abuse andneglect by treating children with respect and by creating an 
environment wherechildren are free to express their needs. Physical or 
emotional changes in a childwill be noted and followed up. A PPP  provides an 
open environment in whichparents are required to participate in the program as 
assistants to the teacher(s) andare also free to drop in at any time. 

 
2. Allegations of child abuse will be reported to family members, except where 

familymembers are involved. 
 
3. Allegations of child abuse or suspected child abuse will be reported to 

theappropriate authoritiesτthe police, child protection social worker, and the 
child carelicensing office. 

 
4. ¢ƘŜ ŎƘƛƭŘ ŀƴŘ ŦŀƳƛƭȅΩǎ ǇǊƛǾŀŎȅ ǿƛƭƭ ōŜ Ƴŀƛntained by the staff providing 

confidentialinformation to only those required by law to know. 
 
 
Definitions of Abuse (1998 B.C. Handbook for Action on Child Abuse and Neglect): 
 
Physical Abuse: 
A deliberate, non-accidental physical assault or action by an adult or significantly older 
ormore powerful child that results in, or is likely to result in, physical harm to a 
child,including the use of unreasonable force to discipline a child. The injuries sustained 
mayvary in severity and range from minor bruising to major fractures and in its most 
extremeform, death. Physical abuse is a crime. 
 
Sexual Abuse: 
Any sexual use of a child by an adult or significantly older or more powerful child. 
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Examples include touching or invitation to touch for sexual purposes, obscene 
gestures,and threatening sexual acts. Sexual abuse is a crime. 
 
Emotional Abuse: 
The habitual humiliation of a child and/or withholding of life sustaining nurturing. 
Examples include scape-goating, rejection, verbal attacks, threats, and insults. 
 
Neglect: 
An act or omission on the part of the parent or guardian that results in, or is likely to 
resultin, physical harm to a child. Failure to provide food, shelter, basic health care and 
protection from harm are all examples of neglect. 
 
Procedures: 
Preschool employees and parents need to be aware that, in BC, the law requires 
anyone who suspects a child of beingabused to report his or her suspicions to the 
Ministry of Children and Family Development. The current standard for reporting child 
abuse or neglecǘ ƛǎ ΨǊŜŀǎƻƴŀōƭŜ ƎǊƻǳƴŘǎΩ ǘƻ ōŜƭƛŜǾŜ ǘƘŀǘ ŀ ŎƘƛƭŘ ƛǎ ƛƴ ƴŜŜŘ ƻŦ ǇǊƻǘŜŎǘƛƻƴΦ 
¢ƘŜ /ƘƛƭŘΣ CŀƳƛƭȅ ŀƴŘ /ƻƳƳǳƴƛǘȅ {ŜǊǾƛŎŜ !Ŏǘ ǿƻǊŘƛƴƎ ƻƴ ά5ǳǘȅ ǘƻ wŜǇƻǊǘέ Ƙŀǎ ŎƘŀƴƎŜŘ 
ǘƻ άƘŀǎ ǊŜŀǎƻƴ ǘƻ ōŜƭƛŜǾŜέ ǘƘŀǘ ŀ ŎƘƛƭŘ ƴŜŜŘǎ ǇǊƻǘŜŎǘƛƻƴ ōǳǘ ǘƘŜ ƛƴǘŜƴǘƛƻƴ ǎǘŀȅǎ ǘƘŜ 
same. It is ƴƻǘ ǘƘŜ ǊŜǇƻǊǘŜǊΩǎ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ǘƻ ǇǊƻǾŜ ƻǊ ǎǳōǎǘŀƴǘƛŀǘŜ ŎŀǎŜǎ ƻŦ ǎǳǎǇŜŎǘŜŘ 
child abuse. Reporters are fully protected from legal liability for reports made in good 
faith. 
 
If you have reason to believe the child has been or is likely to be abused, neglected or in 
need of protection from a family member or community member, you must report this 
matter immediately to a child protection social worker. Call the Ministry for Children 
and Family Development ς Child Protection Intake Unit at 604-660-5437 orAfter Hours 
at 660-4927 (Vancouver) or 604-660-8180 (Burnaby). 
 
If the child is in immediate danger, the police should be contacted. Dial 911. Please note 
that you must still report the suspected child abuse to the child protection social 
worker. 
 
What happens next? 
1. If the child is in immediate danger, a Ministry social worker may attend the 

schooland apprehend the child. 
 

2. The Ministry protection worker will provide advance notice and coordinate 
theinvestigation with the preschool. When arriving, the investigating worker 
Ƴǳǎǘ ǎƘƻǿŀ ǇƛŜŎŜ ƻŦ ƛŘŜƴǘƛŦƛŎŀǘƛƻƴΦ ! ǊŜŎƻǊŘ ƻŦ ǘƘŜ ǎƻŎƛŀƭ ǿƻǊƪŜǊΩǎ ƴŀƳŜΣ ǇƘƻƴŜ 
number andtime of visit should be kept. 

 



Pied Piper Preschool- Parent Manual  - 46 -  

3. The worker cannot take the child from the preschool unless the worker is 
legallyremoving the child. It is important for preschool teachers to introduce the 
ǿƻǊƪŜǊ ǘƻǘƘŜ ŎƘƛƭŘ ŀƴŘ ƭŜǘ ǘƘŜ ŎƘƛƭŘ ƪƴƻǿ ǘƘŀǘ ƛǘΩǎ ƻƪŀȅ ǘƻ ǘŀƭƪ ǘƻ ǘƘŜ ǿƻǊƪŜǊΦ 

 
4. It is the responsibility of the Ministry social worker to inform the family of the 

investigation. If the child is removed before the family arrives, the social worker 
willremain to explain the situation or leave a telephone number and contact 
name withthe preschool to share with the family. 

 
5. 5ƻ ƴƻǘ ŘƛǎŎǳǎǎ ȅƻǳǊ ǎǳǎǇƛŎƛƻƴǎ ǿƛǘƘ ǘƘŜ ŎƘƛƭŘΩǎ ǇŀǊŜƴǘǎ ƻǊ ƎǳŀǊŘƛŀƴΣ ǳƴƭŜǎǎ 

specifically directed to do so by the social worker 
 
 

10. Policies to Ensure Responsible Membership 
 
At Pied Piper Preschool we do our best to support each other and put strategies in place 
to ensure that all families can function as responsible members and participate in the 
operation of the preschool and in other school activities, such as meetings and 
fundraising, as outlined in our school constitution. 
 
This document outlines policies in place to handle situations where an individualΩs 
failure tocarry out responsibilities compromises the entire program. Remember to be 
respectful of each other. In the majority of cases, the problems outlined below can be 
resolved quickly. However, if a member does not make an effort to correct the following 
problems, the Executive and Personnel Chair will follow these guidelines in seeking a 
resolution that is best for the preschool. 
 
1. Late For or Absent From Duty: 
 

If a parent is habitually late for duty, he or she will be asked to attend a 
meetingwith Personnel and Executive so that we can work together to solve 
theproblempreventing him or her from fulfilling this important membership 
responsibility. It is the responsibility of the teacher to notify Personnel and the 
class representatives of habitually late/absent parents. 

 
2.  Late for Pick Up: 
 

Please note that there is a fifteen minute grace period for pick up. If a parentis 
habitually late for pick up, there is a $5.00 fine for every minute they are late.Any 
monies collected are put into a special fund dedicated to purchasingclassroom 
materials for the preschool. 

 
3. Missed Parent Education and General Meetings: 
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Each member is allowed only TWO excused absences from Parent Education 
&General meetings during the school year. Please save these for REAL 
emergencies. If you foresee a consistent problem preventing you from attending, 
you must discuss the issue with Personnel and your class representative. 

 
In the event of a missed meeting you must: 
 
1. Notify Personnel and your class representative in advance to inform them of 

your absence. 
 
2. Complete a make-up for the parent education portion of the meeting and 

submita report to your class representative. PLEASE NOTE: Licensing regulations 
requirethat this make-up be completed before you serve another duty day. 

 
Missed Make-Up (following absence from a meeting): 
 
If you miss a meeting and do not complete a make-up, you are technically unfitto 
complete duty days. PLEASE DO NOT PUT OUR LICENSE AT RISK BY FAILING TO 
COMPLETE YOUR REQUIRED MONTHLY PARENT EDUCATION. 
 

Members must understand that a failure to carry out their preschool duties has an 
impact on the community as a whole, and it ŎƻƳǇǊƻƳƛǎŜǎ ǘƘŜ ǘŜŀŎƘŜǊΩǎ ŀōƛƭƛǘȅ ǘƻ ƻŦŦŜǊ 
our children a safe and stimulating preschool experience. In light of this, a consistent 
failure to live up to member responsibilities will be treated very seriously, and in certain 
ŎŀǎŜǎ ǇŀǊŜƴǘǎΩ ƳŜƳōŜǊǎƘƛǇ ƛƴ ǘƘŜ ǎŎƘƻƻƭ Ƴŀȅ ōŜ ǊŜ-evaluated and/or revoked. 
 
 

11. Privacy Policy 
 
All information collected by the Preschool shall be for the use of Preschool related 
mattersonly, as stated in the Privacy Act. Distribution of information for any other 
purpose isunacceptable.In keeping with upholding Provincial regulations guiding the use 
of personal information,the preschool shall designate a member to maintain all contact 
information, in the form ofmailing addresses, phone numbers and email addresses. This 
person will be responsiblefor distributing group emails, as requested by the Teacher or 
Executive. This may becombined with an Executive position or as a separate job. 
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Constitution 
 
ARTICLE TWO ς PURPOSES 
 
1. The Preschool will provide educational opportunities through co-operative play 

for preschool children in the community, under qualified supervisors who are 
members of the Parent Participation Preschool Teachers Association.  

 
2. The Preschool will provide instruction, equipment and materials for the 

ŎƘƛƭŘǊŜƴΩǎ ŜƴƧƻȅƳŜƴǘ ŀƴŘ ǎƻŎƛŀƭΣ ƳŜƴǘŀƭ ŀƴŘ ǇƘȅǎƛŎŀƭ ŘŜǾŜƭƻǇƳŜƴǘΦ 
 
3. The Preschool will encourage co-operative learning for participants through 

observation and participation in opportunities provided by the Parent 
Participation Preschool Association. 

 
4. The Preschool will provide educational opportunities for parents to study 

ŎƘƛƭŘǊŜƴΩǎ ƴŜŜŘǎ ŀƴŘ behaviour.  This is achieved through parent education 
sessions, observation of a skilled instructor and shared experiences. 

 
 
ARTICLE SIX- DISSOLUTION OF THE PRESCHOOL 
 
1. In the event of the dissolution of the Pied Piper Preschool Association, after 

payment of debts and sale of inventory, net assets of the school shall be 
transferred to the Council of Parent Participation Preschools in British Columbia 
to be held in trust for a period of up to five years in the event that the Pied Piper 
Preschool Association reopens.  If at the end of the five years Pied Piper 
Preschool does not reopen, the Council shall transfer the assets to one or more 
non-profit Parent Participation Preschools in Burnaby. 

 
2. Notwithstanding the above, any monies obtained through public gaming shall be 

returned to the Ministry of Finance. 
 

This provision is unalterable 
 
ARTICLE SEVEN- UNBIASEDNESS 
 

The business of the Preschool shall be unbiased towards race, religion, gender or 
politics. 

 
This provision is unalterable 
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By Laws 
 
ARTICLE ONE ς MEMBERSHIP 
 
1. A family becomes a member of the Preschool (the member) upon payment of 

the registration fee accepted by a member of the Enrollment Committee. The 
registration fee is not refundable under any circumstances.  Active, voting 
membership in the Preschool is open to families, regardless of race, religion, 
gender or politics, who are willing to abide by these By-Laws, the Constitution 
and the Parents Agreement 

 
2. Both parents of the child attending the Preschool are considered members but 

each family has only one vote at any Preschool meeting. 
 
3. Only parents or alternate caregivers, as in Article 1.11, who can participate on 

assigned duty days and attend monthly General Meetings in accordance with 
these By-Laws, shall be considered a member. 

 
4.  

a) The Preschool may require TB testing or other health screenings in 
accordance with the regulations of the CCFLB and the Health Authority. 

b) Immunization records for the child must be presented before the child begins 
Preschool. 

 
5. Parents will be required to read the Constitution and By-Laws and any other 

reading specified by the Orientation Committee before participating in the 
Preschool. 

 
6. Duty parents must satisfy the Supervisor that they are able to communicate 

sufficiently to provide a safe environment for the preschool children. 
 
7. Any member who does not conform to the conditions of the By-Laws, the 

Constitution and the Parents Agreement shall be notified of the offence in 
writing by the Personnel Committee and any re-occurrence of the offence may 
result ƛƴ ǘƘŜ ǊŜǾƻŎŀǘƛƻƴ ƻŦ ǘƘŜ ŦŀƳƛƭȅΩǎ ƳŜƳōŜǊǎƘƛǇΦ 

 
8. Families may resign their membership at anȅ ǘƛƳŜ ōȅ ƎƛǾƛƴƎ ƻƴŜ ƳƻƴǘƘΩǎ notice 

in writing to the Enrollment Officer, or by paying one ƳƻƴǘƘΩǎ ŦŜŜ for each 
registered child. 

 
If notice for a child is given on or after December 2nd, the prepaid fees for June 
will be forfeited unless a replacement registration is accepted in the month of 
December. 
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9. An emergency parent shall be available as relief duty parent for cases of sudden 

illness or other such Emergencies only.  The relieved parent shall do a duty day 
for the emergency parent as soon as possible thereafter. The Supervisor and 
relevant VP shall be notified of these arrangements.  

 
10. Members may share duty with an alternative caregiver (grandparent, 

nanny) (the majority of the duty days is to be done by the member) upon 
approval by the executive on a case-by-casebasis provided that: 
 
a) Such caregivers complete the required orientation and parent education 

programs and fulfill all other obligations of duty parents 
 

b) One or both of the parents enrolled in the preschool also fulfill all of 
their obligations as members of the preschool as outlined in these By-Laws 
and the Parents Agreement including fulfilling their designated job ( see 
article 11) and attending the business portion of the meeting (see article 10, 
d) below). 

 
c) Either the member or the alternative caregiver shall attend the parent ed 

portion of the general meeting, and no homework needs to be done by the 
non-attending member or caregiver. Either can do duty in the upcoming 
month. 

 
If both the member and the alternative caregiver miss a meeting, then only 
one (parent or alternative caregiver) shall complete the following parent 
education work with the understanding that the one doing the make-up work 
will communicate the "education component" to the other person: 
 
Á A review of material from the preschool library or 
Á A review of such other parent ed material as approved by the parent 

ed chair. 
 
And in accordance with policies set by the Executive from time to time, 
complete within the allotted time frame a Parent Education Report on the 
Parent Education work undertaken. 

 
d) The member is required to attend the business portion of the general 

meeting(the caregiver is also welcomed but not required) and only the 
member (not the caregiver) has voting privileges at the business portion of 
the general meeting. If the member cannot attend the general meeting, then 
he or she can vote by proxy in accordance with the existing by-law article 9. 
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11. All members of the preschool are required to take at least one job in 
the preschool.  

 
12. Members who are parents of the same child may share a job or 

jobs between them. Two parents may share duty responsibilities (preferably a 
50/50 split) upon approval of the executive if they comply with the following 
requirements: 

 
a) At least one parent shall attend all general meetings which include the 

parent education and business portions and either parent can do duty in the 
upcoming month. 

 
b) The parent who does not attend a general meeting does not have to do any 

make up parent education work 
 
c) If both parents miss a meeting, then one parent must complete the 

following parent education work with the understanding that the parent 
doing the make-up work will communicate the "education component" to 
the other parent 
 
Á A review of material from the preschool library or 
Á A review of such other parent ed material as approved by the parent 

ed chair. 
 
And in accordance with policies set by the Executive from time to time, 
complete within the allotted time frame a Parent Education Report on the 
Parent Education work undertaken. 
 

d) If both parents attend the business portion of the general meeting, onlyone 
parent has voting privileges in accordance with article 1, section 2. 

 
 
ARTICLE TWO ς ENROLLMENT 
 
1. The Preschool classes are defined as 3 year old and 4 year old separate 

programs with the following guidelines as to age requirements: 
 

Three year old class-Children will be 3 years old on or before December 31st 
Four year old class-Children will be 4 years old on or before December 31st 

 
2. The Preschool may offer a three and four year old mixed class. The membership 

will decide whether a mixed aged class or an afternoon class will be offered in 
the following school year (September ς June) at the February General Meeting. 
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The age requirements for a mixed aged class will be children who will be three 
years old on or before August 31st 

 
3. Children younger or older than the ages aforementioned maybe able to enter 

the program at the discretion of the Supervisor and the Enrollment/Orientation 
Committees. 

 
4. Each class is licensed for a total of 20 children. Given space constraints and 

operational requirements, the Executive can vote to limit the number of children 
registered in each class. 

 
5. Enrollment priority will be given in the following order: 
 

a) Current members- including Members who have a child entering the three 
year old class immediately following an older child graduating from the four 
year old class. 

 
b) Alumni members ς families who have had a child in the Preschool in the 

past. 
 

c) Open House Visitors ς new families who attend the Pied Piper Open House 
and wish to register their child 

 
d) Other Persons ς should there be open registration spots after the Open 

House, applications will be accepted in the order in which the Enrollment 
Chair receives registration fees. Registration and job selection cannot be 
confirmed without payment of the registration fee. 

 
6. The ratio of adults to children will be consistent with the Statement of Standards 

of the Council. Special Needs Assistants working in the classroom to 
supportspecific children cannot be included when calculating the number of 
adults needed in the classroom. 

 
7. Orientation sessions are compulsory. The duty parent(s) from each family must: 

Á Attend all orientation activities for new parents 
Á Observe in the Preschool for one full class 
Á Returning parents must attend all orientation activities if they have been 

away from the school for two years or more 
 
8. There will be no new enrollment in an existing class after February 29th.  Any 

later requests will be decided upon the Executive Board in consultation with the 
parents of the related class. 
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ARTICLE THREE ς FEES 
 
1. A registration fee, the amount determined by the Executive Committee, shall be 

paid at the time of registration. After January 1st, only one-half of the registration 
fee will be required.  This registration fee is to cover the costs of insurance and 
membership fees to the Council. The registration fee is refundable only in the 
event that the Preschool needs to cancel the class for the school year. 

 
2. Monthly fees should be set for the following school year (September ς June) 

bythe February General Meeting and written into the minutes. 
 
3. Monthly fees are to be paid by the September General Meeting by post-dated 

cheques.  The cheques are to be dated for the first of each month except for 
June.  The monthly fees for June must be prepaid by the first day of school in 
September to ensure that the operating expenses are met for the full year. 

 
4. Members registered after the September General Meeting must submit post-

dated cheques at the time of registration. June fees for registrations accepted 
after January 1st are to be paid immediately. 

 
5. Failure to pay registration fees or monthly fees may result in a notice of 

suspension of the child or children enrolled in the Preschool. 
 
6. Fees must be paid in full, even though a child may be absent from the classroom. 

Exceptional circumstances may be considered by the Personnel Committee and 
agreed upon by the Executive Board. 

 
7. In the event that a parent has two children enrolled in the Preschool at the same 

time in two different classes, they have the option of paying full fees and having 
a 25% reduction in duty days or doing full duty days for both children and having 
a 25% reduction in fees for the younger child. 

 
A member who has more than one child registered at the Preschool in the same 
school year in the same class (i.e. twins) may opt to either pay 100% of one 
ŎƘƛƭŘΩǎ ǘǳƛǘƛƻƴ ŀƴŘ ул҈ ƻŦ ǘƘŜ ǘǳƛǘƛƻƴ ŦƻǊ ǘƘŜ ƻǘƘŜǊ ŎƘƛƭŘ ŀƴŘ Řƻ ǊŜƎǳƭŀǊ Řǳǘȅ ŦƻǊ 
each child, or to pay regular class fees for each child, which warrants the 
member to do only the duties of one child in that school year (i.e. 2-3 duty days 
per month, 1 host duty, 1 month-end clean up). 

 
8. The penalty for NSF cheques will be bank charges. 
 
9. The fiscal year of the Preschool is from June to June (of the following year). A 

budget for each year will be presented to the membership at the September or 
October General Meeting. 
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ARTICLE FOUR ς TERMS AND HOURS 
 
1. The Preschool hours shall be determined by the Executive Committee and listed 

ƛƴ ǘƘŜ {ǳǇŜǊǾƛǎƻǊΩǎ ŎƻƴǘǊŀŎǘΦ 
 
2. The Preschool shall be closed: 
 

a) For statutory and school holidays (Christmas, summer, etc.) 
 

b) When the Supervisor is ill, unless an acceptable substitute is obtained, in 
accordance with licensing standards. 

 
c) For any emergency as decided by the Personnel Committee and the 

Supervisor (i.e. blizzard, lack of heat, etc.) 
 

d) CƻǊ ŀƴȅ ƻǘƘŜǊ ŘŀǘŜ ŀǎ ǎǇŜŎƛŦƛŜŘ ƛƴ ǘƘŜ {ǳǇŜǊǾƛǎƻǊΩǎ ŎƻƴǘǊŀŎǘ 
 
3. On the last Friday of the month the Supervisor shall be given leave in order to 

attend professional workshops. Providing an appropriate substitute can be 
obtained, the Preschool shall remain open. 

 
 
ARTICLE FIVE ς OBLIGATIONS OF MEMBERS 
 
1. Every member must be on duty as scheduled by the Vice-President or arrange his 

or her own substitute. The VP and Supervisor must be notified of the change. If a 
member misses a duty day without arranging for a qualified substitute, his or her 
membership will be subject to review by the Personnel Committee. 

 
2. Duty Parents must arrive 15 minutes before their duty sessions and stay until 

cleanup is complete. Duty Parents must be ready to start work by 9:00 a.m. 
 

3. There will be as many duty parents necessary in each session to comply with the 
Statement of Standards as set out by the Council. All duty parents are to be 
responsible for the provision of snack. 

 
4. Duty parents are responsible directly to the Supervisor and must work 

cooperatively with him or her. 
 

5. No other children may accompany the duty parent. 
 

6. Every member will be scheduled for at least one monthly clean up and will assist 
with inventory and the year-end clean up. 
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7. Each member will accept and perform the responsibilities of a specific job in the 
Preschool. 

 
8. It is the obligation of the member to attend each General Meeting (Parent 

Education and Business portion).  
 

9. Members must be willing to take an active part ƛƴ ǘƘŜ tǊŜǎŎƘƻƻƭΩǎ ŀctivities, 
including Ways and Means projects, and will be expected to serve on 
committees and attend meetings as required. 

 
10. If a duty parent becomes pregnant she may have a maximum of six weeks free of 

duty days, to be extended only on presentation of a doŎǘƻǊΩǎ ƴƻǘŜΦ LŦ additional 
leave is requested, it may be granted at the discretion of the Personnel Chair. 
Duty days missed during the additional leave period will be rescheduled. 

 
11. Should there be extenuating circumstances, any member may be relieved of 

their obligations for a period of up to eight (8) weeks upon written request to 
thePersonnel Chair.  The Personnel Chair may request any information they feel 
isrequired in assessing the request. If additional leave of absence is requested, it 
may be granted at the discretion of the Personnel Chair.  Duty days missed 
during the additional leave period may be rescheduled. 

 
12. If a child contracts a communicable disease, the parents must keep the child at 

home and notify the Supervisor, VP and/or President immediately. For certain 
communicable conditions, parents will need to obtain a health clearance from 
their physician before the child can return to school. In accordance with health 
reporting requirements that govern certain communicable health conditions, the 
school is required to inform all parents of certain conditions that their child 
might have been exposed to through attendance at the Preschool(i.e. head lice, 
E. coli).  The Supervisor will post a general health bulletin listing the health 
condition and some basic health information for the parents. The name of the 
child with the condition will not be disclosed. 

 
It is the responsibility of the parents to keep the school informed of any updated 
information.  When a child returns to the preschool after a period of illness, he 
or she will be expected to participate fully in the activities of the Preschool. 

 
13. Parents must deliver their children directly into the Preschool to the Supervisor 

or a Duty Parent and notify them when they are leaving the Preschool. 
 
14. If any child or parent constitutes a co-operative or management problem the 

matter will be subject to review by the Personnel Committee and the family may 
be requested to withdraw from the group. The member may request an appeal 
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of this decision before a special meeting of the elected Officers and the decision 
of this group will be final and binding.  

 
15. The Community Care Facilities Licensing Board (CCFLB) and Health Authority 

requires all Co-Operative Preschool Associations to provide a minimum of ten 
hours of orientation for parents (as volunteer assistants or Duty Parents) plus 
one and one-half hours of Parent Education per month. 

 
Attendance at the General Meetings (Parent Education and Business portion) is 
ŎƻƳǇǳƭǎƻǊȅ ƛƴ ƻǊŘŜǊ ǘƻ ŦǳƭŦƛƭƭ ǘƘŜ tǊŜǎŎƘƻƻƭΩǎ ƭƛŎŜnsing agreement and the parent 
participation obligations.  

 
If a meeting is missed, the Duty Parent is responsible for fulfilling the one and 
one-half hours Parent Education requirement on his or her own time and 
reporting on this in writing to the Parent Education Chair before their next duty 
day. Members missing more than two General Meetings may have their 
membership reviewed by the Personnel Committee.  Extenuating circumstances 
will be considered by the Personnel Committee. 

 
16. All provisions relating to classroom discipline shall comply with the Community 

Care Licensing Act.  Developing and implementing disciplinary guidelines is the 
responsibility of the Supervisor and Teachers and such guidelines shall be 
formulated in the following manner: 

 
a) Any forms of discipline or behaviour modification shall be clearly stated by 

the Supervisor and approved by the Executive. 
 

b) Once approved by the Executive, the guidelines shall be presented to the 
general membership for approval 

 
c) Disciplinary guidelines shall be included in the Parent Handbook  

 
 
ARTICLE SIX ς HEALTH OF A CHILD 
 
1. ¢ƘŜ ǇŀǊŜƴǘǎ ŀǊŜ ǊŜǉǳƛǊŜŘ ǘƻ ǇǊƻǾƛŘŜ ŀ ŎƻǇȅ ƻŦ ǘƘŜƛǊ ŎƘƛƭŘΩǎ ƛƳƳǳƴƛȊŀǘƛƻƴ ǊŜŎƻǊŘ. 

 
2. The parents are required to provide the preschool with information about their 

ŎƘƛƭŘΩǎ ƘŜŀƭǘƘ ŀƴŘ ƻŦ ŀƴȅ ǊŜƭŜvant health or social concerns. 
 

3. No child will attend the Preschool with symptoms of a communicable disease. 
The parent must notify the Supervisor of any communicable disease contracted.  
See Article Five, Section 12 for further information regarding parentΩǎ 
responsibilities. 
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4. In the case of an emergency where the Preschool needs to contact a doctor, 

ŀƳōǳƭŀƴŎŜ ƻǊ ƻǘƘŜǊ ƘŜŀƭǘƘ ǇŜǊǎƻƴƴŜƭΣ ǘƘŜ ŎƘƛƭŘΩǎ parent will assume any related 
financial responsibility. 

 
5. The Supervisor has the authority to determine a chilŘΩǎ ǿŜƭƭƴŜǎǎ, and at their 

discretion, may have an unwell child sent home after arranging pickup of 
thechild by the parents or authorized caregivers. 

 
 
ARTICLE SEVEN ς EXECUTIVE COMMITTEE AND DUTIES 
 
1. The Executive Committee shall consist of the elected officers and the 

chairperson of each committee noted herein. 
 
2. The Executive Committee will be responsible for the general management of the 

Preschool and will ensure that the Preschool adheres to government regulations, 
Council and Pied Piper Preschool policies. 

 
3. The Executive Committee shall have authority to conduct the regular business of 

the group between the General Meetings and during vacations. During vacations 
this shall include necessary expenditure of funds. 

 
4. The Executive Committee will meet each month that the school is operating, in 

advance of the General Meeting. The members of the Committee shall 
determine the dates of the Executive Committee meetings at the beginning of 
the school term. The meeting day and time should be consistent each month. 

 
5. A quorum is comprised of five (5) members of the Executive Committee, at least 

three (3) of whom must be Officers. 
 
6. Officers of the Executive Committee shall be elected annually be a majority vote 

and shall consist of: 
 

a) President: who shall preside at meetings and shall guide policy of the group.  
The President may be called upon to serve as an advisory capacity during the 
following term. This position may be held by two individuals as Co-Presidents 
ifvoted on by the membership at a General Meeting.  The President, if 
present,shall serve as a chairperson of all Executive Meetings.  The 
Chairperson shall nothave a vote except in the case of a tie, in which case, 
the Chairperson shall castthe tie-breaking vote. 

 
b) Vice Presidents: one person shall represent each class. Members will be 

instructed to take their problems, suggestions, etc., to their respective Vice 
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President. The Vice Presidents shall also be responsible for drawing up the 
duty schedules of their respective groups and for scheduling extra duty 
parents when requested by the Supervisor. 

 
c) Secretary: who shall record, post and circulate minutes of General Meetings 

and Executive Committee Meetings and deal with correspondence. 
 

d) Treasurer: who shall receive and record fees, pay bills as approved by the 
Executive Board and/or General meetings, notify all members whose 
accounts are delinquent, process fees for NSF cheques, co-sign cheques with 
the President and/or any member so designated and prepare an annual 
budget and monthly reports.  This term will run July 1 to June 30. 

 
7. Each elected officer may serve no more than two consecutive years in any office. 

This term may be extended one year at a time by a resolution passed by two 
thirds of all members present at a General Meeting.  If an elected position 
becomes vacant during the year, an election must be held. 

 
8. All positions on the Executive Committee shall be filled by nomination and 

elections by the Members. 
 
9. An election may be by acclamation. 
 
10. If no successor is elected, the person previously elected or appointed may 

continue to hold office. 
 
11. Any officer not fulfilling the prescribed duties of the position may be removed by 

special resolution of the general membership. 
 
12. The signing Officers are the Treasurer and two (2) other Executive Officers. Two 

signatures are required on all financial documents and cheques. 
 
13. Committees 
 

a) Personnel Committee: the purpose of this committee will be to promote 
growth, understanding and unity within the group and to act as liaison 
between the Supervisor and the parent group in all facets of school 
procedures. Any member with ideas, suggestion or problems regarding 
school policies or procedures should present them to the Personnel 
Committee through any of the Committee members.  Members who have a 
grievance and wish to present it personally to the Personnel Committee may 
do so by appointment at a Personnel meeting.  Grievances will be discussed 
and this Committee may or may not make subsequent recommendations to 
the Executive Committee.  This committee in the strictest of confidence will 
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deal with any grievances or problems.  The members of the Personnel 
Committee shall be: 

 
i. Personnel Chairperson (appointed by the President and Supervisor). 

Acts as liaison with the Executive and the total group. 
 

ii. Vice Presidents (one from each group) act primarily as group 
representatives.  They should be aware as possible of the attitudes 
and feelings of the group they represent. 

 
iii. Supervisor and President have dual roles as active participating 

members and in an advisory capacity. 
 

iv. Other members of the parent group when deemed appropriate by 
the members of the committee. 

 
b) Enrollment Committee:  shall be appointed by the Executive Committee.  The 

Enrollment Committee works jointly and in consultation with the Personnel 
Committee to make decisions regarding enrollment in the school.  The 
Enrollment Chairperson phones, corresponds, contacts and arranges 
observations for all parents interested in Parent Participation Preschool 
education for their children.  Is responsible for scheduling Parent/Teacher 
Interviews.  The term runs January through January.  A new Enrollment 
Chairperson will be appointed in January to work in coordination with past 
officer who will remain in an advisory capacity. 

 
c) Orientation Committee:  shall beappointed by the ExecutiveCommittee and 

the Enrollment Committee.  Shall organize a program integrating new 
parents into the Parent Participation Preschool according to the Council 
Standards and the provincial regulations.  Shall coordinate with the 
Supervisor events and meetings.  Term runs January to January.  

 
d) Parent Education Committee:  Shall be appointed by the Executive 

Committee and the Enrollment Committee.  Shall be responsible for the 
Parent Educationportion of the monthly General Meeting as well as 
submitting the requiredmonthly report to the Council. 

 
e) Ways and Means Committee:  Shall be appointed by the Executive 

Committee and the Enrollment Committee. Shall organize fundraising 
projects for theschool.The yearly target amount will be determined at the 
September meeting. 

 
f) Business Committee: Shall be appointed by the Executive Committee.  Shall 

be responsible for maintainingthe business files and dealings of the Preschool 
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including maintenance of the filing system, handbook and Executive 
Portfolios and assisting the President at General Meetings by keeping a 
ǎǇŜŀƪŜǊΩǎ ƭƛǎǘ ŀƴŘōŜƛƴƎ ŦŀƳƛƭƛŀǊ ǿƛǘƘ ǘƘŜ /ƻƴǎǘƛǘǳǘƛƻƴΣ .ȅ-Laws and Roberts 
Rules of Order. 

 
14. Any expenditure other than normal operating commitments (i.e. rent, hydro, 

phone, salaries, etc.) in excess of $150.00 must be approved by a resolution of 
the Executive Committee.  Any expenditure in excess of $150.00 must be 
approved by a majority of the members at a General Meeting.  Any revolving 
petty cash accounts needed by the Committees will be designated at the 
September Executive Meeting each year. 

 
15. The Executive Committee may appoint additional committees as the need arises. 
 
16. All members of the Preschool must be willing to serve on a committee when 

requested to do so by the Executive Committee. 
 
17. Any committee Chairperson can ask for any member to assist them in executing 

the business of his or her committee. 
 
18. Elections shall be held at a General Meeting. 
 
19. Members of the Executive Committee and Officers shall perform their duties 

without numeration or compensation. 
 
20. Members of the Executive Committee and Officers may be removed for cause of 

resolution of no less than 75% of members present at a General Meeting. 
 
 
ARTICLE EIGHT ς MEETINGS 
 
1. Monthly General Meetings shall be held from September to June each school 

year.  The day of the monthly General Meeting shall be determined by the 
Executive Committee at the beginning of the school term.  This day can be 
changed by resolution at a General Meeting. 

 
2. Special General Meetings may be called at the discretion of the President or by 

petition of 10% or more of the current Preschool membership within 14 ŘŀȅǎΩ 
notice to General Membership. 

 
3. Quorum for General Meetings is at least 50% of members of the Preschool but 

never less than three persons. 
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4. No business, other than the election of a Chairperson and the adjournment or 
termination of the meeting shall be conducted at a General Meeting at a time 
when a quorum is not present.  

 
5. If within thirty (30) minutes from the time appointed for a General Meeting a 

quorum is not present, the meeting, if convened on the request of members, 
shall be terminated. In any other case, it shall stand adjourned to the same day 
in the next week, at the same time and place, and if at the adjourned meeting a 
quorum is not present within 30 minutes from the time appointed for the 
meeting, the members present constitute a quorum.  

 
6. If at a General Meeting there is no President or other Executive Committee 

members present within fifteen minutes after the time appointed for holding a 
General Meeting, or the President and all other Executive Members present are 
not willing to act as Chairperson, the members shall choose one of their 
members to act as Chairperson. 

 
 
ARTICLE NINE ς VOTING 
 
1. Voting at all General Meetings shall be by show of hands, except where, in 

respect to a particular item of business members decided to vote on that item of 
business by secret ballot. 

 
2. Each family in the Preschool shall have only one vote in any proceedings 

authorized by these By-Laws, or otherwise. 
 
3. In the case of a tie vote, the Chairperson will cast the tie-breaking vote. 
 
4. Members can vote by proxy. A proxy vote is valid only if it is in writing, has the 

signature of the members being represented by proxy and is provided to the 
Chair prior to the commencement of the meeting. Email votes are acceptable, 
provided that the member submits their vote to the Chair within 24 hours in 
advance of the scheduled meeting. 

 
 
ARTICLE TEN - BORROWING 
 
1. The Preschool shall have the power to borrow money only after the passing of a 

ά{ǇŜŎƛŀƭ wŜǎƻƭǳǘƛƻƴέ ǇŀǎǎŜŘ ōȅ тр҈ ƻŦ ŀƭƭ ƳŜƳōŜǊǎ ǇǊŜǎŜƴǘ ŀǘ ŀ DŜƴŜǊŀƭ 
Meeting. 
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ARTICLE ELEVEN- REVIEW AND/OR TERMINATION OF MEMBERSHIP 
 
1. Members missing more than two monthly meetings may have their membership 

reviewed. 
 
2. Members missing two duty days without arranging a qualified substitute may 

have their membership reviewed. 
 
3. The members of any family not conforming to the Constitution, By-Laws and the 

Parents Agreement may be reviewed. 
 
4. If a member does not pay all current registration and the monthly fees or any 

debt due or owing by them to the Preschool, the member shall be given 10 ŘŀȅǎΩ 
notice in writing to bring current the arrears of payment. 

 
5. If a member does not bring current arrears in payment after receipt of the 

written notice, their membership may be reviewed. 
 
6. Written notice of the revocation of membership must be delivered to the family 

at least 48 hours prior to the next General Meeting of the Preschool.  Any family 
may appeal the revocation of their membership at the next General Meeting by 
giving 24 hours written notice to the Preschool President.  The general 
ƳŜƳōŜǊǎƘƛǇ ōȅ ƳŀƧƻǊƛǘȅ Ƴŀȅ ŎƻƴŦƛǊƳ ǘƘŜ ǊŜǾƻŎŀǘƛƻƴ ƻŦ ǘƘŜ ŦŀƳƛƭȅΩǎ ƳŜƳōŜǊǎƘƛǇ 
or require their reinstatement. 

 
7. The Executive Committee, at the recommendation of the Supervisor and/or the 

Personnel Committee, may require the withdrawal of a child who constitutes a 
serious management problem during Preschool. Written notice must be 
delivered to the parents. 

 
8. All members are considering being in good standing until membership is 

revoked. 
 
 
ARTICLE TWELVE ς SUPERVISOR 
 
1. The Supervisor must meet the qualifications of the Community Care Facilities 

Licensing Board. 
 
2. The Supervisor must be a member in good standing with the BC Preschool 

Teachers Association. 
 
3. The Supervisor will be given a standing time at all general meetings to present 

information regarding her teachings and program.  
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4. The Supervisor shall have a voice in all General and Executive Committee 
meetings.  The Supervisor is a member of both Committees. If she is unable to 
attend, she may appoint a representative of her choice to attend in her place. 

 
5. In the playroom, the Supervisor shall have overall responsibility for the program, 

teaching methods, discipline, health and safety measures. Her decisions shall be 
final, and she will work cooperatively with parent assistants. 

 
6. Any criticisms or suggestions regarding the work of the Supervisor must be 

directed to the Supervisor or to the Personnel Committee. 
 
7. The Supervisor has the authority to send home a child whom she considers ill.  In 

case of emergency, she must call the parents for instructions. If the situation 
warrants, the Supervisor may call the family doctor, ambulance or other 
medically qualified personnel.  

 
8. Enrollment of a child may be suspended by the Personnel Committee and/or 

Executive Committee after consultation with the Supervisor.  Before any action is 
taken the matter will be discussed by the Supervisor with the parents or 
guardians of the child concerned. 

 
9. The Supervisor shall enter into an annual contract of employment with the 

Preschool. The contract is prepared by the Council following negotiation 
between the Council (representing the Preschool) and the Parent Participation 
Preschool Teachers Association.  The written contract is reviewed and signed by 
the Supervisor, the President and the Personnel Chairperson.  The contract will 
be available to any member to review on request. 

 
10. The Supervisor and the Pied Piper Preschool Association shall be responsible for 

the children during the school hours. The Pied Piper Preschool Association is not 
responsible for the children while traveling to and from school or field trips or 
while playing outside of the school out of regular school hours. 

 
 
ARTICLE THIRTEEN ς AMENDMENTS 
 
1. All amendments to the Constitution or By-Laws must be presented by Notice of 

Motion, in writing, to the Secretary at any General Meeting.  All members will 
beadvised by the Secretary of the Notice of Motion.  The Notice of Motion will 
thenbe considered and voted upon at the next General Meeting. Amendments to 
theConstitution or By-Laws require a resolution passed by 75% of all 
memberspresent. 
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ARTICLE FOURTEEN- REFERENCE 
 
1. Roberts Rules of Order shall be used as reference.  In the event that these are at 

variance with these By-Laws, these By-Laws shall prevail. 
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Document Control 
 
 

Date Revisions 
November 2010 Update manual from June 2005 version; Council 2009 

revisions included 

June 12, 2011 Revise By-Law 10 and 11 

August 25, 2011 Formatting 

September 2, 2011 Grammar and spell check 

January 15, 2012 Added Criminal Records Check, added Website and 
Safety/Field Trips, Enrolment Assistant to the job 
descriptions 

 


