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White City Cooperative Playschool

Policies and Procedures

Updated:  January 2019
I. INTRODUCTION

White City Cooperative Playschool was started in January 1983 by a group of parents who wanted their children to participate in a pre-school atmosphere that was not too structured.  As a parent cooperative, it is run by parents for their children.  Programming is designed to encourage, assist and guide each child in his/her development – emotional, social, creative, and physical.

The Playschool provides a broad experience based on beginnings of music, creative art, stories, small projects, and free play periods.  Play is emphasized with the learning occurring when children show interest and readiness.

An important objective is to help children develop a positive self-image.  Since this is a child’s first school experience, it is important that it be a happy, satisfying one.  Instructor(s) are accepting of children and their ideas, and provide individual support and encouragement.

II. ADMINISTRATION   
The White City Cooperative Playschool is a non-profit cooperative, which is administered by parents.  The school’s building is leased from the Town of White City and is covered by its insurance policy.  Contents of the building and coverage for the volunteer Committee are under a policy separate from the Town.

In the event that the White City Cooperative Playschool ceases to operate, all funds and assets, after all liabilities have been paid, will be transferred to the Town of White City and they would be allocated to the White City Parks & Recreation Committee’s internal account.

A. Executive Committee

Each year, the Executive Committee is selected to oversee playschool policies, operations, and supervision for the upcoming year.  At least four (4) parents – all of which must have a child enrolled in the Playschool, in addition to the Instructors, are required for operation of the playschool.  Herein, the four parents plus instructors and aide shall be known as the Committee.  All Committee members will sign a confidentiality agreement at the initial Committee meeting ensuring all Playschool issues will be kept in confidence.  In the event of a resignation from the Committee during a Playschool term, it is the responsibility of the Committee to find a replacement.  When at the end of a Playschool term there are members of the Committee that must leave their position due to the graduation of his/her child, and there are some members continuing on, the members that are continuing on may choose to assume a different position within the Committee created by the vacancies.  This will be done before the election of the new Committee for the current year.  At the time of the appointment of the new Committee, preference will be given to a parent that has two (2) or more years of possible Committee membership over those with only one possible year of membership.  At the time of the appointment of the new Committee, it is also possible to elect up to two (2) Members at Large to attend Committee meetings and to assist in attending meetings of the White City and Emerald Park Parks & Recreation Board.

All Committee members (four parent volunteers, instructors and any additional staff [eg:  aide]) have equal voting rights on all issues.  After a discussion involving all Committee members whereby a conclusion cannot be reached, a vote will be taken and majority rules.

See Appendix C for Committee members’ duties and responsibilities.

1. Chair, Vice-Chair, Treasurer and Secretary have signing authority with two signatures required per cheque.  Any member can deposit, but two signatures are required to withdraw funds.

2. An un-audited financial statement is presented annually.

3. The Committee approves substitute Instructors at the commencement of the school year.

B. Parental Involvement

Parents are encouraged to participate in playschool classes and field trips.  Opportunities may include:

1. Membership on the Committee

2. Volunteering as Class Representative

3. Baking for special events and outings

4. Giving a talk or arranging a tour for the children

5. Playschool fundraising events
6. Providing transportation for Playschool, field trips, etc.

7. Parents must inform Playschool Instructors of current child care, emergency contact information or any new health/medical conditions

C. Criminal Record Checks

Anyone interested in volunteering in the classroom as a substitute instructor, parent volunteer, driver (school-directed field trips), or in any capacity in direct contact with the students, will be required to submit a copy of their criminal record check to the Playschool.  The documents will be kept on file with the Secretary.  Once the documents expire, the holder of the criminal record check will be notified.
III. PLAYSCHOOL OPERATIONS

A. All children attending Playschool must be toilet trained, and be able to take care of all their personal bathroom needs.

B. The Playschool follows the same holidays and institute days as the École White City School and Emerald Ridge Elementary School.  

C. Fire drills are conducted at the beginning of the school year.

D. To help children adjust to the Playschool experience, parents are encouraged to remain at the Playschool as long as they feel it necessary.  It is suggested that parents and caregivers always bring children into the school and visit until they are undressed, comfortable and busy before saying good-bye.  Be sure your child knows you are leaving before you go.

E. It is important to bring and pick up your child on time.  If someone other than yourself is to pick up your child, please inform the Instructor(s).

F. Children must wear rubber-soled footwear (not slippers or fancy shoes) due to fire regulations and safety requirements.

G. Children must bring an ice cream pail with a handle (no lid) to carry their snack and take home crafts, notices, etc.

H. 9:00 am -11:15am and 1 pm-3:15pm are the class times.  Please arrive punctually as the Playschool light will go on when class is to begin.

I. If your child is too sick to play outside, he/she is too sick for playschool.

J. Make sure your child is appropriately dressed to play outdoors in the fall and spring.  Outdoor play will not occur during the winter months.

K. If it is necessary to pick up a child early, please advise the Instructor(s) at the beginning of the class.

L. Any field trips will be kept within a small radius of White City, Emerald Park or Regina (eg:  City of Regina, area farms, fire hall, etc.).  Cars transporting children for field trips must have an approved CSA child restraint for each child they are transporting.  Permission forms must also be signed before a child can attend a particular field trip.

M. Parent chaperones will share responsibility for supervising children on field trips.

N. Parents are asked to provide a nutritious snack and drink for their children. Please do not send gum or candy.

O. White City Cooperative Playschool is NUT FREE and parents are asked to closely monitor ingredients of all school snacks.

P. Playschool will be open regardless of the weather unless there are circumstances beyond the control of the Playschool (eg:  power failure, no furnace, etc.).  Instructors will be paid for the missed sessions due to the unforeseen circumstances.

Q. In case of an emergency, an evacuation procedure will take into effect.  Evacuation procedures are listed in Appendix B.

R. Instructors and Committee members are available to discuss any questions or concerns.

IV. PROGRAMMING 
Sessions are, and not restricted to:




Tuesday and Thursday morning from 9:00 to 11:15 am




This class is for 3 year olds only.





The class maximum is 16 children with 2 instructors.





Monday and Wednesday mornings from 9:00 to 11:15 am




This class is for 4 year olds.





The class maximum is 16 children with 2 instructors.

Monday and Wednesday morning 9:00 to 11:15am and 

Tuesday afternoon from 1:00  to 2:45 pm





This class is for 4 year olds.





The class maximum is 16 children with 2 instructors.




Note: 
This session may be cancelled due to low enrolment.
Notes:  
· Class sizes can be increased to a maximum of 20 children if all other classes are full and if a suitable third instructor can be arranged.  This will only be done by the Committee through consultation with the Instructors involved.
V. REGISTRATION

Eligibility:


White City Cooperative Playschool determines eligibility based on entrance requirements for kindergarten at École White City School and Emerald Ridge Elementary School.  Child must be three (3) years of age and potty trained in order to enroll in the 3 year old classes and be four (4) by December 31st to enroll in the 4 year old classes.  For example, if a child will be admitted to kindergarten within one year of starting playschool, s/he will be in the four year old class.

Preference will be given to children residing within the École White City School and Emerald Ridge Elementary School attendance area.

Tuition:


Fees are to be paid at the Parent Information Night meeting.  Preschool fees are $120.00/month for twice a week and $170/month for three days a week. Parents are asked to provide four (4) post-dated cheques for September 1st, November 1st, January 1st, and March 1s (t.  Parents can also choose to pay in one lump sum.

The first four weeks in attendance is a probationary period.  Fees for children withdrawn during this period will be refundable according to the number of classes remaining.  

Any withdrawals after the first four weeks will be based on a quarterly scale.  Should a child withdraw, the family will be refunded the registration fee of subsequent quarters with the exception of the current quarter.  For example, should a child withdraw in December, registration fees for January and March quarters will be refunded.

Any budgetary surplus, which occurs during the school year, will be carried forward to the following school year.  

NSF Cheques

There will be a $25.00 fee for any NSF cheques.  The family has 5 business days to rectify the situation.  If payment has not been received within this period, the Playschool will be unable to allow the child to attend until payment is provided.  

APPENDIX A
Playschool Maintenance

Coordinated by Executive Committee & Room Representatives:

· Cleaning and disinfecting toys (paid) – typically parental volunteers

· Painting – done on a volunteer basis as needed

· Basement – cleaning and arranging (if necessary)

Town of White City:

Site and Building Maintenance, including:

· Toilets

· Taps

· Furnace

· Lights

· Windows

· Doors

· Structural maintenance

· Electrical

· Parking lot

· Steps and wheel chair ramp – front and back steps must be shoveled and de-iced in the winter

· Cleaning supplies (including floor wax)

· Paper supplies – (i.e. toilet paper, hand towel paper)

· Wax floors

APPENDIX B
Evacuation Procedures

Teachers are to take a daily roll call at the start of each class.

In the event of emergency evacuation during Playschool class time, Instructors are to ensure all children exit the building using one of two available exits furthest from the hazard.  A class list for each Playschool class is to be posted next to each of the exits.

The next course of action is for the teachers to take all children and the appropriate class list to the old fire hall next door to the Playschool.  Instructors are to do a roll call and then call enough parents and/or caregivers to get everyone to École White City School.  Once all the children are safely at the school, the Instructors are to call remaining parents and/or caregivers and notify them of the situation and have them immediately pick up their children.

Class lists are also to be made available at the town hall.

APPENDIX C
Duties of the Committee
	Chair*
	· Prepares agendas.
· Chairs meetings.
· Presents problems and concerns of parents and Instructors at the Committee meetings.
· Orders office supplies.
· In collaboration with the Senior Instructor, sends content for submission to the White City/Emerald Park Newsletter. 
· Is the contact person for the Prairie Valley School Division Education Committee, Town of White City, and RM of Edenwold.

	Vice-Chair*
	· Supports activities/responsibilities of the Chair.
· Will take over any duties if the Chair cannot finish the term.
· Spearheads and coordinates any fundraising campaigns.
· To assist in any duties through each session (eg:  posters, putting ads in papers, etc.).
· Is the contact person and liaison for the Recreation Board.  This involves attending all Rec Board meetings or making arrangements with other Committee members if unable to attend.
· Prepares registration receipts to be distributed in January and May.
· Is the contact person for Occupational Health & Safety.  This involves coordinating Members at Large to attend OH&S meetings and Vice-Chair will report the findings from these meetings to the Committee.

	Treasurer*

Co-Treasurer*

(It will be under the discretion of the Treasurer whether to request a Co-Treasurer volunteer on registration night.  The Co-Treasurer will assist the Treasurer in such duties upon which they mutually agree.  Note that the Co-Treasurer will not have voting rights.)
	· Accepts registration fees.
· Pays bills and helps Committee prepare the budget.
· Searches for and applies for grants appropriate for the Playschool.
· Keeps books up-to-date and advises the Committee if expenditures are within budget.
· Provides financial updates to the Committee every 2 months.  These should include actual expenditures within budget.  For example, if office supply budget is allotted $500, every 2 months a running total of what has been spent thus far will be given.
· Presents an annual financial statement.
· Ensures an independent accountant audits books at least every 3 years.

	Secretary*
	· Takes Committee meeting minutes, prepares and types minutes for distribution.
· Provides copies of minutes to the Committee via email or hard copy.
· Keeps the Playschool binder up-to-date regarding said minutes and any other pertinent paperwork, including printing out emails in which decisions or important information has been shared between Committee and Instructors.
· Types out Playschool Monthly Calendars and Class Lists.
· Any other necessary typing.
· Liaises with Room Representatives regarding Christmas and year-end gifts.
· Collects and maintains Criminal Record Checks, including keeping them up-to-date and notifying owners of the checks of their expiry date.


	Instructors
	· Plan programs and purchases supplies.
· Teaches the class.
· With class representatives, coordinates volunteer contributions of parents.
· Follows the guidelines of the Playschool Instructor Job Description.
· Attends Committee meetings.

	Instructor’s Aide
	· Assists Instructors with the general administration of the class.
· Follows the guidelines of the Playschool Aide Job Description.
· Is welcome, but not required, to attend Committee meetings and any other meetings.

	Class Representative
	· Contacts all parents/caregivers of the class they are representing in case of emergencies beyond the Playschool’s control.  This should be done initially via phone, followed up by an email.
· Collects and organizes email addresses of the class they are representing in order for distribution among those in that particular class.
· It is under the discretion of the Class Rep, and on a voluntary basis to organize, collect monies and purchase instructors’ and aide gifts for Christmas and year end.


Note:  All Committee members must work together to provide and promote a team environment while maintaining confidentiality.  

*These members will collaborate should there be a need or desire to fundraise for the Playschool or become involved in community celebrations on behalf of the Playschool.  Instructors and Aide’s participation will be minimal and optional.
APPENDIX D
Duties of the White City Cooperative Playschool Volunteers

	Class Representative


	· Contacts all parents/caregivers of the class they are representing in case of emergencies beyond the Playschool’s control.  This should be done initially via phone, followed up by an email.
· Collects and organizes email addresses of the class they are representing in order for distribution among those in that particular class.
· It is under the discretion of the Room Rep, and on a voluntary basis to organize, collect monies and purchase instructors’ and aide gifts for Christmas and year end.

	OH&S Volunteer


	· Attends OH&S meetings at the White City Town Office in order to bring forth any issues regarding the Playschool.  Concerns/issues will be given to the volunteer via email or note from the Senior Instructor and/or Chair.
· Reports back to the Senior Instructor and Chair any findings from the meetings pertinent to the Playschool and its concerns.
**Once a person has volunteered for this position, she/he will contact the Town Office indicating she/he is the OH&S Representative for the Playschool.  She/he will request to be put on the email list for meeting times and/or locations.

	White City & Emerald Park Parks & Recreation Board Volunteer


	· Attends Parks & Rec meetings on a monthly basis in order to represent the Playschool and bring forth any news of the Playschool to the Board.
· Representation through attendance at these meetings is essential for the Playschool to continue receiving SaskLotteries grant money that is distributed via Parks & Rec.


White City Cooperative Playschool


P.O. Box 657 Station Main  


White City, SK  S4L 5B1
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