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1. Introduction 

1.1 Welcome to Lakehill Preschool 
The executive members of Lakehill Preschool extend a special welcome to your family. As a 
member of a co-operative preschool you may find that there is a lot to learn. This portfolio is 
designed to make use of your time as effectively and comfortably as possible by acquainting 
you with our preschool and your role in it. Please refer to this portfolio as necessary 
throughout the year. A copy of the portfolio is available on the preschool’s website under 
“Resources.”  The username and password are available from the ECE or your class rep. 

Our core philosophy is expressed in our Constitution, which describes the Lakehill Preschool 
Association’s objectives as follows:  

(a) To operate a non-profit organisation on a co-operative basis for the 
education of preschool age children. 
(b) To give preschool age children guidance in group participation. 
(c) To provide a transition for preschool age children from home to school. 
(d) To assist preschool age children to develop manual skills and to develop 
emotionally, socially and intellectually. 
(e) To promote active participation by the parents in the organisation and 
operation of the Society. 
(f) To help parents toward a better understanding of their children. 
(g) To provide a meeting of parents and teacher for mutual instruction and 
exchange of ideas and experiences. 

It is our member families’ participation in the Preschool that puts these objectives into action. 
Lakehill parents will tell you that their experience at the Preschool isas beneficial for them as it 
is for their child.  

1.2 Why Parent Participation Preschool?  
 
The first five years of a child’s life are extremely complex. Children gradually increase their 
awareness of the world around them, acquire language, gather information, and start to 
reason. Strides are made in understanding their own intricate and ambivalent feelings. They 
learn how to interact with people. As mastery of practical tasks increases, experimentation 
with varied materials help develop the child’s innate ability for achievement. Those formative 
years are important determinants of the child’s outlook upon the world, not only because of all 
the learning that takes place but also the way that learning takes place. 

At Lakehill Preschool we aim to provide the child with the room to grow and learn. We enjoy 
helping the children to develop effective techniques of dealing with other children and adults 
and we aim to guide the children with tolerance and consideration as problems are worked out. 
Lakehill Preschool aims to provide happy and constructive experiences; to encourage both 
individuality and growth of group spirit. 

Lakehill is a very special preschool. Parents own, administer and staff the school under the 
direction of a trained early childhood educator (ECE) and with the advice of Vancouver Island 
Co-operative Preschool Association (VICPA). As a participating parent you will share school 
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experiences that may become unavailable to you once your child enters the public school 
system. 

In the parent participation preschool setting, not only are we as parents welcome in the class 
with our children, but also because we are all co-operators of the school, we each get a say in 
how we want the school run. The ECE is responsible for setting school programs. The 
Executive, whose members are all elected parent members, lead the business operations of 
the school. The Executive assigns the jobs for each family and keeps an eye on the many 
committees that keep the school running smoothly. The Executive is accountable to the general 
body and each month we all come together for a monthly meeting to review how the school is 
doing both financially and as a business. The meetings also include a guest speaker who gives 
a presentation on a wide variety of interesting topics. This on going monthly education is a 
mandatory requirement of the provincial Community Care Facilities Licensing Board that 
allowing us to operate a co-operative preschool. 

Members find that in talking and working together they clarify their thinking and can apply what                
they learn to the guidance of their child not only in the school situation but at home also. Most                   
importantly you and your child will have many opportunities to have fun together. 

1.3 The History of Lakehill Preschool 
 
Happy Time Preschool was established in 1973 at St. Peters Church, off Quadra Street 
between Union and Reynolds. The preschool was renamed Lakehill Preschool in 1975. The 
school was comprised of 14 families and a very experienced supervisor. Many of the original 
families were brand new to the co-operative preschool philosophy, but in 1977 enrollment had 
grown and a second supervisor was hired. In 1978, the preschool outgrew the premises at St. 
Peters and moved to our present location at St. Luke’s Church. In 1980, the school 
amalgamated with Gordon Head Preschool. In 1981, enrollment had grown again to 
accommodate a third class, and by 1986, four classes were offered. 

2017 marks the 43th anniversary of Lakehill Preschool, where hundreds of children have 
learned through play with their parents. 

In the playground at the back of the preschool you will notice a beautiful dogwood tree in a 
small garden, marked by a plaque with the inscription: 

This Tree was planted for Derek 1990 

Derek was a little boy in the AM 4 class who died very suddenly in Feb. 1990 when his 
appendix ruptured. Preschool was a special place for Derek, and he loved dogwood trees. To 
honour Derek and the contributions of his parents Laura Termehr and Peter Ekstrom, the 
young tree was planted during a small family ceremony in June 1990. Laura and Peter returned 
to Lakehill Preschool with Derek’s sister Andrea in September 1990 and remained active 
members until June 1992. 

Parents are encourage to ensure that children take special care around the tree and to answer 
any questions the children might have about Derek and his tree. 
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1.4 Letter from your Teachers 
 
Welcome! We are glad that you have chosen Lakehill Preschool, and having made it through 
the paperwork, and orientation. You and your child are now ready to start. 

We offer a program to our pre-schoolers based on the philosophy of learning through play. In 
the safe environment of Lakehill your children will learn through play, to become independent, 
develop self-control, share with others, gain self–acceptance and self worth. We aim to provide 
a secure, positive environment that will foster the emotional, social, physical, and intellectual 
growth and well being of your child. 

We aim to achieve these goals through a program and atmosphere set up to be both enriching 
and flexible to the ever-changing needs of the preschool child. The room is set up with child size 
equipment and age appropriate materials, creating a safe environment for open-ended 
explorations and experiences. 

One of the decided benefits of a co-op preschool is the opportunity the parents have to be in the 
classroom with their child. You will soon discover that duty days are special for both you and 
your child. We know you will enjoy observing your child’s interactions with their peers and other 
adults. In the classroom, parents, as partners with the ECE, provide opportunities for the 
children to explore and interact in their own time. Some duty days you will be helping the 
children resolve conflicts, while other days your main function may be to provide a cozy lap at 
circle time. Whatever the day, remember that your participation has enriched the experience of 
your child and others. 
We are looking forward to sharing the year with you and your child. When you look back on the 
year gone by, whether its your 1st or 5th year, all the friends you and your child have made and 
the way we’ve all grown and what we’ve learned, I’m sure you will feel that it has been a year 
well spent. Welcome to Lakehill Preschool! 

1.5 The VICPA – What is that? 
Lakehill Preschool is a member of the Vancouver Island Co-operative Preschool Association 
(VICPA) that is an umbrella organization for parent participation “co-op” preschools. All 
member preschools have the common philosophy of “learning through play”. 

The VICPA executive is a group of volunteer parents who share their time and experience for 
the benefit of all our preschools. The VICPA works on behalf of all its members to provide 
services that make running a co-op preschool easier include: 
 

Workshops – training and support of Executive  
Standards – ensuring VICPA’s standards are met in all preschools 
Boards and Committees – addressing issues relevant to preschools 
Equipment Loan – sharing commonly held equipment amongst member preschools 
Information Exchange – Coverall newsletter 

The VICPA provides a forum for networking between preschools. This sharing is invaluable to 
the school’s executive members as it allows them to do their jobs more effectively and 
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ultimately provides you with a well-run school. Your VICPA Fees allow us to run a small office, 
hire an executive Co-ordinator and an Early Childhood Educator Consultant, publish our 
newsletter and present our annual spring parenting conference called Making Tomorrow. 
 

2. The Parents’ Role in the Preschool 

2.1 The Parents’ Role in the Preschool 
Lakehill Preschool is owned by the member parents and is organized as a democratic 
non-profit society. Parent participation means parents are encouraged to become involved in 
the administration of the preschool by contributing ideas and helping with specific tasks. 
Ongoing input and suggestions are both encouraged and welcomed. 

Lakehill Preschool Association is a registered non-profit society in the Province of British 
Columbia and as such we must fulfill certain obligations. For instance we must maintain a 
Board of Directors and Executive, produce a budget statement, a financial statement, as well 
as hold an annual general meeting. The Executive is responsible for ensuring any monies 
owed (rent, salaries, or expenses) are paid promptly. We as a school must maintain good 
landlord tenant relations. In addition, our license stipulates that ongoing parent education must 
be provided to our members. 

How does this all affect you? If you are a new parent to a Co-operative Preschool environment, 
you may be embarking on a journey through business meetings, elections of offices, and other 
related tasks that go along with running a co-operative preschool. 

This Portfolio contains our Constitution, Bylaws and Policies. Members should become familiar 
with it as expectations of the administration, parents, and E.C.E. are outlined. Information 
regarding orientation, meetings, fees, withdrawals, and the role of the Personnel Committee 
are located in this portfolio. 

The Monthly General Meeting is held on the second Tuesday of each month. There are two 
parts: a parent education meeting consisting of a guest speaker with a short question period; 
and a business meeting to discuss the daily and future planning for the preschool. A short social 
break divides the two sections. We encourage you to bring your own mug for your beverage. 

The Parent Education portion takes about one hour. The Community Care Facilities Licensing 
Board (CCFLB) requires that we include regular parent education to allow duty parent helpers 
to assist the E.C.E. in the preschool program. The topics are varied, and are geared towards 
helping us do our job in our role as duty parents in the preschool classroom. Input into topic 
ideas is encouraged. Our parent education library is always available and new books are 
added each year. 

After the parent education component and a discussion/social break, we reconvene for a short 
business meeting. The President chairs the meeting and the Secretary records the minutes. 
Other Executive members may or may not present reports to the school. Parliamentary 
Procedures (Roberts Rules) are loosely followed. While this may be some first parent’s first 
experience at a chaired meeting, please keep in mind that there is always opportunity for 
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discussion. We hope parents will make a special effort to raise issues at General Meetings so 
the Executive can ensure that everyone’s opinions are considered. From time to time issues will 
arise requiring a vote. Whenever possible, members are given information pertaining to the 
issue prior to the meeting for consideration. All members are invited to join in the discussion, 
voting, and decision making. Each family is entitled to one vote. It is your right as a member in 
the preschool to participate in the decisions that are made. When the business portion of the 
school as a whole concludes you will meet with your class’s parents to discuss items specific to 
your class. You are expected to attend all General Meetings, as this is a parent-owned 
preschool, and to make informed decisions regarding its administration, your voice and vote are 
needed. Your input is valued and very essential. 

The Executive meets before each General Meeting. Executive members can be contacted at 
the school, by phone, or email. 

Elections for the incoming Executive are held at the General Meeting in May. The Executive 
members are entrusted to conduct school business by the rest of the members. Parents, Mom 
or Dad, or both are welcome to serve on the committee. There are no prerequisites to serving 
on the Executive – in other words, we don’t care if you have never served on an Executive in 
any other organization. We want people who share a genuine interest in the well being of our 
children. The Executive meets monthly to deal with the day-to-day workings of the preschool. 
Serving on the Executive is a volunteer position and like the other jobs in the preschool you will 
not be paid. From time to time committees are formed to address issues such as setting a 
budget or contract negotiations. 

Fundraising is vital to meeting the budget of each school year. Suggestions for and help 
with events are always appreciated. With direction from the Fund-raising Committee, the 
entire membership participates in events throughout the year. These events are fun and offer 
an opportunity to work together for the benefit of our children. By sharing the workload, we 
can all share in the spirit of co-operation. 

A thorough cleanup of the preschool is done three times a year: at Christmas break, Spring 
Break, and year-end. The parents from each class are required to participate in one of these 
cleans. A $50 major cleanup deposit cheque, post-dated for June 15 of the preschool year, is 
required from each family at the beginning of the preschool year.  This deposit cheque will only 
be cashed if the family has not participated in the cleanup as required. A committee maintains 
the weekly cleanup of the school and the duty parents conduct daily cleaning. 

Early in the spring, the Vice President(s) invite comments on how the school was run during the 
year and how things might be improved. The Standard Evaluation Form allows each member 
of the school to give their opinion on all facets of the preschool including school administration, 
fund-raising, orientation, parent education, and the children’s program. This is an excellent 
opportunity to provide input and help make our preschool an even better place for both the 
children and their parents. All class evaluations are summarized and presented to the members 
at a monthly meeting. Each Executive member endeavours to implement any improvements in 
their particular area for the remainder of the school year. Parents with suggested 
improvements, or procedural questions are encouraged to bring their concerns forward at any 
time during the school year, not to wait for the evaluations. Your class rep. will be able to point 
you in the right direction should you have any questions. 
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If you have a concern at anytime, please discuss it with the ECE or any member of the 
Executive. The Personnel Committee enables the membership to function smoothly and 
discretely handles any issue that cannot be solved through review and application of the 
Constitution, Bylaws, and Policies of the preschool.  Clear communication is essential in the 
operation of the preschool. Review the notices on the bulletin board to keep informed between 
meetings. 

When you enter the preschool you will be asked to sign a Parent Agreement Form which 
confirms that you understand the aspects of a co-operative preschool and agree to undertake 
the special parent responsibilities involved. As a member of the Lakehill Preschool, a minimum 
commitment of participation (duty) days, doing your job to the best of your ability, and 
attendance at all General Meetings is expected. From time to time we will ask for baking, 
fund-raising, or committee work. We hope you feel welcome to do as much as you are 
comfortable with. Everyone’s circumstances are different and some people will be able to 
spend more time on preschool affairs than others will. There are ways to become further 
involved and we appreciate everyone’s efforts. 

However you choose to participate, enjoy the things you and your child will learn 
together and your family will have a very successful and worthwhile year. 
 

 

9 
 



2.2 Parent Agreement Form 
 
VANCOUVER ISLAND COOPERATIVE PRESCHOOL ASSOCIATION - V.I.C.P.A. 

PARENTS' AGREEMENT FORM of Lakehill Preschool a member school of V.I.C.P.A. for the 
school year 2006/2007 

We, the undersigned have read carefully the Constitution, By-Laws and Policies of Lakehill 
Preschool and agree to abide by them. We will also read the Early Childhood Educator's 
(ECE) Contract when available. 

1. As a duty-parent/caregiver, I will arrange to arrive 15 minutes before preschool opening 
and to stay for as long as necessary after preschool closing. So that both my child and I 
may get the most out of this very special day, I will not bring any other children to the 
preschool. If I cannot be present, I will trade duty days with another parent/caregiver and 
notify the necessary people, i.e. ECE, class rep, duty scheduler. 

2. We will make every effort to be prompt in bringing, and picking up our child for 
preschool. 

3. We will not send our child to school if the child is ill, nor will we come as duty parents 
when we are ill. If our child contracts a communicable disease or condition (i.e. 
chicken pox, head lice, etc.) we will notify the ECE immediately. 

4. We understand that, in the school room and on the playground, the ECE has overall 
responsibility for the program, teaching methods, discipline and health and safety 
measures; on a duty day, the parent/care giver is there as the ECE's assistant. 

5. We hereby authorize the ECE to: 
a) Arrange for periodic examinations by public health personnel; 

b) Send our child home, if we are unable to pick him/her up, accompanied by an adult                
approved by us, if he/she appears ill, when it has been ascertained there is              
someone there to receive him/her; 

c) In case of serious injury or other medical emergency, to obtain professional help 
(family doctor and/or ambulance) and notify the parents/caregivers immediately. 
We agree that any cost incurred for such services shall be the sole responsibility of 
ourselves. If parents/caregivers cannot be reached contact is then made with the 
person whose name appears as an alternate on the enrollment form, and 
emergency form; 

d) To exercise discretion to ensure the safety and well being of our child. 

6. We will keep the ECE informed of any event or change of routine at home that may 
affect our child's behaviour. 

7. If we have questions about our child's progress or the program of the preschool, we 
will direct them to the ECE; we will direct queries or suggestions about the 
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administration of the preschool to the executive through the President or Personnel 
Committee. 

8. We will pay our child's tuition fees according to procedures adopted by our 
preschool. 

9. If it becomes necessary to withdraw our child from school, we will give one months 
notice in writing to the treasurer & enrollment, or pay one month’s fees in lieu of notice. 
We understand that in some circumstances, June fees are non-refundable as outlined 
in the enrollment policy. 

10. TO BE A FULLY COOPERATIVE MEMBER OF THE PRESCHOOL, WE ARE 
WILLING TO SERVE ON THE EXECUTIVE, ON A COMMITTEE, OR TAKE ON A 
JOB(S), AND TO ASSIST IN GENERAL UPKEEP AND THE FUNDRAISING FOR 
THE PRESCHOOL. 

11. We undertake to attend M0NTHLY MEETINGS, held at the preschool on the second 
Tuesday of each month at St. Luke’s Church Hall, 3821 Cedar Hill Cross Road for the 
purpose of conducting preschool business and the PARENT EDUCATION PROGRAM. 
(Participation in an ongoing Parent Education Program is a requirement to 
maintain compliance with Community Care Facility Act, Child Care Licensing 
Regulation). We understand that the presence of one duty parent/caregiver per family 
is required at every meeting, and that our family will be asked to withdraw from the 
preschool group if more than two meetings are missed. We are aware that 
telephone contact with our class representative is necessary in the event of an 
unavoidable absence and that the posted minutes of the meeting must be read and 
signed and Parent Ed must be followed up as per VICPA Standards.  

12. We will take an active interest in the Vancouver Island Cooperative Preschool 
Association (V.I.C.P.A.).  

13. We understand that in accordance with the Child Care Licensing Regulation as a 
duty parent/caregiver we are required to have on file the written opinion of a medical 
practitioner that our mental and physical health is adequate for the job. A form letter 
from the V.I.C.P.A. is provided to the duty parent/caregiver for the Medical Practitioner's 
signature. We may not serve as duty parents in the classroom until a 'photocopy' of this 
form has been presented to the Enrollment Chairperson and kept on file at the 
preschool. 

14. We agree to make every effort to present the form for item 13 at the time of registrationl. 
THESE FORMS ARE LICENSING REQUIRMENTS FOR THE LEGAL OPERATION OF 
OUR PRESCHOOL. 

15. We understand that according to government regulations, if we (parents or legal 
guardians) are unable to do participation days in the classroom whomever we appoint 
will require a Criminal Record Check. 

 
16. We understand that the use of the preschool facilities and the activities which our child 
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or children undertake at the preschool involves some risk of minor physical injury. We 
hereby release and discharge the V.I.C.P.A., Lakehill Preschool, and its employees and 
volunteers from any actions, causes of action or liability which we may have individually 
or have on behalf of our child or children in excess of the public liability insurance carried 
by V.I.C.P.A. and the preschool. 

This Parents' Agreement form and in particular, the waiver-release clauses herein 
contained represent the entire agreement between the parties and the said terms are 
contractual in nature and not a mere recital. 

We have read the Parents' Agreement form in its entirety and confirm that we know the 
contents of this agreement and that we sign the agreement voluntarily. 

This Agreement signed and duly witnessed on the day of , 201 . 

Parent/Guardian 1 Parent/Guardian 2 

Parent/caregiver(s) (print): 

(persons “on duty”)  

Signature(s): 

Address: 

Witness (print):  

Occupation:  

Signature:  

For use only for families participating for a consecutive year. I/We have reread the Parent 
Agreement form. 
Signature:  Date: 
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3. Parents’ Role on their Participation Day 

3.1 A Typical day at Preschool 
This is to be used only as a rough guide and is subject to change depending on the 
day or mood of the class! 

ACTIVIT
Y Set-up 

Arrival 

PARENT ACTIVITY 
Sign is place out front 
Washrooms are cleaned 
Outside playground is set up (depending on the 
class) Discuss the days planned activities with the 
ECE 

 
Do a visual check to ensure that everything is in place ready to 
go Check that the towels stocked up by children’s sink 
If you don’t know ask 

 

Free Play Assist where you are needed  
Clean-up as you go 

Clean-up Parents assist and encourage all children to help clean 
–up Wash the table for snack time 

Story/Circle Time Continue any task that needs to be done 
Provide a lap where needed or set-up outside as requested (depending 
on the class) 

Snack Time Ensure that hands are washed before snack Encourage conversation, 
sharing of ideas Help with snacks if needed (open or peel) 

Outdoors Play Assist where you are needed 
Watch to make sure the children do not leave designated area 
Children must not go in school without adult supervision  
One parent to go inside to start clean up (if available) 

 
Clean-up All equipment is away (inside and out)  

All tables are wiped with sanitizer 
All carpeting has been vacuumed and floors swept 
Dishes and art material washed. 
Ensure that all children have been picked up before you depart 

The daily program for the AM and PM classes are planned to meet the developing               
and maturing needs of the children as they progress from solitary play to an              
awareness of other children and a desire to co-operate with them and play with              
them. 
 

13 
 



  

14 
 



3.2 When your are on a Participation (Duty) Day 
 
Punctuality is of prime importance. AM Duty Parents must arrive 5 to 10 full minutes before 
school starts to assist in preparing the classroom and to receive instructions. PM Classes Duty 
Parents must arrive by the start of the class. Plan to remain afterwards to clean up. Please note 
that no child is to be left at the preschool before school starts with the exception of the duty 
parents and all children must be picked up before the duty parent can leave. The preschool 
cannot open without the necessary numbers of duty parents required by licensing; therefore it is 
important that you are on time for your duty day. Duty parents must stay for the entire session. 

If the duty day assigned to you is inconvenient, it is your responsibility to trade days with 
another parent and to mark the change on the Duty Schedule posted on the bulletin board. Do 
not involve the scheduling person. If a sudden illness or emergency does not give you time to 
arrange an exchange, it is your responsibility to obtain a replacement. You can contact an 
Emergency Duty Parent for your class and then arrange to do a duty day for them in repayment. 
Names of emergency people will be posted but remember to use them only in emergency and 
you must do their duty day as soon as possible. 

The day you are on duty is special for your child. Try to show your child special attention without 
detracting significantly from the others. Your child’s behaviour may change when you are on 
duty. For instance he/she may cling, hit, or bite another child, refuse to take, or give turns or cry 
a lot. Be reassuring. Help your child feel secure but make it clear that you also have work to do. 
The ECE may have some helpful tips as a professional, unbiased observer. Keep calm. If you 
are upset, your child will be too. It can be difficult for children to share their parents on the first 
few days of duty but it will become easier each time. 

Licensing requirements state that at least one duty parent must stay until all the children 
have been picked up. 

3.3 Non-Participation (non-duty) Days 
 
Dropping off 

● Please have your child to the school on time. 
● When you are not on duty, please do not bring your child to preschool too early. The                 

duty parents need this time to ensure that preschool is set up completely. If you arrive                
early, please assist with the set-up. 

● If someone else is picking up your child please let the ECE know and write a note to                  
remind her. Prompt pick up allows the duty parent to complete the clean up. 

Picking up 
● Once you arrive at the Preschool and have made contact with your child, you, and not 

the duty parents are responsible for your child’s safety. Please be sure that you are 
familiar with our safety guidelines, especially those regarding the parking lot. 

3.4 Daily cleaning of the preschool 
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Every duty parent assists with the daily cleaning of the preschool. The school has a clean up 
committee who looks after weekly cleanings. Everyone will be asked to assist with Major Clean 
ups. The scheduling of the actual days of major clean ups will be done by the committee chair. 
There will be three (3) major clean-up sessions. 

The major clean up sessions are not child friendly so we request that you arrange for day care 
of your child. Things that have worked in the past are volunteers for day-care as to allow other 
parents to leave their child for some fun while they have umm fun! 

Cleaning on a daily basis: 
● Check all equipment and toys are put back on the shelves or in the right 

cupboard 
● Art area sometimes has spills and mess on the floor. Wipe these up with a damp cloth 
● Wash any art equipment as necessary (brushes, blocks, templates, etc.) 
● Tables cleared off and art supplies back on the shelves 
● Tables washed before snack time 
● Sweep the floor and vacuum all the carpeted areas 

3.5 Your Role as Assistant to the ECE 
Assisting the ECE is more than just being at the school on the required days. It is more than 
performing routine duties and keeping children out of danger. Your presence is important to 
your child and may also be important to some other child. 

Parents understand that the ECE is in charge in the classroom and parents take direction from 
her. If it is not immediately obvious to you where you might be useful, the ECE will suggest 
what to do. Times may arise when there will be no specific duties to be taken care of – use 
such opportunities to observe all the children. 

You will be expected to give your full attention to the children and try to give every child a fair 
share of your attention. Give each child the respect and consideration that you would accord a 
friend. Be constantly on the alert for situation where you can help and save chatting to other 
parents until the end of class. 

Learn the children’s names as quickly as possible. Spelling is important and the picture charts 
will help. Take some time to gain some insight into each personality. Children are very sensitive; 
you may laugh with them, but not at them. If a child comes to you for assistance, be friendly and 
help only as much as is necessary. Let the child’s own ideas and imagination have free rein. 

If you have a particular talent or hobby that you would like to share with the children, bring it to 
the classroom too. The ECE welcomes new ideas. If you do not understand the reason for 
some aspect of the program, ask the ECE to explain and answer your questions. 

Preschool is a stage for both child and parent to learn. Each child has his own rate of 
development. You can’t hurry the growth process. Preschool is a time when your child gets a 
chance and the help to work out his relationships with other children. 
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3.6 Guidance Policy 
 

Source: Vancouver Island Co-operative Preschool Association 

Guidance and discipline are integral parts of the preschool program, whose aims are to 
provide a safe and healthy learning environment for children. 

Children in co-operative preschool programs are encouraged to become self disciplined as they 
learn appropriate and acceptable ways to treat themselves, and others and their environment. 

Early Childhood Educators are expected to be effective role models for parents, providing 
them with ongoing communication and feedback as discipline issues arise. The Early 
Childhood Educator is responsible for the program, the set-up of the classroom and the overall 
discipline. 

The Early Childhood Educator and parents in co-operative preschools are expected to: 

 
● Be caring and respectful to all children, using appropriate verbal and physical interaction. 

Guidance strategies will focus on the child’s behaviour rather than the child 
● Provide clear consistent limits 
● Use verbal direction and redirection for guidance, stating expectations in a positive 

fashion and allowing the child time to respond 
● Recognize and encourage positive behaviours in the program 
● Validate the child’s feelings 
● Encourage children to use adults as a resource when they are having difficulty Supervise 

children at all times 
 
Where the parent participant is unsure about this guide, the Early Childhood Educator should 
be consulted. Co-operative preschools adhere to the Ministry of Health handbook, Guidance 
and Discipline with Young Children. 

4. General Information for Parents 

4.1 Attendance 
A 3-year-old class is on Tuesday/Thursday mornings. A 3/4-year-old split class is on 
Tuesday/Thursday afternoons. 4-year-old classes are on Monday/ Wednesday/Friday 
Mornings and Afternoons. Class times are noted in the schedule below: 

Age Week Day AM/PM Time 
3 Years Old Tues/Thurs AM 9:00AM to 11:15AM 
3 / 4 Split Class Tues/Thurs PM 12:00 to 2:15PM 
4 Years Old Mon/Wed/Fri AM 9:00AM to 11:30AM 
4Years Old Mon/Wed/Fri PM 12:00PM to 2:30PM 
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Lakehill preschool’s programs begin the Monday following Labour Day, and follow the same 
calendar of statutory holidays and breaks as that of the Greater Victoria School District with the 
exception of professional development days. The preschool is closed one week prior to 
summer holidays for cleanup. 

A shorter program and gradual intake of children will take place during the month of 
September. This facilitates the gradual transition from home to preschool. You will be 
notified of your starting date and time through the mail and at the September General 
Meeting. 

4.2 Fees 
All fees for the September and June preschool year are set with the budget in the April or 
May General Meeting of the previous year. These fees and payment deadlines include: 

a. Registration and membership fee to the Vancouver Island Co-operative Preschool 
Association is paid when the application for enrollment has been accepted and is Not 
Refundable. This fee is per child, not per family. 

b. Tuition Fees are paid at the May or June meetings and may be paid in the full yearly 
amount by cash, cheque or Point of Sale (Square) however if this is the preferred option 
two deposit cheques must still be given for fundraising & cleaning;  Two installments 
paid by post-dated cheque;  Monthly by Direct Deposit or a series of 10 post-dated 
cheques. 

c.  

d.  

e.  

f.  

g.  

4.3 Clothing 
 
We encourage you to dress your child in clothes that you can easily launder. Extra clothes 
are available at the school in case the child gets wet or for any unforeseen accidents. 
 
Children are required to wear hard-soled footwear at all times while at the preschool.  This 
is required in the event of emergency evacuation of the school.  
 

4.4 Illness 
If your child is not well and you are debating whether to send them to school ask yourself: “is 
my child well enough to participate in the full program, including outdoor play?” and “If this 
child was a playmate, would I want my child playing with him/her?” If your answer is NO to 
either question please call the preschool and let the ECE know your child will not be attending 
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that day. 

4.5 Communicable diseases 
Communicable diseases include chicken pox, mumps, measles, etc.  For your reference 
access “A quick guide to Common Childhood Diseases” by the British Columbia Ministry of 
Health and Ministry Responsible for Seniors. Reprinted July 2002. 
 (http://www. hlth .gov. bc.ca/prevent/phn. html) 

If your child contracts a communicable disease at any time during the school year please notify 
the ECE so other members can be informed about the possibility of exposure, what symptoms 
to look for, etc. 

4.6 Snacks 
Please provide your child with a daily nutritional snack and beverage from home. We do not 
usually share yet if you have concerns about your child (because of food allergies etc.) then 
please let your ECE know. For special events see “Birthdays and Holidays” below. 

4.7 Food Allergies 
 
A list of names of children and the food items they must not have is posted at the school. See 
School Policy on allergy awareness. 

4.8 Birthdays and Holidays 
 
Children’s parties for special occasions are held at the discretion of the ECE. Most 
holidays are kept low key. Birthdays are generally celebrated with a parent provided 
special snack if desired. Please check with parents of children with food allergies regarding 
the ingredients so that all children may share the same treat. 

4.9 Toys to school 
 
It is recommended that “home toys” stay at home. Some children have a special toy that they 
want to have with them and under special circumstances they can. Please talk with the ECE if 
you feel your child may need some help feeling comfortable. 
If any items from the school (scissors, puzzle pieces etc.) make their way home, try to help the 
child understand that the item needs to be returned as it belongs to the school. 

4.10 Use of bicycle helmets 
 
When your child wants to use the bicycles they must bring a helmet from home. The school 
does not provide helmets. No child may ride a bicycle without a helmet. 

4.11 Orientation Requirements 
 
Enrollment and Orientation is a gradual and easy-going process that involves filling out the 
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necessary information forms about you, your child, and your family. 10 hours of orientation and 
education is required by the PCCFLB before you can help in the classroom on your assigned 
duty days. This paperwork is required to maintain our license and Licensing Officers DO 
CHECK that each child’s forms and requirements are up to date. 

Forms 
The completed forms will give general information about you, your child and your family. All 
forms are presented during the May and June Monthly meetings and the Orientation 
Chairperson are available to answer questions. The forms include the following information: 

Child Health History Form: Fill out the form itself or include a photocopy of their Immunization 
record. Immunization is highly recommended, although not a requirement. 

Emergency Contact Form: This form contains information about who and how to contact in case 
of an emergency. List the home and work address and telephone numbers of both parents as 
well as an alternative contact person if neither parent can be reached. Please complete with the 
contact information including the doctor name and phone number for your child. 

Emergency Release Form: This form gives permission to the ECE to act on your behalf if your 
child is injured or in the event of an emergency. On it is a list of people you have authorized to 
pick up your child if you cannot be reached or are unable to come to the preschool. 

Parent Health Form: This form is signed by your doctor indicating that you are of good physical 
and mental health. This form is a requirement of the PCCFLB. Please note some doctors 
might charge a small fee for this service. 

Parent Agreement Form: This form indicates that you understand the policies and procedures 
followed by the preschool. A third party must witness your signature on the form. Two copies of 
the form are issued one for you and one for the preschool. 

Criminal Record Check: An application to the Ministry of Attorney General for a Criminal 
Record Check is required to be completed by all adults wishing to perform duty days at the 
preschool.  This is a requirement of our licensing. 

Character Reference Form: You must have someone you know, such as a friend or 
neighbour, fill in a character reference form. This is a requirement of our licensing. 

The Orientation Chairperson will collect all the forms before you and your child can 
participate at the preschool. 
 
Training 
New parents starting their children in September will attend ten (10) hours of training that 
include the following: 

Observation upon or prior to enrollment: 2 1/2 HOURS 
This is your first opportunity to observe the children and the ECE in a classroom setting. This 
observation is for parents only as there will be other opportunities for your child to visit the 
preschool. 
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May General Meeting 2 1/2 HOURS 
At this meeting you will receive your first taste of Parent Education. An educational speaker will 
give a presentation on an aspect of parenting preschoolers followed by a short break. After the 
break there will be a short business meeting and some announcements. Any questions 
pertaining to the filling out of forms will try to be answered at this time. Some fees are due at 
this time so come prepared to write out a few cheques (VICPA, Parent portfolio deposit and 
September fees dated June 1st.). All the paperwork you need for enrollment, if you haven’t 
already received it will be give out at this meeting returned at the June Meeting. 

June General Meeting / Philosophy night 2 1/2 HOUR 
The school meets as a whole (incoming and outgoing parents) for the business portion of the 
meeting. Parents not returning to the preschool in the fall are free to leave after the business 
portion of the meeting. Parents enrolled for September receive information from the ECE ‘s and 
Lakehill Preschool’s philosophy. The ECE(s) discuss the developmental stages of preschool 
aged children, the value of learning through play and how an age appropriate program 
facilitates the intellectual, physical, social and emotional growth of your child. The value of each 
area of the classroom, open ended art activities, equipment and balancing the program will also 
be addressed. 

After this we will break into class groups where we will have another opportunity to attend to 
any missing paperwork. Information about fund-raising, a class list with names and numbers on 
it and an opportunity to ask any questions you are bound to have! Please ask questions no 
matter how silly they may seem to you; remember we were all new parents at one time. 

When the classes meet, you will be assigned your volunteer preschool job. If you don’t have a 
job, please take a look at the job summaries and list three jobs that interest you for the 
upcoming year, in order of preference. Every effort is made to assign you one of the jobs you 
have chosen according to your interests and abilities.  A portfolio for your job is handed out at 
the September Meeting. 

September Practical Workshop 21/2 HOUR 
This workshop takes place at the school and is for parents only so you will need to find 
alternative care for your child. Attendance at the meeting is mandatory and the 21/2 hours you 
spend at the meeting is the last component toward your orientation total. 
The meeting is lead by the ECE(s) who will give you hints to help your first day of preschool go 
smoothly by talking about a typical day. Routine, special events, discipline and tips to help you 
become and effective assistant in the class will be discussed. If you feel overwhelmed, don’t be 
too hard on yourself; in a very short time you will be a pro. You will hear from returning parents 
“September is the busiest month, it gets easier as it goes along” Questions are always 
welcome. 

There are several things that you will be asked to bring; most important are any forms or post 
dated cheques you have yet to return. At the meeting you will do a reconnaissance of where 
things are in the classroom. You’ll be shown the location of the emergency items such as first 
aid kits, earthquake kits as well as the list of preparation and cleaning duties posted on the 
supply cupboard. Your child will have a labeled coat hook and shoe cubby in the corresponding 
class color, make sure to look at this as it is important to your child. 
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The orientation officer will keep track of the number of hours you have completed. You can 
help by signing in each time. 

4.12 Classes Start 
Classes usually start the week following Labour Day. To make the transition easier for all, the 
first two classes for the Monday, Wednesday, and Friday, groups are staggered. This means 
that half the class goes on the first day and the second half attends the next class. By the third 
class, all the children are attending. The Tuesday and Thursday classes are staggered and 
shortened the first week. The Tuesday and Thursday classes may continue to be shortened 
until Thanksgiving, at the discretion of the ECE. 

4.13 Late Registration 
 
If you have not completed your ten hours of orientation by the first day of class, you will be 
required to fulfill this commitment as soon as possible. You cannot be in the classroom as an 
assistant until the ten hours are complete. The orientation chair will advise you on which part of 
the orientation you need to make up. In September, extra hands help guide the children and 
contribute to the first few weeks of preschool running smoothly, so sometimes a third duty 
parent will be scheduled each day. We hope that you will be able to assist at least one extra day 
in the first month if necessary. 

4.14 Registration part way through the year 
 
If you are enrolling part way through the year the ten (10) training hours are accumulated as 
follows: 
 

2 ½ hours = Observation of class in session 
2 ½ hours = Next General Meeting 
2 ½ hours = Meeting with the ECE 
2 ½ hours = Buddy Day (a 3rd Parent Helper in the classroom) 

4.15 Expressing yourself at a meeting 
 
General meetings are the second Tuesday of each month at 7pm at Saint Luke’s Church Hall. 
Attendance is compulsory. Please be on time. Contact your class rep if you cannot attend. 
Members will be asked to provide snacks at the meeting on a rotational basis. For example, the 
members of the executive provide snacks for the September General Meeting, the AM4’s class 
member provide snacks for October, and so on. 

Please inform the President ahead of time if you wish an item to be on the agenda. While at the 
meeting address all remarks to the Chair, not the person across the room. State your opinions 
or feelings honestly and clearly. You are probably not the only one to feel this way. Try not to 
repeat points that have already been made, instead make motions. Be the first to speak to a 
motion that you have made. Seconding a motion does not mean that you agree with it, just that 
you would like to have it discussed. Discuss only the pending question. Ask pertinent questions 
and know for what you are voting. 
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4.16 Personnel Committee 
This committee composed the first vice president (as chair), the ECE representatives and the 
class representatives. The Committee works to improve the communication within the school. 
Each class has a class representative/personnel representative. These are the people who 
contact you to remind you of upcoming events and schedule you for participation (duty) days. 

As the Personnel Representatives, these people are also available to anyone in the class who 
has a concern they would like addressed. Please feel free to approach your Personnel rep. 
with questions or concerns. If they cannot help sort out your concern, they will contact the first 
vice president. If need be, the executive as whole will address the situation. The VICPA 
executive can also be called upon should the services of an outside point of view be required. 
As this is a parent run preschool, each member’s concerns are important and it is hoped that 
this system will ensure that all issues are satisfactory resolved. 

4.17 Volunteer job descriptions 
 
As a parent participation preschool, each family is responsible for assuring a ‘behind the 
scenes’ job that helps our preschool run smoothly and successfully. Your preschool job can 
even be one that is closely related to your real world job (i.e. landscaping, carpentry, accounting 
or a hobby of crafts). The following are brief descriptions of the jobs available. Executive 
positions are normally filled at the May meeting as are most appointed positions. In most cases, 
your job starts in September. 

At the meeting in May (our AGM) be ready to sign up for a job from the following list. List three 
(3) choices in descending order of preference or interest and submit by the end of the meeting. 
During the June Meeting the VP assigns jobs, doing their best to satisfy everyone while meeting 
the needs of the preschool. Occasionally, an individual may be asked to be responsible for two 
less time consuming jobs. 

Specific duties- what to do, when and how, are covered in the job portfolio which is distributed 
at the September Orientation Meeting. The executive member in charge of that job relays 
further job requirements throughout the year. The executive member orients you to your 
position, and will be available to answer any questions you may have. A member of the 
Executive oversees each job. If you encounter problems with your job or require any 
clarification or assistance the Executive member will be happy to assist you. If you come up 
with ideas to streamline or otherwise improve your job, make a note in your job booklet, and 
bring it to the attention of the Vice President. 

The Job Portfolio outlines only the bare bones of your responsibilities but can’t cover all the                
specific details, nor can it anticipate the changing needs of the school. That is where you come                 
into play using your ingenuity and initiative. Keep your eyes open for ways to do your job better.                  
Your interest and enthusiasm will go a long way to provide everyone with an enjoyable               
preschool year. Working together helps our school function smoothly and co-operatively. 

Clean up Chair – One volunteer. 
Draw up schedules for weekly clean up and the three major clean ups during the year. 

23 
 



Participate with the clean up committee in the 3 major cleans during the year. Maintain supply of 
cleaning aids, i.e. rags, mops, cleaning supplies and check vacuum for bags weekly. Tidy the 
clean up locker weekly. (Major clean up is not child friendly) On going 2 hours per week. 

Clean up Committee- Four to six volunteers. 
Weekend clean ups are on a rotational basis with other members under direction of the Clean 
up Chair. Clean up is to be done after 3:30 on Fridays or anytime Saturday or Sunday 
afternoon. Participate in the major cleans held prior to Christmas, Spring break, and the end of 
the year. Weekend clean ups are child friendly the major clean ups, however, are not. 1.5 
hours on rotating weekends 

Maintenance/Outdoor Chair- One volunteer. 
Draw up schedules and co-ordinate any major activity for maintenance of the school. Projects 
ranging from painting, to leaf removal in play area. Responsible for organising and maintaining 
the inventory lists of the school (both in and outdoor equipment). Responsible for checking 
with the ECE’s regarding possible indoor repairs. On going 2 hours per week. 
 
Maintenance/Outdoor Committee- four volunteers. 
Time as required to repair and maintain school equipment and on occasion assist in the building 
of new equipment. Participate in work parties on weekends as necessary. Assist the Chair in the 
inventory taking. Children are welcome only if it is safe. 1.5 hours on rotating weekend. 

Fund-raising Committee- four volunteers (at least); one from each class 
They work with the chairs of this committee on various projects to raise money for the running 
of the preschool. Fund-raising is how we try to keep our fees so low. Assist in the organising 
and running of the major fund raising event of the year. Responsible for collecting moneys and 
encouragement of their fellow classmates in fund-raising events. Time varies depending on 
the event. This committee will be expanded if there are enough parents in the preschool to do 
so. 
 

Thrifty Foods Smile Card / Shop Cards Co-coordinator-one volunteer. Responsible for being 
liaison with Thrifty’s Grocery Store for the Thrifty Smile Cards and other store cards. 
Maintains an entry log of distributed cards and liaisons with the executive. Co-ordinates with 
the treasurer. Also a member of the fundraising committee. 1 hour per week. 

Social Convenor- one volunteer. 
Arranges refreshments and sets up chairs for the general meetings and any other social events. 
Co-ordinating with the fund-raising committee the silent auction/social in November. 
Responsible for the organization of the end of the year picnic. One hour each General meeting 
plus the events. 

Program Assistant - two volunteers 
Assist in a variety of activities related to the program. E.g.- Collect and prepare suitable 
collage materials for gluing, cutting out projects. Work in consultation with the ECE’s to 
create a wonderful environment in the preschool. These positions will be appointed by the 
ECE’s. 
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Paint and Playdough Maker- four volunteers 
Mix paints and keeps easels supplied. Make new playdough bi-weekly and wash paint pots 
and utensils weekly. Responsible for the clean up of the paint and playdough cupboard during 
major clean ups. Playdough is made at home. One volunteer to co-ordinate the schedule. 1 
hour at home on rotating schedule. 

Earthquake and Recycling-(part of the maintenance committee) 
At the start of the school year you ensure all earthquake supplies are in good order. Check 
and maintain the first aid kits. Keep an up to date file on earthquake preparedness. Spring 
clean of the stored emergency preparedness and restocking of items as necessary. 1 hour 
per week. 

Scholastic- one volunteer. 
Responsible for placing scholastic orders, as well as sorting and delivering them when the 
order comes in. Also orders free books for the school using accumulated bonus points. 
Works with the ECE to co-ordinate special event books for the preschool. 1.5 hour at 
home co-ordinating the order. Responsible for maintaining the parent education library 
keeps an up to date list of library inventory. 
 
 
Other Secondary Jobs 
 
The following jobs are filled only after the above Primary jobs have been filled, usually during 
times of above average enrollment: 

Newsletter Editor- one volunteer 
Responsible for compiling, writing, editing, and distributing the school’s monthly newsletter ‘The 
Breeze’. Child friendly can be done at home. 2.5 hours at home. 

VICPA Liaison- one volunteer 
Avail themselves to the various functions that are put on by the VICPA. E.g., the parent 
education fair, Making Tomorrow Conference and the VICPA annual general meeting. This is 
a new position and will develop over time. 1 hour a week 

Appointed Volunteer Positions 
 
The following positions will be appointed before the end of the school year. Volunteers are               
appointed in consultation with incoming and outgoing president, vice president and ECEs: 

Parent Education- one volunteer. 
Responsible for the booking guest speakers for the general meetings. Introduces the guest 
speaker at the meeting and distributes evaluation sheets after the speaker to facilitate 
usefulness for the school. Arrange other educational programs for the school, such as parent 
workshops or first aid courses and keep parents informed of other community programs 
available within the community. (Making Tomorrow Conference) At home approx. 1.5 hours per 
week. 
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Fund-raising Chairs- two volunteers. 
Responsible for the planning and organisation of fund-raising events for the school year, with 
input of the fund-raising committee. The fund-raising chairs are required to attend the 
September executive meeting and any other that may be necessary. Responsible for submitting 
minutes of fund-raising meetings to the Secretary. Must keep communication open with the 
executive, marketing (for advertising events) and with the school population as a whole to 
ensure that each parent understands his or her responsibility. Time commitment varies with 
event scheduled. Expect a large commitment for bigger events. 
 
Marketing-one volunteer. 
Promotion and advertisement of Lakehill preschool is the focus. This person will help organise 
the making and distributing of brochures and look into advertising options (Island Parent 
Magazine, local cable, malls sits etc.) Co-ordinate any promotional clothing or other items that 
will promote Lakehill to the community. 0.5 hours per week-depending 

Class Representatives- four volunteers, one from each class. 
Must be available to talk to your class members at school (i.e. drop off and pick up) to relate 
any information your class needs to know. Help solve problems by making the V.P. aware of 
individual class concerns. Phone class members with reminders of information when 
necessary. Be the chairperson of your class- lead group during class discussion time at 
general meetings. Schedule parents’ duty days and make copies for parents, ECE and school. 
Participate in salary negotiations (optional). Organize class parities (adult) to help parents get 
to know each other. Class Reps also make up the Personnel Committee with the 1st Vice 
President as head of the committee. Responsible, in conjunction with the Orientation Chair, for 
the enrollment and orientation of all new and returning families to the preschool. This involves 
meeting and greeting any possible new enrollees to show them the preschool and if you are 
unable to meet and greet then assigning someone from your class to do so. Executive 
meetings to be attended once a month 

Enrollment and Orientation- two volunteers. 
These warm, friendly and enthusiastic volunteers are responsible for the enrollment and 
orientation of all the new and returning families to the preschool. This involves fielding calls to 
the preschool regarding late or upcoming enrollment, maintaining class lists, distributes parent 
portfolios organizing wait lists as required as well as ensuring forms are completed and cheques 
are collected. Arranges for observation days to new or late enrollees. Attendance at the 
practical workshop is mandatory to ensure collection of any outstanding forms or cheques. Busy 
in the spring and September or when enrollment is low. Liaise with the president during the 
school year regarding class sizes. 

Elected Volunteer Positions 
 
The following positions are elected and must be in place before the end of the school year. As 
executive members you will be required to attend general meetings, as well as Executive 
meetings monthly. Min. 3 hours per month. 

President- one volunteer. 
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Responsible for directing the business of running the preschool and is Chief Executive Officer 
and official spokesperson of the preschool. Oversees all committees and should attend at least 
one of their meetings a year. Must be a member of the finance committee and co-signs all 
expenditures. Attends all executive, general and VICPA board meetings. 
Vice President(s)-two volunteers. 
Responsible for assigning school jobs and executive in charge of jobs. Assists president at 
meetings and presides in his/her absence.1st V.P. chairs personnel committee and responsible 
for personnel within that committee. 2nd V.P. arranges the VICPA standards visit and ensures 
that the VICPA licensing requirements are met. Gathers and summarises annual evaluations. 
Writes report to President and VICPA at the year-end. 

Secretary-one volunteer. 
Responsibilities include; record minutes at both executive and general meetings, 
type copy and distribute minutes as required, attend to correspondence as 
required, file documents with registrar of societies once per year, keep and update 
school membership list, and keep school files in good order. Maintains electronic 
copies of all important documents related to preschool undertakings (e.g., 
contracts, lease, letterhead, etc).  
 

Treasurer- one volunteer. 
Responsible for receiving all moneys on behalf of the school, issuing receipts and with the 
President writes cheques for payment of expenditures on behalf of the preschool. Maintain 
separate accounts for funds in trust, general operating accounts and Bingo. Report on general 
(financial) state of school. Keep and maintain financial records, including books of accounts 
and make them available to preschool members at request. In conjunction with the assistant 
treasurer, prepare and file charitable tax forms and any Bingo related forms. Prepare financial 
statements and chair the finance committee. Arrange for independent viewing of books at the 
end of year. 

These parent members form the Board of Directors for Lakehill Preschool. The Board of 
Directors or Executive change occurs in May. The incoming and outgoing directors will work 
together following the Annual General Meeting elections in May until the end of the year in June. 
The new directors officiate after the AGM. 

Several committees form during the year. 
 
The Budget Committee is chaired by the treasurer, includes president or one other executive 
and preferably a member from each class. The committee prepares the budget for the following 
year and submits the proposed budget for approval by executive at the March meeting and 
approval by the membership at the April meeting. 

The Personnel Committee is chaired by the vice-president and consists of the class reps. This 
committee provides a liaison between the parent members, the directors and the ECE to 
promote understanding of the co-operative Preschool philosophy and enable the group to 
function smoothly and efficiently. They shall hear problems and grievances and try to resolve 
them. 
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The Policies and Procedures and Bylaw Review Committee is chaired by the VP1 and 
consists of any three preschool members. This committee reviews the constitution, bylaws 
and policies every other year. They then propose changes where necessary to the executive 
and then general membership. 

The Salary and Contract Committee consists of the second vice president, the 
treasurer/treasurer assistant, the ECE reps and two parent members. 
 
The Fundraising Committee is chaired by two appointed members and consists of a 
representative from each class. This committee is responsible for co-ordinating and 
organizing all fund-raising activities. 
 
The Cleanup and the Equipment Maintenance Committees each consist of a parent 
chairperson and several members (usually five or more). These committees are responsible 
for the cleanup and the equipment/outdoor maintenance in the preschool respectively. 
 

4.18 Contingency Fund 
 
Depending on the financial status of the Preschool a minimum of three month’s operating 
costs shall be put aside in a separate account for emergencies (i.e. low enrollment, fire, 
relocation, etc.). 

4.19 Fund-raising 
 
Fund-raising is a crucial element of every co-operative preschool. Active fund-raising by all 
members of the preschool enables us to keep monthly fees to a minimum and still provides an 
excellent program for the children. Your enthusiastic support and ideas are always welcome. 
Please feel free to contact your fund-raising rep with any ideas you might have. 

4.20 Parent Education Library 
 
Lakehill Preschool has a small collection of books available to parents to sign out on a 
short-term basis. The system works on honour. We expect that you will return all library books in 
a timely manner. 

4.21 Switching duty days 
 
Although the class reps make every attempt to schedule duty days for parent based on the                
parent’s preference; sometimes changes will be necessary. A parent who needs to reschedule             
their duty day should find another parent to switch duty days with. The class rep should not be                  
involved in the exchange and it is the responsibility of the parent who has the conflict to make                  
the necessary changes to the monthly schedule posted at the school. 
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4.22 Makeup missed-meeting Sheets 
 
Parents who miss the mandatory monthly meeting must submit a missed-meeting makeup form 
to the Secretary.. The forms can be found in the cubby area in a marked slot or on the website 
in the parent portal. Parents are permitted to miss two meetings a year before being subject to 
disciplinary action. 

4.23 Who are you going to call? 
You want to discuss a particular subject from the business 

meeting 

President 

You have a policy/constitution concern Vice President 

You need funds (Subsidy) to cover school fees Treasurer 

You have equipment concerns or questions Equipment Chair 

Suggestions for the Parent Ed. Speaker Parent Ed. 

Concern about your job Executive in charge 

You want info on fund-raising Fund-raising Rep. 

You cannot attend a Meeting Class Rep. 

You have interpersonal problems (between parents) Class Rep. (who will raise it with 

Personnel Committee 

You need to change you duty day Other parents 

You have used the Emergency Duty Parent Class Rep. 

Your child is sick for a session Your ECE 

You want to discuss you child’s progress or a particular 

concern 

Your ECE 

You have discipline concerns as a duty parent Your ECE 

You have questions or concerns regarding the program Your ECE 

You have a concern regarding the ECE and are unable to 

approach her 

Personnel Committee Member 

5. Health and Safety 
 
A copy of the Emergency Evacuation Plan for the preschool premises is located of the end of 
this section of the Parent Portfolio. 
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Our ECEs hold valid Emergency Childcare first aid certification for school and field trip 
purposes. 

5.1 General Health Care 
 
Immunization of all children is strongly recommended. Families with children not immunized 
must provide written documentation explaining that the parent has opted not to immunize their 
child, which will be held together with immunization records. 

Any child exhibiting signs of possible illness should be kept home from preschool until the 
child is well. 

If a preschool child, or sibling, has been exposed to any contagious disease such as chicken 
pox, lice, measles etc., pleased inform the ECE so other parents can be on alert for possible 
illness. 

5.2 Emergency Situations 
 
In the case of earthquake, fire or other natural disasters, the ECE or the designated substitute 
will be considered ”in charge” until all the children have been picked up. Duty parents will follow 
the emergency procedures as posted at the preschool, and as outlined during Orientation, 
under the direction of the ECE, or the designate substitute. Duty parents are not permitted to 
leave the school until all the children have been picked up. If we vacate the preschool premises 
for an emergency we will relocate at Cedar Hill Middle School, located at 3910 Cedar Hill Road. 
 
The ECE will perform a safety drill with each class once a month in accordance with licensing 
requirements. 

For your information: Please refer to the Emergency Portfolio in the parent education library 
for more detailed emergency procedures. 

5.3 Fire 
Our premises are inspected regularly by the Fire Department and we have two fire 
extinguishers located in key positions within the room. Next time you are in the classroom be 
sure to check for the location of these extinguishers. Note the position of the EXIT doors at 
the back of the classroom near the children’s housekeeping area. 

 In the case of a fire, the ECE will be responsible for blowing the whistle. All the children and 
adults will be asked to gather by the rear exit door. The first head count of the children will take 
place. One duty parent, or the ECE Assistant, will exit through the door and wait up by the main 
chain link fence between the church hall and the house. The ECE, or second duty parent, will 
stand just outside the door and guide the children up to the duty parent, or ECE Assistant, 
waiting by the fence. When all the children have lined up against the fence the duty parent will 
do the second head count. The duty parent by the door will confirm the number with the ECE, 
then take the emergency and first aid bags and join the first duty parent up by the fence. The 
ECE is the last person to leave the room. The ECE will have the emergency clipboard that 
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confirms the number of children attending preschool that day. 

 

5.4 Earthquake 
 
In the event of an earthquake the preschool has procedures in place to help cope with the 
trauma of an earthquake. Please note that more in depth information about earthquakes and 
how it relates to your child and how to deal with anxiety and other issues can be found in the 
Parent Education Library. 

Lakehill Preschool has taken a number of precautions to prepare for your child’s safety in the 
event of an earthquake or other emergencies. Backpacks containing a first-aid kit, gloves, 
medical and emergency information is kept in packs by the exit doors for quick and easy 
access. A surface that prevents glass from shattering into the classroom covers all windows. We 
have an earthquake kit, which is checked by the earthquake and recycling person, stored in the 
shed with emergency supplies. During and following an earthquake procedures have been 
identified. Details of earthquake procedures are posted by both exits. 

During an Earthquake if Indoors: stay inside. The adults should direct and assist all children 
under tables; facing away from windows in the crouch position. Count to 60. If Outdoors: Go to 
the middle of the yard; lie down or crouch. Avoid buildings and power lines. 

After the Earthquake ECE accounts for all children, check for injuries and applies first aid, as 
needed. One duty parent assists the ECE in calming the children. One duty parent to check for 
any unaccounted children, or anyone else, in the building. One parent should also assess the 
safety of the building. If the building is determined unsafe one parent assesses the best location 
outside e.g. beside the large tree in parking lot or in the middle of backyard behind house. 

If the decision is made to move the children then ECE is in charge and one parent assists the 
ECE in moving the children. One parent collects the red emergency bag(s), locks the school 
and leaves a sign as to class location. Take the time to reassure and explain what has 
happened. Let the children express their fears. Once the situation is under control and as time 
allows, refer to after plan in the emergency bag and follow through on suggestions. Continue to 
make the children as comfortable and secure as possible keeping in mind that it may take some 
time before their parents/guardians pick up the children. 

Remember: Duty Parent and the ECE must stay until all the children are picked up by a parent 
or designate from the emergency release form. 

5.5 Insurance 
The preschool’s insurance policy, through VICPA, covers Property and Contents, Liability, as 
well as insuring ECE, Duty parents and enrolled children for injury. 

5.6 Parking Lot Safety 
 
Please park cars well away from the school entrance and exit to leave a clear open space 
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in which children can be easily seen as they move in and out. 

Enter and exit with your child rather than have your child run ahead. If you are involved in 
discussions in the parking lot, see that your child is seated safely in the car with the doors 
closed. 

Please note that the two parking spaces next to the church are reserved every day all the 
time. Please do not park here. 

5.7 Field Trip Information 
 
Parents are responsible for driving their child to and from the field trip, or for arranging 
carpooling with another family. Preschool begins and ends at the site of the field trip. Parents 
will be notified in advance about all field trips and notice giving all details will be posted on the 
Bulletin Board. Parents are welcome to attend most field trips with their preschool child. 
Generally siblings are welcome, but occasionally the setting may not be appropriate for younger 
children or a larger group. Siblings attendance will be at the discretion of the ECE. 
 
 
6. POLICIES AND PROCEDURES OF LAKEHILL PRESCHOOL  

6.1 Enrollment Process 
Application for enrollment must be made by contacting the Enrollment Officer. 

The list of names will be compiled in a specific order, in a fair and consistent manner. Within 
the categories below, applications will be listed in order of receipt of the non-refundable 
Registration Fee. 

1) First priority will be given to present members of the preschool, who pay the 
Registration Fee on or before the last business day of January.  

Present members who currently have three-year-olds enrolled in a morning or 
afternoon program will be given priority to enroll their children into the corresponding 
morning or afternoon program for four-year-olds. 

Present members wishing to transfer their three-year-old from a morning 
three-year-old class into the afternoon four-year-old class, or vice versa, must 
specify that interest when enrolling. If such a spot is not available, members have 
priority to enroll with their current class. 

Presently enrolled families who, in consultation with the ECE, are assessing 
Kindergarten entry for their preschooler must register and pay the Registration Fee on or 
before the last business day of January. A maximum of two spaces per class will be 
allocated for children turning five in the year in question. Receipt of Registration Fee 
confirms enrollment. 

If a non-English speaking family wishes to participate as a Classroom Duty Parent 
Family, we will make every effort to accommodate the family. 
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2) Second priority for enrollment will be given to associated members, spaces permitting. 
Receipt of the Registration Fee confirms priority in enrollment. 

Associate memberships are available upon the payment of an annual fee of $___ which 
must be received by the end of the current school year. 

3) Enrollment of new members will take place, space permitting, on the first business day              
in February of Lakehill Preschool. Receipt of the Registration Fee confirms enrollment. 

Enrollment eligibility for those children entering for September, the following procedures 
will apply: 

 
a) To be eligible for the three- (3) year-old program, the child must be three- (3) years                

of age by December 31 the school year being entered.  
 

b) To be eligible for the four- (4) year-old program, the child must be four (4) years of 
age by December 31 the school year being entered. 
 

c) Children with birth dates falling outside the dates recommended for each class may 
be accepted into a class at the discretion of the ECE. 

d) Enrollment is complete by: 
i. Submitting the written application forms to the Enrollment Director; 
ii. Paying the Registration Fee and VICPA Membership Fee; 
iii. Showing the original child's birth certificate, BC Medical Card, or equivalent 

proof of child's age to the Enrollment Director; 
iv. And paying the September tuition fee. 
v. The family is then subject to the withdrawal policy in the School Policies. 

6.2 Fees 
The Registration Fee and Monthly Tuition Fees are set each year at the April General 
Meeting by vote of the members of the Association. The payment of the registration fee is 
required upon registration and is non-refundable.  

Tuition fees are paid at the May or June meetings and may be paid in the full yearly amount by 
cash, cheque or Point of Sale (Square) however if this is the preferred option two deposit 
cheques must still be given for fundraising & cleaning;  Two installments paid by post-dated 
cheque;  Monthly By Direct Deposit or a series of 10 post-dated cheques.  

 

All fees are subject to change by a vote of the membership. If, due to hardship, a family cannot 
pay the monthly fees due to an increase and must therefore withdraw from the preschool, the 
registration fee may be refundable, at the discretion of the executive.  
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In the case of non-payment of fees for any month, the executive may ask that the child not 
attend until payment has been received in full. 

NSF Cheques will be subject to a $10 administrative charge. 

6.3 Withdrawals 
 
Any changes made to enrollment (class, participation level or withdrawal) must be sent to the 
treasurer and enrollment officer 30 days before the change is to take place.  For example, if the 
family wants to withdraw a child at the end of May, the family must make sure the treasurer and 
enrollment officer receive written notice on or before April 30th.  In this example, the family 
would be responsible to pay fees for May regardless of whether the child actually attends 
preschool, but would be entitled to a full refund for June and subsequent months.  No change 
has taken place until the member has received confirmation from either the enrollment officer or 
the treasurer.  In some cases, at the discretion of the ECE and the executive, a class change 
may not require the 30 days. 
 

6.4 Orientation to complete before Participation (duty) Days 
 
New participating parents must complete 10 hours of orientation (as required by our license 
and as determined by the executive) prior to their child starting and prior to their first duty day. 

Returning parents must complete a minimum of 4hrs of orientation (as determined by the 
executive) prior to their child starting and prior to their first duty day. The hours required by the 
returning parents are the September General Meeting, and the September Workshop. 
Mid Year Registration Initial observation, paperwork, and philosophy/practical workshop with 
ECE are required prior to a child starting. Buddy helper day and General Meeting; are required 
before a parent duty day can be scheduled. 

All Duty Parents’ paperwork (as required by our license) must be completed and returned to 
the orientation chair prior to the first duty day. This includes the Parent Agreement, 
Emergency release forms, Medical history, Immunization record, criminal record check, and 
doctor’s letter. 

For your information: Your child may be unable to start preschool if any delays occur in the 
completion of orientation hours or in the return of completed paperwork.  

Helping parents will arrive 15 minutes before the scheduled start time of the class and will 
remain, until all the clean up has been completed and all children have been picked up. 

Duty day schedules for the coming month are drawn up by the class rep and are distributed 
before the end of the preceding month. Any changes to the schedule are the responsibility of 
the parents, not the Class Rep. Any changes must be noted on the posted Duty schedule at the 
preschool and the ECE informed of the change. 

An Emergency Duty Parent must be available for each class session. Each class is 
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responsible for devising a system that satisfies this requirement. Emergency parents must 
be available by phone during class sessions. 

For your information. What qualifies as an emergency? Some examples include sudden illness 
(parent or child) on a previously scheduled duty day; and unforeseen family crisis; car trouble 
etc. In short anything unforeseen that prevents you from performing your duty day as 
scheduled. If it becomes clear that you will be unable to perform a duty day at any time prior to 
that day, it is your responsibility to arrange to switch duty days with another parent. 

Siblings will not be brought into class on a parent’s duty day. 

6.5 Parental Leave 
Families may take a maternity/parental/adoption leave of up to 3 months, after the arrival of the 
baby, during which time they are excused from duty days and parent education meetings 
(without the need to make up the time). Should longer time be required (i.e. due to caesarean, 
complication with the newborn etc.) the preschool (class rep. and executive) will make every 
effort to assist the family with coverage, but it is ultimately the responsibility of the family to 
arrange for coverage of duty days beyond the 3 month leave. If coverage is required for the 
school job, arrangements should be made in advance with the Executive member in charge of 
jobs (Vice President). 
Nursing parents are welcome to arrange for another oriented parent to bring their baby to the 
school. This parent will then fill in for the duty parent while the baby is nursed. 

6.6 High needs/Special needs children 
 
Previously professionally identified high needs or special needs children are welcome to a 
maximum of 2 per class at the discretion of the ECE. 

Children requiring an excessive amount of the ECE’s time and attention may be determined to 
have high needs or special needs. Examples of this type of behaviour may include: extreme 
aggression, extreme withdrawal. Physical impairment that may include speech or eye disorders, 
lack of communicative abilities that are not age related, any other physical, emotional, 
intellectual or social needs that are not age related. 

If, after the child is enrolled and the ECE notices any kind of behaviours that characterize a 
High need or Special Need child, the ECE will contact the parents to express concern and ask 
permission to have the child assessed if deemed necessary. 

If, after a child is enrolled, the ECE determines that the needs of the child could be better met in                    
another class at Lakehill Preschool, the family may be asked to consider moving their child to                
that class. 

Co-operative preschools involve direct involvement between all the helping parents and the 
class as a whole. It is in all the children’s best interest that concerns be discussed at the group 
level. Parent –ECE confidences will be taken into consideration at all times. 

If the parents of a high needs or special needs child are unwilling to participate in the framework 
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previously outlined, it may be necessary for the parents to meet with the Vice president in order 
to arrive at a mutually beneficial arrangement. 

If the preschool is unable to meet the needs of the child, the family may be referred to an 
alternative program better suited for the needs of the child. 

If the needs of the child in question and the preschool class as a whole cannot both be 
satisfied, the family may be asked to withdraw from the preschool. 

For your information: The safety and needs of all preschool children must be met in order for 
them to fully enjoy and benefit from their preschool experience. This framework has been 
developed to give the ECE a course of action should an extreme situation arise, a family 
would be asked to withdraw from the school only after all other alternatives were exhausted. 

6.7 Non-English speaking children 
 
If possible the parent of the child will remain with the child during the session as to facilitate 
interpretation for the child. When the child is ready the parent might try leaving the room for 
short periods of time so that the child will become more and more independent. The parent will 
have a duty day scheduled for them as soon as they and the ECE feel that their child will be 
able to cope. Parents of such children must meet all the requirements as outlined in orientation. 

6.8 Jobs 
Each family will hold (at least) one school job for the year. Parents with twins or two (2)                  
children in the preschool during the same school year will be expected to hold (at least) one                 
school job. 

Jobs are assigned by the Vice President(s) using the parent’s choices, skills, and 
expertise as a guide. 

A member of the Executive oversees all jobs, and each jobholder will be introduced to this 
year’s Executive member as soon as possible after their job has been assigned. 

For your information: Every effort is made to assign jobs to each family based on their choices 
and their interest. If, however, you have been assigned a job that is too difficult or otherwise 
unsuitable for you to perform to the best of your abilities, please contact the Vice president. In 
the case of low enrollment, two “lighter” jobs may be assigned to one family in lieu of one 
“heavier” job. 

6.9 Multi-child registered families including families with twins 
 
Families with two or more children attending will hold (at least) one school job. Families with 
two or more children attending will perform regular duty days for each child. In accordance with 
the Association’s bylaws, families with two or more children registered are entitled to one vote 
only at monthly meetings. 
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6.10 Health and Safety 
 
Immunization of all children is strongly recommended, and the completed immunization record 
will be held at the school. Families with children not immunized must provide written 
documentation explaining that the parent has opted not to immunize their child, which will be 
held with the immunization records. 

Any child exhibiting fever, diarrhea, vomiting, rash, infestations, or any other signs of possible 
illness will be kept home from preschool until the child is well. 

The ECE will be informed immediately and all preschool members will be advised if preschool 
child or sibling has been exposed to any contagious diseases such as chicken pox, lice, and 
measles. 

Our ECEs hold valid Emergency Childcare first aid certification for school and field trip 
purposes. 

Specific protocols may be put into effect to address specific illnesses if and when they arise 
(e.g., the H1N1 pandemic). 

6.11 Field trips 
 
The ECE will not drive any children (for reasons of liability) and will assume 
responsibility for the first aid kit and emergency information. 
 

6.12 Substitute duty parents 
 
Working parents who unable to perform duty days are entitled to provide have another adult act 
as a duty parent and shall meet all the requirements of a duty parent. 
 

6.13 School Closures 
In the case of severe weather, or any other unforeseen event that may result in the temporary 
unscheduled closure of the preschool, the President will reach a decision by 7:30 am of the 
days(s) in question. Class Reps will be contacted and a phone call will be made to inform 
parents of the school closure by 8:00 am for the morning sessions and by 10:00am for the 
afternoon session.  Situations may arise where the morning class is cancelled but not the 
afternoon class and vice versa. 

6.14 Temporary Absences 
 
Please Inform the ECE and the class representative of your absence. You will have paid, and 
must continue to pay the fees in full if you want to retain your class standing. You will make 
suitable arrangements for coverage of the school job as directed by the Executive member in 
charge of the job. 
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6.15 Mandatory Monthly Meetings 
 
The duty parent from each family must attend each and every monthly meeting, in order to 
receive the monthly Parent Education required by our license. Both parents are welcome to 
attend! 

The monthly general meetings are held at Saint Luke’s Church Hall. Meetings start at 7:00pm 
sharp on the 2nd Tuesday of each month during the school year, excluding July and August. 

Due to the timing of Thanksgiving holiday, the date for the October meeting will be 
announced at the September meeting. (Based on the calendar year) 

Any other change of venue or date will be announced at the preceding meeting. In case of an 
emergency change, members will be contacted individually by phone. 
Parents must notify their class rep, in advance, if a meeting must be missed. Each missed 
meeting must be “made up” by attending another VICPA preschool meeting, by completing a 
Missed Meeting Form or by some other means as directed by the 1st  Vice President. 

For your information: Each duty parent must receive appropriate Parent education each month 
that they are registered at a VICPA preschool. THIS IS A LICENSING REQUIREMENT, WHICH 
IS NOT OPTIONAL. Any family that is absent from a meeting without contacting their class rep 
for the alternative education program for that month will be contacted by Secretary. Families 
unable to or unwilling to comply with the parent education component of the preschool will be 
asked to withdraw. 

6.16 Class Meetings 
 
After the business portion of the meeting classes meet individually. Class related issues such as 
upcoming field trips and any specific items related to your class are discussed at this time. 
Snacks are provided and are brought in on a rotational basis with each class taking their turn. 
Your class rep will have the schedule of when your class is responsible for snacks. 

6.17 Siblings in the classroom 
 
Siblings shall not normally be permitted in the classroom during class hours (this includes 
inside and outside time). It is recognised that special circumstances may arise where the 
parent must stay with their preschooler (i.e. separation anxiety) with sibling in tow. In these 
circumstances the class and the ECE will work together to help the preschooler through this 
transition period. 
 
Siblings will not be brought into class on a parent’s duty day. 

6.18 Fundraising 
 
Fundraising is required by all preschool families including Classroom Duty Parents, Preschool 
Parents and Limited Participation families. 
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Fundraising is a crucial element of every co-operative preschool. Active fundraising by all 
members of the preschool enables us to keep monthly fees to a minimum and still provides an 
excellent program for the children. Your enthusiastic support and ideas are always welcome. 
Please feel free to contact your fundraising rep with any ideas you might have. 
 
Families who are unable or unwilling to participate in fundraising activities as directed by the 
Fundraising chairs may be asked to withdraw from the preschool. 

6.19 Serious and Life Threatening Allergy Policy 
 
Lakehill Preschool is an active center for preschoolers. The facilities are shared with outside 
parties, therefore, while Lakehill Preschool takes every effort to minimise the hazards for 
anaphylaxis (a severe reaction to allergens) parent/guardian must read and sign that they are 
aware of the following conditions: 
 

1. Lakehill Preschool does not ban specific allergens, however, allergy awareness is 
promoted. 

2. Lakehill Preschool requires the parent/guardian to provide a letter from their child’s 
doctor detailing the treatment of anaphylaxis. 

3. Lakehill Preschool requires the parent/guardian to complete and sign a ‘Permission to 
administer medication’ form as well as a ‘Sample Anaphylaxis Action Plan’ form. 

4. Parent/guardian has reviewed and/or signed Lakehill Preschool’s Release of Liability, 
Waiver of claims and Right to Sue form. 

REACTIONS MAY OCCUR DESPITE OUR BEST EFFORTS. THE PARENT / GUARDIAN 
ASSUME ALL RESPONSIBILITY FOR PLACEMENT OF THE CHILD IN AN ENVIRONMENT 
THAT CANNOT BE GUARANTEED TO BE ALLERGEN FREE. 

6.20 Release of a child 
Members of Lakehill Preschool must provide a signed Release of Children form listing all 
persons who may pick up their child from the Preschool. The ECE will not release the child to 
anyone not on the list unless previously notified in writing by the parent. 

Late Pickup 
If a guardian has not picked up a child or called within 15 minutes of class dismissal the ECE                   
will try to contact the family and then alternative person(s) from the authorized pick up list. If                 
that person is unavailable and the parent has not contacted the ECE, the ECE is required to                 
notify the Ministry for Children and Families after half-an-hour of class 
dismissal. The guardian will get a verbal warning concerning late pick-ups. The second time a               
written notice will be given. If late pick up is an ongoing problem and reasonable efforts have                 
been made to solve it then notice of dismissal of child at Lakehill Preschool may be given. 

Unauthorized Pick up 
The guardian is required to notify the ECE in writing if someone else who is not on that child’s 
Release of Children form will be picking up the child. In a rare emergency situation alternative 
arrangements can be made verbally over the phone. If the person picking up the child is not 
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known to the ECE, information about the person will need to be provided (name, phone number, 
physical description). The person may be asked to show photo identification. If unauthorised 
person arrives to pick up a child, the child will remain under supervision of the ECE. The ECE 
will speak to the individual and explain the policy that no child will be released without written 
authorization from the guardian. If difficulties arise, all reasonable efforts will be made to ensure 
the safety of the child and other children. If necessary, the police will be called for assistance. 
Alleged Impaired Pick up 
It is the ECE’s responsibility to the extent that it is possible, not to release a child to an 
authorized person who is unable to adequately care for a child. If the ECE believes that a child 
will be at risk, the ECE will offer to call a relative or friend to pick up the person and the child, or 
offer to call a cab to pick them up. If the person is driving a vehicle, the ECE will explain that 
driving under the influence of drugs or alcohol is against the law and that the ECE is obligated to 
ensure the safety and well being of the child. If the presumed impaired person chooses to get 
into the car with our without the child, the ECE will immediately notify the police and provide 
description of the car and the geographic vicinity. If the ECE believes that the child is in need of 
protection, the ECE will call the Ministry for Children and Families. 

Custody and Related Court Orders 
If a custody or court order exists, a copy of the order needs to be placed in the child’s file. The 
guardian is responsible for providing accurate and up to date information concerning the legal 
guardianship of the child. Without a custody or court order on file, the ECE cannot deny access 
to the non-enrolled parent. If the non-enrolled parent is not listed on the authorized pick up list 
the policy on unauthorized person will be implemented. The guardian will provide all consents. 

6.21 Privacy Policy 
 
Information Collected in the registration of children: Lakehill Cooperative Preschool (the 
“Preschool”) collects a variety of information which may include personal information, for the 
purposes of registering children in the Preschool. This information may include but is not limited 
to: 
● children’s names and names of immediate family members and caregivers 
● home addresses 
● home telephone numbers 
● names, addresses and phone numbers of emergency contacts 
● names, addresses and phone numbers of children’s doctors 

Use and Disclosure of Information: Personal information collected by the Preschool from its 
families and in regards to other individuals shall only be used and disclosed for the purposes of 
operating the Preschool and for the purpose of reporting to governmental authorities as required 
by law. Where personal information is to be collected for another purpose, the Preschool shall 
obtain the prior written consent of the individual to whom the personal information related before 
collecting, using or disclosing the information. 

The Preschool can collect, use of disclose personal information about an individual in some 
circumstances without the individual’s consent. Those include (but are not limited to) 
circumstances in which: 

● the collection, use or disclosure is clearly in the interests of the individual and consent 
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cannot be obtained in a timely way; 
● it is reasonable to expect that the collection or use of personal information with the 

consent of the individual would compromise the availability or accuracy of the 
information, and the collection or use of the information is necessary for an investigation 
or proceeding; 

● it is reasonable to expect that the disclosure of personal information with the 
consent of the individual would compromise an investigation or proceeding, and 
the disclosure of the information is necessary for an investigation or proceeding; 

● the personal information is available to the public from a prescribed source; 
● the collection, use or disclosure of personal information is required or authorized 

by law; 
● the collection, use or disclosure of personal information is necessary to facilitate the             

collection of a debt owed to the Preschool or the payment of a debt owed by the                 
Preschool. 

When the Preschool collects, uses or discloses personal information, it will make 
reasonable efforts to ensure that it is accurate and complete. 

Information provided to the Preschool is treated with the strictest of confidence. This includes 
ensuring that information is secure. In the day-to-day operations, access to private information 
is necessary, but is restricted to only authorized personnel who have a clear operational 
purpose associated with it.  

Once information collected is deemed to be obsolete, care is taken to destroy information 
carefully and securely. Documents are shredded if deemed to be of a personal or 
confidential nature. 

Requests for access to personal Information: Individuals can submit written requests to the 
Preschool to provide them with: 
● their personal information under the Preschool’s custody or control: 

● information about how their personal information under the Preschool’s control has 
been and is being used by the Preschool; 

● the names of the individuals and organizations to whom their personal information 
under the Preschool’s control has been disclosed by the Preschool. 

The Preschool will respond to requests in the time and will make a reasonable effort to assist 
applicants and respond as accurately and completely as reasonably possible. All requests may 
be subject to any fees and disbursements the law permits the Preschool to charge. 
The Preschool must not disclose personal information when: 
● the disclosure could reasonably be expected to threaten the safely or physical or 

mental health of an individual other than the individual who made the request; 
● the disclosure can reasonably be expected to cause immediate or grave harm to 

the safety or to the physical or mental health of the individual who made the 
request; 

● the disclosure would reveal personal information about another individual; 
● the disclosure would reveal the identity of an individual who has provided 

personal information about another individual and the individual providing the 
personal information does not consent to disclosure of his or her identity. 
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The Preschool is not required to disclose personal information when: 
● the personal information is protected by solicitor-client privilege; 

● the personal information was collected without consent for the purposes of an 
investigation, and the investigation and associated proceedings and appeals have not 
been completed; 

● the personal information was collected or created by a mediator or arbitrator in the              
conduct of a mediation or arbitration for which he or she was appointed to act: 

(i) under a collective agreement, 
(ii) under an enactment, or 
(iii) by a court. 

Requests for Correction of Personal information: The law permits individuals to submit written 
requests to the Preschool to correct errors or omissions in their personal information that is in 
our custody or control. The Preschool will: 

● correct the personal information and, if reasonable to do so, send correction            
notifications to any other organization to whom the Preschool disclosed the incorrect            
information: or 

● decide not to correct the personal information, but annotate the personal 
information that a correction was requested but not made. 

Privacy Officer: The Preschool’s Privacy Officer effective is the 1st Vice President. Any 
suggestions, complaints or enquiries should be addressed to him/her. 

 

6.22 Preschool Parent Participation Families 

Families may choose a Preschool Parent Participation option. The number of Preschool Parent 
Participation families per class will be determined at the discretion of the Executive in 
consultation with the ECE.  

Preschool Parent Participation families pay registration fees and monthly tuition fees as 
determined annually by a vote of the members at the April general meeting.  
 
Preschool Parent Participation families ARE required to: 
 

● hold membership in the association and in VICPA, and keep those memberships in good 
standing 

● attend the business portion of the September, May and budget meetings (and are also 
encouraged to attend the parent education portion) 

● have a job at the school  
● participate in fundraising activities 
● comply with all relevant by-laws and policies of the association  

 
Preschool Parent Participation Families ARE NOT required to: 

 
● serve duty days  
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The registered child of a Preschool Parent Participation family shall have an equal right to 
participate in all of the activities offered to the children of participating families. 
 
 
6.23 Changing Classes or Participation Level 
 
Families wishing to change classes or participation levels must give 30 days notice. 
 
Notice must be given in writing or via email to the Treasurer AND Enrollment. 
 
No Change has taken place until the family receives confirmation from either Treasurer OR 
Enrollment.  It is the family’s responsibility to follow up if no confirmation email is sent. 
 
** Please Note: voting on important matters, including ECE contracts, policy and bylaw 
changes, and the annual budget, takes place at the April General Meeting.  Limited Participation 
families are encouraged to attend and to vote. 
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B. Constitution and Bylaws of Lakehill Preschool 

CONSTITUTION 

1. The name of the Society is LAKEHILL PRESCHOOL ASSOCIATION. 

2. The objects of the Society are: 
(a) To operate a non-profit organisation on a co-operative basis for the education of 

preschool age children. 
(b) To give preschool age children guidance in group participation. 
(c) To provide a transition for preschool age children from home to school. 
(d) To assist preschool age children to develop manual skills and to develop 

emotionally, socially and intellectually. 
(e) To promote active participation by the parents in the organisation and operation of 

the Society. 
(f) To help parents toward a better understanding of their children. 
(g) To provide a meeting of parents and teacher for mutual instruction and exchange of 

ideas and experiences. 

3. The operations of the Society are to be chiefly carried on in the Greater Victoria area of 
the Province of British Columbia. 

4. In the event that the Society ceases to carry on operation, all assets of the Society, 
after satisfaction of all debts and obligations, shall be transferred outright to the Vancouver 
Island Co-operative Preschool Association to be dealt with as they see fit. 

Clause(s) 1-4 above is (are) unalterable in accordance with the Society Act (BC) 
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BYLAWS OF LAKEHILL PRESCHOOL ASSOCIATION 
 
Incorporated under the Society Act (BC) 

1. Interpretation 

1.1 Definitions 

(1) In these bylaws, 

(a) "association" means the Lakehill Preschool Association; 

(b) "parent" means a custodial parent of a child, and includes a caregiver designated in 
writing by the custodial parent; 

(c) "preschool" means the preschool owned and operated by the association; 

(d) preschool year" means from the end of June in any calendar year to the end of June in 
the following year;  

(e) "policies" means the written policies of the association approved by the membership of 
the association in general meeting and in force from time to time; 

(f) "V.I.C.P.A." means the Vancouver Island Co-operative Preschool Association or any 
successor organization to it. 

(2) The definitions in the Society Act in force in British Columbia on the date these 
bylaws become effective apply to these bylaws. 

1.2 Gender and number 

(1) Words importing a female person include a male person, and words importing the 
singular include the plural, and vice versa. 

2. Membership  

2.1 Types of membership 

(1) There are two types of membership in the association, full membership and 
associate membership. 

2.2 Becoming a member 

(1) Either or both parents of a child enrolled in the preschool may apply to become a full 
member of the association and, on confirmation of the child's enrollment, the applicant shall be 
admitted as a full member. 

(2) Any person interested in the preschool or the association may apply to become an 
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associate member of the association and, on confirmation of payment of the required 
membership fee, the applicant may, at the discretion of the executive, be admitted as an 
associate member. 

2.3 Rights and obligations of members 
(1) Each member, while her membership is in good standing, has the right to take part in the 
business of the association and enjoy the benefits of her type of membership in the association, 
all in accordance with and subject to these bylaws. 

(2) For membership to be in good standing, each member must comply with these bylaws, 
and with the policies of the association, and with any formal directives of the association or the 
executive with respect to membership generally or her type of membership, and be up to date in 
payment of all fees and dues payable to the preschool and the association. 

(3) Each full member must be a member in good standing of the V.I.C.P.A. 

(4) Each member has only one vote. 

2.4 Termination of membership 

(1) A member may voluntarily terminate her membership at any time. 

(2) Where a full member's child is no longer enrolled in the preschool, the full member               
may, on application and payment of the required membership fee, be admitted as an              
associate member for the rest of the preschool year, but otherwise her membership in the               
association is terminated as of the date the child is no longer enrolled. 

(3) If a member's membership is not in good standing, the executive may give the member 
written notice requiring her to remedy the default which caused the membership not to be in 
good standing, and the member must do so within 14 days after the date of the notice or else 
the executive may terminate her membership in the association without further notice. 

(4) Membership terminates automatically at the end of each preschool year, unless the            
member has made application and has been admitted to full or associate membership for the               
following preschool year. 

3. Meetings 

3.1 General meetings 

(1) Regular general meetings of the association must be held at least once each month, 
except for the months of July and August. 

 
(2) Extraordinary general meetings, if requisitioned as provided in the Society Act, must be 
called and held in accordance with that Act. 

(3) The annual general meeting of the association must be held in the month of May 
each year that meeting shall be deemed to be the regular general meeting for that month, 
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and the business of that meeting shall include: 

(a) receiving the annual report of each member of the executive; 

(b) receiving the annual financial statement; and 

(c) nominating and electing persons to serve as the officers of the 
association for the next preschool year. 

(4) Subject to the Society Act and these bylaws, general meetings of the association 
may be called at the time, day and place and in the manner the executive directs. 

3.2 Notice of general meetings 

(1) Members may be advised 

(a) by an announcement at the regular general meeting in June of any preschool year of the 
scheduled time, day and place of the September regular general meeting in the next 
preschool year; 

(b) by an announcement at the September regular general meeting, of the scheduled time, 
day and place of the regular meetings of the association for the rest of that preschool 
year; and 

(c) by an announcement at any regular general meeting of any change to the scheduled 
time, day or place of the next or any other regular general meeting during the rest of that 
preschool year. 

(2) If members are not given notice of a regular general meeting as provided in subsection (1), 
they must be given notice in the same manner as for the annual general meeting or 
extraordinary general meetings, as described in subsection (3). 

(3) Each member must be given notice of the annual general meeting or any extraordinary 
meeting in the newsletter of the preschool, or other written communication, given to or received 
by each of them at least 14 days before the meeting, specifying the time, day and place of the 
meeting and, in case of special business, the general nature of that business. 

(4) The accidental omission to give proper notice of a general meeting does not 
invalidate proceedings at the meeting. 

3.3 Quorums 

(1) At a general meeting, the quorum is two-thirds of the number of members of the 
association eligible and permitted to vote at the meeting. 

(2) At a meeting of the executive or a committee, the quorum is a majority of its 
members eligible and permitted to vote at the meeting. 

(3) If a quorum is not present at any meeting at the appointed hour, the chair may, on its 
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own motion, adjourn the meeting. 
3.4 Chair 

(1) The president, or failing her, the vice president, or failing either of them, one of the 
officers present, or failing any of them, one of the full members present, shall chair any meeting 
of the association or the executive. 

(2) The chair of a committee, or her delegate, or failing either of them, one of the full 
members present, shall chair any meeting of the committee. 

(3) The person in the chair may give up the chair for part or all of a meeting, provided 
there is another qualified person willing to assume the chair. 

3.5 Eligibility to vote 

(1) Persons are only eligible and permitted to vote at meetings of the association, 
executive or committee as provided in this section. 

(2) At any meeting, only full members in good standing, and any associate members in 
good standing who are also officers of the association, are eligible to vote. 

(3) At meetings of the executive or a committee, only the members of the executive or 
committee, as the case may be, are eligible to vote. 

(4) The person in the chair of any meeting may not vote unless she first gives up the 
chair and another qualified person assumes the chair. 

(5) Where a family has more than one child enrolled in the preschool, the family will be 
entitled to only one vote. 

(6) Where the parents of a child enrolled in the preschool are both eligible to vote, only one                 
of them may vote at any meeting; but if they cannot decide between them who will vote on any                   
motion, then neither of them may vote. 

(7) Where two persons hold an office of the association jointly, only one of them may vote at 
any meeting of the executive or a committee of which they are a member by virtue of that office; 
but if they cannot decide between them who will vote on any motion, then neither of them may 
vote. 

3.6 Voting rules 

(1) The following rules apply to voting at general, executive and committee meetings: 

(a) voting is by show of hands, unless a poll is demanded or a secret ballot is 
required or requested; 

(b) a secret ballot is required on motions on the following matters: the annual 
budget of the association; ECE employment contracts; election or removal of 
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officers; termination of ECE employment; approval of or changes to the 
policies, bylaws or constitution of the association; and dissolution of the 
association; 

(c) where voting is by show of hands, a declaration by the chair that a motion has 
been carried or not, unanimously or by a particular majority, is conclusive 
evidence of that fact; 

(d) voting by proxy is not permitted.  

3.7 Majorities 

(1) Motions on the following matters require the support of 75 per cent of those present and 
eligible to vote: approval of or changes to the policies of the association; approval of the annual 
budget of the association; approval of ECE employment contracts; and termination of ECE 
employment. 

(2) Except for those matters listed in subsection (1) or where a special resolution is 
required, motions need only pass by a simple majority. 

3.8 Rules of order 

(1) At all meetings of the association and the executive, Roberts Rules of Order must be                
followed, unless a motion is passed suspending the rules for all or part of the rest of that                  
meeting. 

3.9 Adjournments 

(1) Where a meeting is adjourned, the following rules apply: 

(a) the meeting may be adjourned to another time, day or place, or generally; 

(b) any business which could have been transacted at the meeting which has 
been adjourned may be transacted if and when the meeting is reconvened; 
and 

(c) no further notice is required of a meeting adjourned for fewer than seven             
days, provided it is reconvened on the date and at the time and place stated               
in the motion to adjourn. 

4. Officers of the association  

4.1 Eligibility 

(1) The officers of the association in any preschool year are also, while they hold office, 
the directors of the association. 

(2) To be eligible to serve as an officer of the association, a person must be and remain a 
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member in good standing. 

(3) No one may be an officer of the association for more than five consecutive preschool 
years, or hold any particular office for more than two consecutive preschool years. 

(4) Two persons may be elected or appointed to hold one office, jointly. 
 

4.2 Duties and responsibilities 

(1) The duties and responsibilities of officers of the association shall include those set out 
in this section. 

(2) The president shall: 

(a) call and, unless she gives up the chair, preside at all general meetings of the association 
and all executive meetings; 

(b) direct the affairs of the association, supervise the other directors in the execution of 
their duties and be its chief executive officer and official spokesperson. 

(c) The vice-president(s) shall: 

(d) during the absence or at the request of the president, or after the resignation or removal                
of the president and until the election of a new president, assume any or all of the duties                  
of the president; 

(e) subject to these bylaws, appoint persons to chair and be members of the standing 
committees of the association; and 

(f) chair the personnel committee. 

(4) The secretary shall: 

(a) receive and keep all correspondence to the association, and prepare and send out 
all correspondence from the association; 

(b) prepare or receive and keep the minutes of meetings of the associations, the executive 
and the standing committees of the association; 

(c) perform all filings required under the Society Act; 

(d) establish and maintain the register of members; 

(e) prepare and keep records of attendance at general meetings; 

(f) keep all the other records of the association, except those required to be kept by the 
treasurer, and make them available on reasonable request to any member in good 
standing. 
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(5) The treasurer shall: 

(a) receive all money on behalf of the association, issue receipts, and with another             
officer write cheques for payment of the expenditures of the association; 

(b) establish and maintain, at a chartered bank, trust company or credit union, one or more 
accounts, including separate accounts for money held by the association in trust; 

(c) report at each executive meeting and at each regular general meeting on the general 
state of the association’s finances, and present the annual financial statement of the 
association at the annual general meeting; 

(d) keep and maintain the financial records of the association, including the books of 
account required under the Society Act, and bring to every meeting of the executive and 
the association, and make available to any member in good standing, on request, all the 
financial records of the association for the current preschool year; 

(e) prepare and present financial statements of the association, including the annual 
financial statement and, before the annual general meeting, arrange to have the annual 
financial statement reviewed by a person qualified as an auditor under the Society Act; 

(f) chair the finance committee. 

4.3 Terms of office 

(1) An officer's term of office begins on the date she is elected or appointed to office. 

(2) An officer may resign from office at any time. 

(3) An officer's term of office terminates automatically at the end of the annual general 
meeting in the preschool year during which she has served in office, unless: 

(a) she is elected or appointed to continue in the office for the next preschool year, 

 or 

(b) no other person has been elected or appointed to the office, in which case she is 
deemed to continue to hold office until another person is elected or appointed to the 
office. 

(4) Where the executive determines, by a resolution supported by at least 75 per cent of its                 
members, that an officer has not satisfactorily fulfilled the duties or responsibilities of office,              
including but not limited to those specifically set out in these bylaws, the executive may request                
that the president ask the officer to resign. 

(5) If, on request, an officer does not resign, the matter must be raised at the next regular                  
general meeting, but the officer may not be removed from office except by special              
resolution at that or a subsequent general meeting. 
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(6) Where an officer resigns or is removed from office, the president may appoint another 
member of the association to serve in that office for the rest of the normal term of office, but 
that appointment ceases to be effective if not ratified at the next regular general meeting 
following the appointment. 

 
5. The executive 
 
5.1 Make-up of the executive 
(1) The executive of the association for a preschool year is made up of the officers and                
the class representatives appointed under subsection (2), during their respective terms of            
office or appointment. 

(2) At the regular general meeting in June of each preschool year, the full members in 
attendance from each of the classes proposed for the next preschool year must nominate a 
person from that class to be its representative on the executive, and the president must 
appoint that person, or another member from the class acceptable to them, as the class 
representative on the executive for the next preschool year. 

(3) Where the executive or a class determines, by a resolution supported by at least 75 
per cent of its members, that a class representative has not satisfactorily fulfilled her duties or 
responsibilities as such, the executive or the class may request that the president ask the 
class representative to resign. 

(4) If, on request, a class representative does not resign, the matter must be referred to 
the personnel committee, which must determine whether or not to terminate that person’s 
appointment as class representative, and where it so determines, the appointment is 
terminated. 

(5) Where a class representative resigns or is terminated from that position, the president 
may appoint another member of the class to serve in that position for the rest of the normal 
term of appointment. 

5.2 Responsibilities and powers of the executive 
(1) The executive, under the leadership of the president, is responsible for managing or 
supervising the management of the affairs of the association, and may exercise all the powers 
of the association, except that it must not do any of the following unless approved in advance 
by a resolution at a general meeting: withdraw the association from group membership in the 
V.I.C.P.A.; institute legal proceedings by or on behalf of the association; terminate the 
employment of an ECE. 

(2) The executive may delegate any, but not all, of its powers to one or more committees of 
the executive consisting of members of the executive, or members of the executive and other 
members of the association, but those powers must be exercised in conformity with any laws, 
bylaws, policies or rules which would have applied to the executive as a whole in exercising 
those powers. 
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(3) The executive must not spend more than a total of $250.00 in any preschool year on 
items not provided for in the annual budget of the association for that preschool year, unless 
the extra expenditure is approved in advance or afterwards ratified by a resolution at a general 
meeting. 

5.3 Executive meetings 
(1) The executive must meet before each regular general meeting, and may have 
additional meetings if the president or a majority of the executive considers it necessary. 

(2) Meetings of the executive must take place on the day and at the time and place the 
president, or failing her, another officer, directs. 

 
6. Committees of the association  

6.1 Standing committees 

(1) The standing committees of the association shall include the finance committee, the 
personnel committee, the fund-raising committee, the marketing committee, the enrollment 
and orientation committee and the equipment committee. 

(2) The functions of the standing committees include those set out in this section. 

(3) The function of the finance committee includes to consider and make 
recommendations on the annual budget of the association for the next preschool year, the 
number of classes run by the preschool in the next preschool year; and the terms and 
conditions of the ECE contracts of employment from time to time. 

(4) The function of the personnel committee is to address any concerns of the membership 
that cannot be dealt with in a satisfactory manner between any two parties, and to ensure all 
families fulfill the obligations of membership as outlined in 2.3 (2) of these bylaws. 

(5) The function of the fund-raising committee includes to consider and make 
recommendations on the amount of money required to be raised for the next preschool year, 
and from time to time in any preschool year, and how that money can best be raised; to 
co-ordinate fund-raising activities of the association; and to co-ordinate any dealings with 
government or any other agency from whom money may be available to assist the association 
in any aspect of its activities or affairs. 

(6) The function of the marketing committee is to consider and make recommendations on 
how to increase overall enrollment in the preschool for the next preschool year and from time 
to time in any preschool year, or enrollment in any class in the preschool, and to co-ordinate 
marketing activities and other strategies to those ends. 

(7) The function of the orientation committee is to consider and make recommendations on 
how to ensure new members receive adequate and thorough information orientation to the 
preschool and its inherent obligations; to co-ordinate and facilitate initial classroom 
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observations by parents new to the preschool; and co-ordinate and facilitate all orientation 
activities in consultation with the ECE(s). 

(8) The function of the equipment committee is to maintain in good repair all items of 
inventory owned or leased by the preschool; to co-ordinate and facilitate all purchases of new 
equipment; and to maintain up to date inventory records as required by the VICPA. 

6.2 Other committees 

(1) The executive may constitute any other committee of the association or the executive that it 
considers appropriate, made up of the persons and with the chair it appoints, to perform the 
functions it directs. 
6.3 Committee proceedings 

(1) The chair of a committee may, or where directed by the president must, call a 
meeting of the committee. 

(2) Meetings of committees must take place on the day and at the time and place the 
chair directs. 

(3) The chair or a person designated by her must prepare and keep the minutes of 
meetings of the committee, and provide the secretary with a copy of the minutes. 

7. Miscellaneous 

7.1.Borrowing 

(1) The association must not borrow money unless the borrowing has been approved in 
advance by special resolution at a general meeting. 

7.2 Remuneration 

(1) No one may receive any salary or other remuneration for serving in office or on the 
executive. 

7.3 Dissolution 

(1) The association may not be dissolved except by a resolution at a general meeting              
called for that purpose, of which each member in good standing must receive 14 days written                
notice specifying the time, day, place and purpose of the meeting. 

(2) On dissolution of the association, the property and assets of the association which 
remain after the payment of all its debts and obligations are, subject to the Society Act, to be 
transferred to the V.I.C.P.A. 

(3) RESOLVED that should Lakehill Preschool Association, which received charitable 
gaming funds from licensed charitable gaming and/or direct charitable access, at any time 
dissolve or cease to exist, have any and all gaming moneys or assets purchased with gaming 
funds held at the date of dissolution or cessation of existence these/they shall be distributed 
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by Lakehill Preschool Association to the Vancouver Island Co-operative Preschool 
Association (V.I.C.P.A.), as defined in the Income Tax Act (Canada). 

RESOLVED FURTHER that the foregoing resolution shall not be altered or amended and 
shall continue to be binding on Lakehill Preschool Association. 

RESOLVED FURTHER that Lakehill Preschool Association will provide its undertaking, by           
delivery of a copy of this resolution to the BC Gaming Commission, that it will abide by the                  
limits on the application of its assets on dissolution as provided herein. 

CERTIFIED to be true and correct copy of a resolution unanimously passed the Board of 
Directors of Lakehill Preschool at a meeting held on September 10, 2001. 
 
END 
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