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1. Introduction 
 Welcome to the Cordova Bay Preschool 

The Executive members of the Cordova Bay Preschool extend a special welcome 

to your family. Now that you have joined a co-operative preschool you may find 

that there is so much information presented in such a short time it is hard to absorb 

it all at once. This portfolio is designed to make your initiation into the Cordova 

Bay Preschool as comfortable as possible by acquainting you with the many aspects 

of our preschool and your role in it. 

It may seem like there are a lot of rules for something as simple as a preschool but 

many of the rules are made by the Provincial Government and we must follow them 

if we are to retain our license. Others pertain to standards set by the Vancouver 

Island Co-operative Preschool Association (VICPA), our umbrella organization, 

and we must follow those to retain our membership in that association. Just 

remember that there is a reason for everything and no rule is too hard to live with. 

In choosing a co-operative preschool, you have chosen to become involved in your 

child’s first school experience. Our preschool provides children with the 

opportunity to develop social, emotional, physical and intellectual skills. At the 

same time it gives parents access to other families with children of the same age for 

friendship and mutual support and it can offer the opportunity to grow as a parent 

through contact with our highly qualified, experienced E.C.E 

The Cordova Bay Preschool is a good preschool because of our E.C.E. and the fact 

that it is parent owned. The co-operative philosophy is its foundation. We are all 

responsible for the effective running of the preschool by participating as parent 

helpers in the classroom, attending monthly general meetings and by taking on a 

specific volunteer job. As a parent participation preschool, we ask for a 

commitment from parents in terms of time, initiative and responsibility but each 

family’s contribution enriches the environment for both children and parents. 

We hope that your time here will be as beneficial for you as it is for your child. 

Please refer to this portfolio as often as required throughout the year.  

 

 History of Co-operative Preschools 

The first co-operative nursery school in the United States was started in Chicago in 

1916, by a group of 12 faculty wives at the University of Chicago. These women 

wanted a secure social education for their children, parent education for themselves 

and a little free time for Red Cross work during World War I. 

This first parent co-operative was followed in the 1920s by five others. One of those 

was in Berkeley, California where, assisted by the University of California, the 

parent co-operatives got their first real foothold. Here in California, Dr. Katherine 
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Whiteside Taylor became teacher and later matriarch of the Co-op concept. Dr. 

Whiteside Taylor was an expert on preschoolers, co-operative preschools and a 

sought-after lecturer before her death in 1989. 

The co-op movement expanded to Canada over 50 years ago. Here in Victoria in 

the early 1940s, Mrs. W.W. McGill started reading books to the neighborhood 

children in her own home on Tattersall. “The Garden Library” quickly became so 

popular that when 200 children wanted to participate in 1944, she founded the first 

co-operative playgroup in the Gonzales area. By this time the Seattle public school 

system had begun training parents to operate co-operative playgroups under the 

direction of Dr. Katherine Whiteside Taylor, and Mrs. McGill spent some time 

there learning to establish such schools in British Columbia. By 1949, 50 parents 

were members of eight playgroups which joined together to form the Vancouver 

Island Co-op Playgroup Association. Today, through the association’s membership 

in Parent Co-operative Preschools International (PCPI), we share common goals 

with over 100,000 families in over 130,000 preschools around the world. 

 

 Learning Through Play 

The “learning through play” philosophy is the most current and accepted 

philosophy of early childhood. This philosophy was first used by a man by the name 

of Frobel. Frobel believed that “Play is the Child’s Work.” This is also my personal 

philosophy and the philosophy of all the co-operative preschools. 

Children learn as they manipulate their environment. Play is the fundamental, 

natural, universal activity of children. Play is what children do, what they have 

always done and what they must continue to do. Play is intrinsically motivated for 

personal satisfaction. The child learns through the process of play because of his 

inner drive to explore, experiment and discover. It is the way they orientate 

themselves to their environment. 

There are a number of different forms of play. When looking at the different types, 

you will notice a difference in how the child orients himself in the situation and 

how he will react depends on what he/she is learning. It is one of the great delusions 

of education that what is being taught is what is being learned and that this will 

somehow pay off in money. Let’s look at some different forms of play. 

 Unoccupied Behavior. To an observer, the child does not appear to be playing 

at all but is occupied with watching anything that happens to be of momentary 

interest. 

 Solitary Play. The child plays alone and independently. Interest is centered on 

his/her activity without reference to what others are doing. 

 Onlooker Behavior. The child watches others play, talks to them, asks 

questions and makes suggestions but does not enter into play. 
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 Parallel Play. The child plays with other children and uses similar materials to 

them but not necessarily in the same way. The children are not playing with each 

other. 

 Associative Play. The child plays with other children and shares materials in 

similar activity. 

 Co-operative or Organized Supplementary Play. The child plays in a group 

that is organized for the purpose of making something, attaining a goal, 

dramatizing a situation or playing a formal game. There is a marked sense of 

either belonging or not belonging to the group. 

It is important to understand that these types of play are not stages and that the child 

will select the type of play that meets their needs. 

Preschool provides an environment where children are permitted to explore 

different types of play and materials spontaneously. All the play and materials are 

meaningless without the magic ingredient of other children. The children become 

socialized in their work place. They are learning the rules they will need to survive 

in a very socialized society. They are putting the “human” in human being. The 

E.C.E’s job is to prepare a safe and stimulating environment for them to explore, 

guiding them through until they can function independently in it. The feeling of 

functioning independently with control in an environment builds a very positive 

self-concept. This is what we want for our children. 

This is done at school through learning centers. Learning centers allow the children 

to pursue the learning of a variety of concepts and skills at their own rates. The 

environment is adapted to their stage of development and is success oriented. Each 

task can be pursued according to the individual child’s ability. Because preschool 

reflects the child’s integrated way of learning, the physical space, equipment and 

materials are organized so that children can learn while pursuing activities of 

interest to them. The differing needs of all children can be met when a variety of 

experiences and activities are provided. Each child will have a personalized 

experience. Through first-hand experiences, children accommodate new 

information and assimilate it to their present way of thinking about themselves and 

the world, thereby forming a new way of perceiving reality. Some centers (such as 

sand, water, modeling, music, art, construction, manipulation and dramatic play) 

remain in use throughout the year, but the materials at these centers are changed to 

provide for a variety of learning experiences. 

Although the E.C.E. may not be able to alter the facility, preschool supplies and 

equipment are arranged to provide for individual, small group and large group 

activities. Furniture and equipment are placed to provide a safe and attractive 

environment. Children can move about the space without bothering others. A 

variety of equipment is readily available. Tools, equipment and resources are 

suitable for this age group and the best possible quality. Things that stimulate 

discussion and exploration are included in the environment. 
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2. The Parent’s Role in the Preschool 
Cordova Bay 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. 

Our Constitution (located in the last section of this portfolio) describes our Bylaws and 

Policies. It is important that all members 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 also contained 

here. 

The Monthly General Meeting is held on the second Wednesday of each month and has 

two parts: a parent education portion 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 coffee break divides the two sections and we all try to remember to bring our own 

cup in an effort to avoid using Styrofoam. 

The Parent Education portion takes about one hour. The Community Care Facilities 

Licensing Board requires that we include regular parent education to allow parent helpers 

to assist the E.C.E. in the preschool program. The topics are varied; giving us new 

awareness in the areas of interest that parenting creates. Guest speakers provide 

information and ideas for us to consider and to use whatever fits best for our family, while 

allowing us to develop respect for other family’s points of view. Input into topic ideas in 

encouraged. Our Parent Education Library is always available and new books are added 

each year. 

Business Matters of the preschool are conducted during the second half of the General 

Meeting. The President chairs this portion when members of the Executive report on their 

area of responsibility. All members are given an agenda and are invited to join in the 

discussion, voting and decision making. We hope parents will make a special effort to raise 

issues, which are of concern to them, and to speak out at General Meetings so the Executive 

can ensure that everyone’s opinions are considered. You are expected to attend all General 

Meetings as this is a parent-owned preschool and in order to make informed decisions 

regarding its administration; your voice and vote are needed. 

The Board of Directors (executive) meets monthly before each General Meeting to plan 

the agenda. Executive members can be approached at school, reached by phone or a note 

can be left in their “mailbox.” Please bear in mind that we are all parent/volunteers like 

you. Few of us have had a lot of experience doing this sort of thing and we will need your 

understanding, your help and sometimes your encouragement as we do our jobs. 

Elections for the new Executive are held at the April General Meeting. There are no 

prerequisites to serving on our Executive—in other words, we don’t care if you have never 

served in an Executive in any other organization.  We want people who share a genuine 

interest in the well being of our children.  A list of executive positions and a short list of 

duties in contained in this portfolio. 
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Fundraising is vital to meeting the budget of each school year.  Suggestions for and help 

with events are always appreciated.  With direction form the Fundraising Committee; the 

entire membership participates in events throughout the year.  These events are fun and an 

opportunity to work together for the benefit of our children.  By sharing the workload, we 

can all share in the spirit of cooperation. 

A thorough clean-up of the preschool is done twice each year.  You will be assigned to 

help with this task once during the year and everyone participates in the year-end clean-

up. 

Once a year Standard Evaluation Forms are handed out.  These are written evaluations 

that invite comments on how the school was run during the year and how things might be 

improved.  These forms are reviewed, summarized and then discussed at the next meeting.  

Recommendations and suggestions for change are decided on by the membership as a 

whole. 

If you have a concern at any time, please take it to the E.C.E. or any member of the 

Executive.  Any issue, which cannot be solved through the constitution, is handled with 

discretion by the Personnel Committee, enabling the membership to function smoothly and 

effectively.  Clear communication is essential in the operation of the preschool and the 

bulletin board and website Blogs keep us informed between meetings. 

When you enter the preschool you will be asked to sign a Parent Agreement Form which 

confirms that you understand all aspects of a cooperative preschool and agree to undertake 

the special parent responsibilities involved.  As a member of the Cordova Bay Preschool, 

a minimum commitment of parent helper days, doing your job to the best of your ability, 

and attendance at all General Meetings is expected, but we hope for more.  From time to 

time we will ask for help baking, fundraising 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, but there are many ways to become further involved and all your efforts are 

appreciated. 

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. 

http://www.cordovabaypreschool.org/wordpress/wp-content/uploads/2010/11/VICPA-Parent-Agreement-Form.pdf
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Discussing Children’s Art Work 

Try to get into the habit of discussing the artistic elements of the artwork and the child’s 

feelings about the experience rather than complimenting, judging, describing what you like 

or asking what it is. 

Some ideas to help you: 

* I see you covered the paper today. You must have had fun doing that. 

* You have used lots of shapes in your painting. 

* You used a lot of green in your painting. Is that a color you like? 

* I see three long lines, all different colors. 

* I see small shapes and big shapes. 

* What a colorful picture. 

* You worked hard on this painting today. 

* You spent a lot of time making so many shapes. 

* You must be very proud of this painting. 

* I see you used yellow at the top and green on the sides and lots of blue in the middle. 

* This must have taken you a long time. I can tell you enjoyed doing this. 

 

With collage and sculpture work you can discuss textures, shapes, patterns and space as 

well as color and line. 

* Those squares feel very bumpy. How do the long strips feel? 

* I think you made a pattern like a spider web pattern. 

* That looks slimy, how does it feel?
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3. Parents’ Role on their Participation Day 
The following checklist is based on the 4’s duty schedule; however the 3’s duty 

schedule would be very similar.  

8:50am  INSIDE Clean bathrooms, caddy in far 

right cabinet 

Set out soap/towel tubs 

 

 Bleach/wash 3 snack tables  

 Fill 3 water jugs  

9am  OUTSIDE Unlock shed  

 Carabineers on gate latches  

 Scan yard, initial on clipboard  

 Pylon off play area  

 Pull out toys, set up hand-wash 

picnic table 

 

 Sandbox, uncover  

 Wash hands at picnic table  

9:15 on DUTY 

outside 

Monitor climber & green space 

area 

 

9:45 am Tidy outside area. Transition 

inside, help children in cubby 

area 

 

9:50-10 circle 

time 

Set water jugs on tables, pull out 

placemats 

 

10am – 10:05 Hand washing. Line up, squirt 

hands with soap, and sing ABC 

song. Rinse 2 at a time. 

 

10:05 – 10:20 Enjoy Snack time  

10:20 – 11:20 

free play 

Clean up tables, bleach, wash 

placemats - allow to dry before 

stacking. File dry artwork.  

Monitor children in free play. 

 

11:20 – 11:30 Wash paint brushes, close paint 

pots. Wash paint off easel and 

cover. Empty wash bin 

 

11:30 – 11:35  Help children clean up /put toys 

away. Large blocks and dramatic 

play area. 

 

11:35-11:40 Join for quiet reading time  
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11:40-12 circle 

time 

Re-wash tables with bleach 

solution, put jugs out for lunch, 

pull out placemats 

 

12 – 12:05 Hand washing. Line up, squirt 

hands with soap, sing ABC song. 

Rinse 2 at a time. 

 

12:05-12:30 Assist children and enjoy 

LUNCH 

 

12:30 – 12:45 

circle time 

Clean up tables, bleach, and wash 

placemats. Allow to dry before 

stacking. Wash water jugs in 

warm, soapy water then dry and 

put away. Start sweeping 

 

 

12:45-1:15 Assist in cubby area to transition 

children outside. Duty parent is 

the last out. Help monitor in yard 

until a parent can relieve you. 

 

 Then complete clean-up: 

 sweep floors and vacuum carpet 
 

  Dry placemats returned to 
cabinet 

 

  Dirty laundry in bin  

  Take out garbage, recycling, 
compost, water bucket. Wash 
out buckets if need be. 

 

  Tubs restocked and put away 
(see pictures for placement) 

 

   
 

 When you are on a Participation (Duty) Day 

Punctuality is of prime importance. Please arrive 25 minutes before class begins to 

assist in preparing the classroom and the outside play area. Plan to remain 

afterwards to fully clean up and discuss aspects of the program and your child with 

the E.C.E.. 

Arrange to have other children cared for by a reliable person so you can relax and 

enjoy yourself and your child. Many parents exchange baby-sitting on duty days so 

there is no cost involved. 
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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 and on our website. 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. 

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 behavior 

may change when you are on duty. For instance they 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 E.C.E. 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. 

Note: For legal reasons, at least one Duty Person must stay until all children 

have been picked up. 

 

Bathroom Procedure Policy 
(Note: This applies to all duty persons, male and female.) 

Our preschool policy on bathroom care is that duty persons will willingly assist 

children with clothing and hand washing. Personal body care is the child’s 

responsibility, so practice this at home to assist your child to be independent and 

comfortable in this situation. Duty parents will assist children outside of the 

cubicles only. 

Personal body care will be given only in situations where a child is ill, or under 

other extenuating circumstances, and obviously needs assistance. It is 

recommended that duty persons use rubber gloves which are stored in the first aid 

kit in the E.C.E. cupboard. 

  

 Non-Duty Days 

Dropping Off 

When you are not on duty, please do not bring your child to preschool until 9:15 

A.M. The duty parents need this time to ensure that preschool is set up completely. 

If you arrive early, please feel free to assist with the outside set up until 9:15. 

If anyone else will be picking your child up that day, please let E.C.E. know and 

write it in the daily book on E.C.E.’s cupboard. 
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Picking Up 

Once you arrive at the preschool and have made contact with your child, you, and 

not the duty parents, are then responsible for your child’s safety. Please be sure that 

you are familiar with our safety guidelines, especially those regarding the parking 

lot (see Parking Lot Safety). 

 

 Your Role as Assistant to the Supervisor/E.C.E. 

Assisting the E.C.E. is more than just being at the school on 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 Supervisor/E.C.E. is in charge of the classroom and 

parents take direction from her. If it is not immediately obvious to you where you 

might be useful, the Supervisor/E.C.E. 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 attentiveness. Give each child the respect and 

consideration that you would accord a friend. Be constantly on the alert for 

situations 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 time to gain some insight into each personality. 

Although the children in the group are approximately the same age, they are not all 

at the same stage of development and each may respond to you in a different way. 

If you experience any difficulties with the children, discuss them with the 

Supervisor/E.C.E. when the children have gone. Avoid talking about the children 

in front of them. 

You will see many amusing things but don’t laugh! Children are very sensitive; you 

may laugh with them, but never at them. 

During an organized group activity (i.e. during a story or song) it is the 

Supervisor/E.C.E.’s responsibility to stimulate interest so that the children enjoy 

participating. A child need not join this group unless he wishes. An assisting parent 

should see that he is quietly occupied with something else, even just observing. 

If a child comes to you for assistance, be friendly and help only as much as is 

necessary. Demonstrate how to manipulate and work with materials but not how to 

create. Please do not model art work for the children to copy. Let the child’s 

own ideas and imagination have free rein. Remember it is the process not the 

product that is important to the children. 
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If you have a particular talent or hobby that you would like to share with the 

children, bring it to the classroom too. The Supervisor/E.C.E. welcomes new ideas. 

If you do not understand the reason for some aspect of the program, ask the 

Supervisor/E.C.E. She is always ready to explain or to answer any questions. 

Finally, don’t expect too much. 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. 

 Guidance Policy 

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, others 

and their environment. 

E.C.E.s are expected to be effective role models for parents, providing them with 

ongoing communication and feedback as discipline issues arise. The E.C.E. is 

responsible for the program, the set-up of the classroom and the overall discipline. 

The E.C.E. and parents in co-operative preschools are both expected to: 

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

interaction. Guidance strategies will focus on the child’s behavior rather than the 

child. 

 Provide clear, consistent limits. 

 Use verbal direction and redirection for guidance, stating expectations in a 

positive fashion and allowing the children time to respond. 

 Recognize and encourage positive behaviors in the program. 

 Validate children’s feelings. 

 Encourage children to use adults as a resource when having difficulty. 

 Supervise children at all times. 

Where the parent participant is unsure about this guide, the E.C.E. should be 

consulted. 

Co-operative preschools adhere to the Ministry of Health handbook, Guidance and 

Discipline with Young Children. 
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 Behavior Management Techniques Used in the Classroom 

Like their parents, preschoolers have good and bad days and sometimes go out of 

bounds. We should expect a great deal of “spilling over” of feelings, particularly in 

the early months. Remember that they are here to learn what is acceptable behavior 

and our role is to help them. 

Your voice is one of your most useful teaching tools. Use a tone and words that 

will help the child feel confident and reassured. We do have limits to 

permissiveness. They are necessary not only for the physical safety of the child, but 

for his sense of security. 

There are three basic guidelines we follow for safe play: 

1. Consideration of others. 

2. Safety. 

3. Care of property. 

These are firm rules to be enforced: 

 No hitting or fighting. 

 No throwing sand. 

 No running in the classroom. 

 No leaving the designated outdoor play area. 

At other times an adult must intervene firmly, particularly in situations of: 

 Continued disagreement. 

 Lack of constructive occupations. 

 Excited social play (loud voices, wild dashing about). 

 Interference or destruction on the part of one child towards another. 

The two methods of approaching behavior management we use are: 

1. Accentuate the positive. For example, say, “Walk, John” rather than “Don’t run, 

John”; “Hold on tightly” rather than “Be careful” (too much use of “Be careful” 

makes children afraid to use their bodies); “Thank you for sharing” and “Good 

listening!” 
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2. Establish curbs and limits. See the Classroom Rules Chart on the wall for 

guidance and use terms like, “I can’t let you jump from the chair” or “I can’t let 

you run inside.” 

There are three steps to effectively channel behavior or provide an alternative: 

1. Suggest a child try another area, “It’s time for you to choose another activity 

now.” 

2. Limit the choice to two quieter activities, playdough or books. 

3. Let the child try the original activity fairly soon, and physically stay nearby to 

help them settle in successfully. 

The Supervisor/E.C.E. is nearby if you feel a situation is getting out of hand or if 

you feel uncomfortable in any situation. 

 

 Caregivers Information Sheet 

Please pass this information to all caregivers (fathers, baby-sitters, nannies, 

relatives or friends) who transport your children to and from school. This will keep 

your children safe and our preschool running smoothly. 

 Parking Lot Safety. Please park cars in parking spaces, well away from the 

school entrance and exit to leave a clear open space in which children can be 

seen easily as they move in and out. 

 Enter and Exit preschool with your child rather than having your child run 

ahead. If you are involved in discussion in the parking lot, see that your child is 

seated safely in the car with the doors closed. 

 Opening Time for Preschool is 9:15 a.m. Please do not bring children earlier 

in order to give the E.C.E. and Parent Assistants time to set up the classroom 

and to be ready to greet your child and settle them in for the morning. Please 

help us get off to a good start for the day. Duty Parents are reminded to be on 

time—9:00 A.M. at the latest. 

 Insufficient Parent Help. An emergency situation may arise where we cannot 

find the required two parents to do duty. Caregivers will be required to wait at 

the preschool with the child until two parents have agreed to do duty or the 

decision is made for the preschool to be closed for the day. You may choose to 

take the child home immediately. 

 Assisting Children to Locate Artwork, Lunch Kits and Clothing. The 

children always bring lunch kits and sometimes jackets. They also have the 

opportunity to do painting, gluing and drawing artwork every preschool day. If 
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they have spent time on an activity like this, it is very important to them that it 

goes home for their families to see and enjoy. Please assist children to locate 

their artwork (always check the name on it carefully), lunch kits and clothing 

before going home each day. The consistency of this routine is very valuable for 

your child.
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4. General Information for Parents 
 Attendance 

3-year-old classes AM         Tuesday and Thursday  9:00am – 12:00pm 

3-year-old classes PM          Tuesday and Thursday  12:30 - 3:30pm  

4-year-old classes Monday, Wednesday, Friday  9:15am – 1:15pm 

Our preschool is closed for all elementary school holidays, plus one day before and 

after Christmas and spring vacations, and one week prior to summer holidays for 

cleanup. 

Shorter program and gradual intake of children will take place during the month of 

September.  This facilitates the gradual transition form home to preschool.  You 

will be notified of your starting date and time through the mail and at the September 

General Meeting. 

Remember that children have a limited concept of time so avoid too much talk of 

preschool until very close to the starting date, then casually mention that it will 

begin soon.  Don’t oversell! 

 

Fees 

Details for payment deadlines are as follows: 

1. Registration fee to the VICPA is to be paid when the application for enrolment 

has been accepted and is Not Refundable. 

2. September fees are paid at the June General Meeting. 

3. June fees (for the following spring) are also paid at the June General Meeting. 

4. Eight (8) post-dated cheques, dated October through May, are given to the 

Treasurer at the September General Meeting. 

5. See the Fees section on our website for the current fees. 

 

Clothing 

Please dress your child in comfortable play clothes that you won’t mind if they get 

dirty!  Please send a spare set of clothing, including sock and underwear, in a plastic 

bag to be kept at the school.  In wet days when your child comes in boots, please 

remember to send indoor footwear as well.  Put their name in their boots. 

http://www.cordovabaypreschool.org/information-for-parents/fees/
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Illness 

If your child is not well and you are debating whether to send them to school, ask 

yourself: 

1. “Is my child well enough to participate in the full program, including outdoor 

play?” 

2. “If this was a playmate, would I want my child playing with him/her?” 

(Contagion factor) 

 

Communicable diseases (Chicken pox, mumps, measles, etc.) 

For your reference “A Quick Guide to Common Childhood Diseases” by the British 

Columbia Ministry of Health and Ministry Responsible for Seniors, Reprinted July 

2000, is included in the back of this section of the Parent Portfolio. 

If your child contracts a communicable disease at any time during the school year, 

please notify the E.C.E. immediately so that other class members can be informed 

about the possibility of exposure, symptoms to look for, etc. 

 If your child has been exposed to someone with a communicable disease, please 

notify the E.C.E. and a mutual decision will be made regarding the advisability of 

your child attending preschool during the incubation period. 

Health Records 

The following checklist is provided to assist you in reviewing the immunization 

status of your child prior to enrolling in a member school of the VICPA. We 

recommend that your child be fully protected, in turn protecting the children with 

whom your child will come in contact. 

As it is not unusual to have mothers participating in the school program throughout 

a pregnancy, we urge you to be especially conscientious about having your child 

immunized for Rubella, unless medical conditions make this impossible. Your co-

operation in this regard is greatly appreciated. 

We also recommend that parents participating regularly in our preschools have their 

immunizations up-dated, so they are fully protected as well as their children. Your 

local public health office will advise you regarding your immunization needs. It is 

recommended to up-date your immunizations every 10 years. 

A TB test is compulsory for all parents participating in preschool programs. (If the 

Local Medical Health Officer in Your community does not require a TB test then 

disregard this item.) 
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Recommended Basic Immunization Schedule for Infants and Preschool Children 

prepared by the Capital Regional District Community Health Service: 

Basic Immunization Schedule 

 2 mo. 4 mo. 6 mo. 12 

mos. 

18 

mos. 

1 4-

6yr 

Diphtheria            

Pertussis            

Tetanus            

Poliomyelitis           

Measles        

Mumps        

Rubella        

 

Haemophilus Influenza Type B Vaccine is available to children 24-60 months of 

age. The vaccines are offered to children in day care centers, as they are believed 

to be at increased risk of exposure to the disease. 

Food allergies 

A list of names of the children and the food items they must not have is posted at 

the school. 

 

 

 

Snacks 

Each child is to bring a small nutritious snack and a cup in a lunch box or backpack. 

Please, no peanut butter, peanuts or nuts due to allergy or potential allergy concerns.   
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Our policy is to serve only water to drink at preschool. We will serve filtered water, 

or, if your child prefers, you may send along your own water. 

Planning your preschooler’s snacks is as important as planning their meals. Most 

young children are grazers, meaning they eat several times throughout the day but 

may not eat a large amount all at once. Therefore, meals and snacks provide 

excellent opportunities for providing children with the nutritious food their growing 

bodies need.  

Selections made from the food groups of the Canada Food Guide will contribute to 

the child’s daily nutrient intake as well as provide energy. Please help us encourage 

healthy snack habits for your children by sending small healthy snacks to preschool. 

 

Some Snack Combination Ideas: 

 Soft cheese on celery. 

 Dried fruits. 

 Fresh fruit slices with a yogurt dip. 

 Sliced hard-boiled eggs with vegetable sticks and dip. 

 Graham crackers and cheese cubes. 

 Mini pancakes with fresh fruit pieces. 

 Little sandwiches with a favorite filling cut into fingers. 

 Mini muffins and fresh fruit. 

 Unsweetened cereals such as shreddies and cheerios with banana and apple 

chips. 

 Mini bagels sliced and spread with soft cheese. 

 

 

 

Please DO NOT SEND: 

 Any nuts, peanuts, peanut butter and or peanut products. 

 Foods with high sugar or high salt content. 
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 Yogurt in a tube (very messy). 

 Popcorn. 

 Marshmallows. 

 Fruit roll-ups. 

 Chewy fruit shapes. 

 Chocolate bars and/or chocolate covered granola bars. 

 Candy. 

 Potato or taco chips. 

 Cakes, cupcakes, donuts, etc. 

Please also be careful about anything that is the right size to become stuck in a 

child’s throat (i.e. grapes, wieners, and cherry tomatoes). Snack time is a very social 

time and the children are easily distracted from concentrating on eating. These 

items should be cut up into smaller pieces to reduce the potential for trouble. 

 

Birthdays 

Parents are welcome to bring a birthday treat to share at snack time. The healthy 

snack guidelines can be relaxed! Please arrange ahead of time with the E.C.E. to be 

sure that it’s a good day for a treat. You must also check with the parents of children 

with food allergies regarding the ingredients so that all children may share the same 

treat. 

Toys to School 

It is generally recommended that “home toys" stay home. Some children have such 

difficulty leaving their parents that it is helpful to them if you stay for a bit or allow 

them to bring a special comforting toy (such as a stuffed animal) from home. Please 

talk to the E.C.E. if you feel your child may need some help feeling comfortable. 

 

 Use of Bicycle Helmets Policy 

There are no government requirements regarding the use of helmets in a preschool 

setting.  Our preschool policy on use of bicycle helmets for outdoor play is that 

children are required to wear helmets when riding on the tricycles.  Parents are 

encouraged to bring the child’s own helmet from home.  Some helmets are 

available at the preschool for those children who arrive at school without a 
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helmet.  The ECE and duty parents will assist the children to put on the helmets, 

but parents are encouraged to teach children to manage all dressing independently 

as soon as possible. 

 

 Orientation Requirements 

One or both parents or another designated person (i.e. nanny, grandparent) who will 

be assisting the E.C.E. in the classroom as the “Duty or Sharing Person” must 

participate in an orientation or training program for that role which, with an 

observation of the preschool, totals 10.5 hours. This is a requirement of our 

government licensing board and ensures that all parents understand the philosophy 

behind the preschool program and how to function within it for the benefit of their 

own child and those of other members. As a result of this educational process co-

operative preschools are known for the high standards they maintain in regard to 

safety and quality of their children’s programs. 

New Parent’s Night is an evening designed to introduce parents to the Cordova Bay 

Preschool by providing an overview of the program, the administration and the 

development of three and four year old children. All parent orientation is intended 

to aid in your transition as a member of the preschool. The information given to the 

E.C.E. on the enrolment form and/or during parent-teacher interviews is to enable 

your child to have an easy transition as well. Such information is confidential unless 

otherwise specified. 

New parents starting in September will attend:   

 June General Meeting      2 hours 

 September Workshop      2 hours 

 September General Meeting     2 hours 

The Orientation Officer will keep track of the number of hours you have completed. 

Please help her by signing in each time. 

 

 Expressing Yourself in a Meeting 

The monthly General Meeting is held on the second Wednesday of each month at 

8:00 P.M. Please inform the President ahead of time if you wish to be on the agenda. 

 Please be on time. 

 Pay attention and refrain from talking to your neighbor. 

 Address all remarks to the Chair, not the person across the room. 
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 When you have an opinion or feeling, state it honestly and clearly. You probably 

aren’t the only one to feel this way. 

 Try not to repeat points that have already been made, instead make motions. 

 Be first to speak to a motion you have just made. 

 Seconding a motion does not mean you agree with it, just that you would like to 

have it discussed. 

 Discuss only the pending question. Try not to introduce other topics. 

 Ask pertinent questions and know for what you are voting. 

 Participate actively. Do not wait to be asked for your opinion. 

 

 The Personnel Committee 

Each class has a Personnel Representative (see the current job list for this year’s 

representatives). These are the people who phone to remind you of upcoming events 

or to pass on notice of communicable disease, etc. 

As the Personnel Representatives, these individuals are also available to anyone in 

the class who has a concern they would like addressed. Please feel free to approach 

your Personnel Representative with questions or concerns. If the Representative 

cannot help you to sort out the problem, they will contact the appropriate Executive 

member. If need be, the Executive as a 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 satisfactorily 

resolved. 

 

  

Job Descriptions 

Each family is responsible for a job within our preschool.  Executive positions are 

normally filled at the April General Meeting with vacancies filled by September.  

Serving on the Executive is considered a job in itself.  Sign-up for the remaining 

jobs takes place at the June General Meeting.   

Each job is described on our website under the Information for Parents section. 

In most cases you do not become responsible for your job until September.  Time 

will be spent at the September General Meeting to make you more familiar with the 

job you have chosen. 
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We ask that you carefully consider your individual interests and talents as you 

rank the jobs listed.  We have tried to make the time required to do each job as 

equal as possible.  Working together helps our preschool function smoothly, and 

makes it a true co-operative. 

 

Word Picture of a Three Year Old 

Social-Emotional Development 

 Needs security of small group. 

 Still needs adult as parent substitute. 

 Often needs comforting or reassurance. 

 Wants to be loved, accepted by significant adults and peers. 

 Prefers simple dramatic play with “good friends.” 

 Animal play, housekeeping play, fantasy play common. 

 Is a “me too-er”—likes what others are doing. 

 Tends to parallel or associative play. 

 Has difficulty playing in groups of more than two or three. 

 Fascinated by co-operative play of “big kids,” but has not yet social skills to 

take part. 

 Often blackmails friends—”I won’t be your friend if...” 

 Likes to “help”—washing tables, dishes, etc. 

 Seeks, responds to praise, recognition—”Look what I did!” 

 Want what they want when they want it. 

 Only beginning to become aware of social skills. 

 Hit, grab, kick, and bite for what they want. 

 Has difficulty waiting for turn (toys, talking, circle games). 

 May cry, have tantrums if things don’t go their way. 
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Mental Development 

 Words understood much higher than actual vocabulary. 

 Practice words (between three and four big spurts in language development). 

 Likes to chat informally with friends, adults. 

 Learning to “count” (mixing numbers frequently). 

 Often recognizes own name, some letters. 

 Conscious of own name, age, sex (I’m Matthew, I’m three, I’m a boy / I’m 

Susan, I’m three, I’m a girl). 

 Sometimes begins sentences with “You know what?” or “Guess what!” 

 Likes to talk about self, home, family, and pets. 

 Attention shifts frequently, needs variety of choices. 

 Enjoys no-product activities (water play, sand, finger painting, playdough). 

 Beginning to construct things (gluing, stapling, and scotch taping). 

 Sometimes name their products. 

 Likes to be read to—alone or in small, intimate groups. 

 Prefers simple themes, illustrations synchronized with text, nursery rhymes. 

 Enjoys looking at book—”reading the pictures.” 

 Learns through concrete experiences—finds out with hands, nose, mouth, as 

well as ears. 

 

Motor Development 

 Practices simple skills—climbing, going down slide, hammering. 

 Are seemingly tireless in repetition of activities that interest them. 

 Have a compulsion to move and explore. 

 Needs to be mobile, finds it difficult to sit still too long. 
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 Likes to “dance”—hop, jump, move about freely to music. 

 Beginning simple construction with blocks. 

 Likes to transport blocks, etc.—dump out. 

 Can manage some uncomplicated puzzles, construction sets, lego, etc. 

 Learning to handle tools—hammers, scissors, and shovels. 

 Likes to use, but needs some help with some materials (stuck staplers). 

 Needs a preponderance of large muscle activities. 

 Still unsure of balance—equilibrium. 

 Do not yet realize consequence of actions where others are concerned. 

 Needs help in routines (transitions, toileting, putting things away, etc.). 

 

 Word Picture of a Four Year Old 

Social-Emotional Development 

 Highly imaginative. 

 Energetic, participates enthusiastically. 

 Can be domineering, bossy, and boastful. 

 Highly emotional, strong loves, strong hates, will sometimes fight for what 

they want. 

 Loyalties shift frequently. 

 Co-operative play (with two or three). 

 Adores new things (people, places, things, and activities). 

 Tremendously self-confident. 

 Can be assertive, shows off, cocky, noisy. 

 Terrific humor, nonsense-loving, silly. 

 Loves to make up stories, sometimes as alibi. 
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 Covers up unsureness with swagger and bravado. 

 Loves a lot of things, hates a lot of things. 

 Cannot yet pose own limits, often likes to have clear limits set. 

 Can still be over-stimulated, excitable, go out of bounds. 

 Better in small groups than in large group. 

 Very definite on what they want and often insist on it. 

 Very loving and affectionate. 

 Wild and wonderful. 

 

Mental Development 

 Idea-person. 

 Likes a variety of materials. 

 Accepts changes with preparation. 

 A fabricator—confuses fact and fancy. 

 Beginning concepts of life and death. 

 Discovers forms while using materials. 

 Produces recognizable forms—constructive. 

 Slap-dash experimentation. 

 Dynamic intellectual drives. 

 Begins to generalize (not always correctly). 

 Understands simple reason for things. 

 Age conscious and birthday conscious. 

 Recognizes today, tomorrow. 

 Can do two things at once. 

 Has concept of three but names more. 
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 Judges which of two are bigger. 

 Dramatic in play—uses simple props. 

 Attention span of 8-12 minutes. 

 Greets people with “Hey” or “You know what?” 

 Calls people names. 

 Argumentative. 

 Enjoys silly words, rhymed without meaning. 

 Uses “bathroom” words, even swears. 

 Able to talk to solve conflicts. 

 Comments, criticizes, compares. 

 Vocabulary about 1,500 words average. 

 Tells tall tales. 

 

Motor Development 

 Beginning sureness and control in finger-hand activities. 

 A longer, leaner body-build. 

 Vigorous, dynamic. 

 A “workman”—builds, drives, pilots. 

 Accurate, but rash in body movements. 

 Can jump about own height, land upright. 

 Acrobatic. 

 Throws large balls, kicks with some accuracy. 

 Dresses self except for back button, ties. 

 Can’t set limits—active until exhausted. 
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Word Picture of a Five Year Old 

Social-Emotional Development 

 Becoming poised, self-confident. 

 Copies adult behavior, acts grown-up. 

 Aware of rules, defines them for others. 

 Plays in groups of two to five children. 

 Beginning to enjoy group play, circle games. 

 Generally less combative, more controllable than at four. 

 Conscious of sex differences of playmates, sex play. 

 Sensitive to ridicule. 

 Harbors wounded feelings. 

 Likes companionship with adults. 

 Persistent, patterned. 

 HAS to be right. 

 Talks about home, possessions, reveals family secrets. 

 A visiting age—sociable. 

 Accepts and respects authority, will ask permission. 

 Growing competitiveness. 

 May get high, wide, wild, but can also play quietly, concentrating on small 

details. 

 Silly, giggling. 

 Enjoys pointless riddles and jokes. 

 

Mental Development 

 Curious about everything. 
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 Seeks information on how, why (post office, grocery worker). 

 Ready for short trips into the community. 

 Most know name and address. 

 Talks to get ideas clear. 

 Still self-centered thinking. 

 Beginning of self-criticism. 

 Likes to display his new knowledge and skills. 

 Uses big words. 

 Vocabulary about 2,200 words average. 

 Likes to be busy making “something” industrious. 

 Often makes a plan before starting project. 

 Attention span of 12 to 28 minutes, depending on interest. 

 Can carry over play interest for more than one day. 

 Defines familiar objects in terms of their use (broom—sweep). 

 Dramatizes house-play on realistic level. 

 Enjoys making up songs, dictating own stories. 

 Uses complete sentences readily. 

 Counts ten objects (and more). 

 Assertive in use of language. 

 

Motor Development 

 Enjoys activities requiring hand and finger skills. 

 Draws a recognizable person. 

 Learning how to tie a shoe. 

 Skilled and accurate with simple tools. 
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 Can sit still for brief periods—or longer, depending on interest. 

 Enjoys jumping, running. 

 Adult-like postures in throwing and catching a ball. 

 Surging physical drives. 

 Likes dancing, rhythmic, graceful. 

 Sometimes roughhouses, fights. 
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5. Health and Safety 
 Safety Information 

A copy of the Emergency Evacuation Plan for the preschool premises is located 

at the end of this section of the Parent Portfolio. 

Fire 

The Fire Department inspects the premises each year. We never put any paper near 

our hot air vents. We have three exists. Fire extinguishers are kept beside the south-

east exit of the classroom, the door to the kitchen, in the kitchen next to the fridge 

and on the wall outside the men’s washroom. Examine them until you are 

comfortable about using them if it ever became necessary. 

In Case of Fire 

 One Duty Parent checks both bathrooms, large hall and kitchen for children. 

 The other Duty Parent (or 2nd E.C.E.) moves the children quietly towards the 

door. When all the children are gathered by the door, the Duty Parent then leads 

them to the outside equipment shed. 

 E.C.E. collects the roll book and makes a final check of the classroom. 

 

In Case of Injury 

 Apply immediate First Aid. 

 If necessary, call 911 for an ambulance. 

 Check the Vital Information sheet posted above the telephone for family phone 

numbers. 

 Phone the parent or if no contact is made, phone the emergency contact person. 

 Phone an E.C.E. Substitute (list in the E.C.E.’s cupboard and file cabinet). 

 E.C.E. will accompany the child to hospital if necessary. 
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 Earthquake Preparedness: 

Caution: Most injuries and fatalities are due to aftershocks of equal or greater 

magnitude! 

Our preschool has taken a number of precautions to prepare for your child’s safety 

in the event of an earthquake or other emergencies. 

1. Backpacks containing a first-aid kit, gloves, medical and emergency 

information are kept in packs by the exit doors for quick and easy access. 

2. All windows are covered with Mylar – a surface that prevents glass from 

shattering into the classroom. 

3. We have an earthquake kit, which is checked by the equipment person, stored 

in the shed with emergency supplies. 

4. A supply of warm sweaters is also stored in the shed. 

5. We do emergency evacuation drills. 

6. We own an Earthquake Preparedness Video (in the Parent Education Library). 

7. During, and following an earthquake procedures have been identified.  Details 

of earthquake procedures are posted by both exits in folders. 

8. There is a pry bar in the bottom drawer under the parent mailboxes in case there 

is difficulty getting out of the classroom. 

9. Electrical Shut Off – switch off the main breaker in the breaker box just inside 

the front door of the church (yellow cupboard). 

10. Water Shut Off – there is a concrete box in the ground, to the left of the brown 

church sign near Cordova Bay Road.  Use a pry bar (one in bottom drawer in 

classroom, one in shed) to remove the lid.  Shut off tap inside. 

 

 What To Do If An Earthquake Occurs: 

If inside, STAY THERE. 

1. Adults gather children nearest to you and take cover under tables. 

2. Cover back of head and neck – Drop, cover and hold”. 

3. If in the bathroom - take cover under the counter (NOT in doorway as door 

may swing and injure children). 
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4. If in the kitchen, get out.  Kitchens are the most dangerous place. 

5. Cover back of head and neck. 

6. Count to 60. 

7. Head to safest EXIT: first choice is Sutcliffe Road exit (south-east door from 

classroom). 

8. Account for all children. 

9. If possible, one adult collects the children’s coats and second backpack. 

10. Take backpack and tents. 

11. Exit to designated meeting spot – Sutcliffe Road side of church on the grass.  

(Meeting places must be away from power lines or tall trees, building walls 

that could collapse (1 ½ times the height of building wall).  The ground could 

be charged with a lethal amount of electricity 30 feet around a live wire.) 

 

If Outside, STAY THERE: 

1. Adult call children together to gather under climber. 

2. Cover back of head and neck. 

3. Count to 60. 

4. Account for all children. 

5. Lead children to designated meeting area - Sutcliffe Road side of church on 

the grass. 

 

Once outside: 

1. Put shelters up at A-frame structure in front of church, Cordova Bay Road 

side. 

2. Attend to the injured. 

3. Place identification/information tags on the children. 

4. Keep children warm and comforted. 

5. Retrieve extra emergency supplies from the shed. 
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6. Set up emergency toilets. 

7. Turn on radio for information. 

8. When releasing children – record all information on “child Release Sheet”. 

9. Emergency contact number and alternative meeting place: 

Sharon and Peter Darroch      (250) 658-1768 

985 Sutcliffe Road    (cartoon characters on fence) 

 
Insurance 

The preschool’s insurance policy, through the Vancouver Island Cooperative 

Preschool Association, covers the following:  

 Property and contents; 

 Liability (if a preschool member is negligent); 

 E.C.E. and enrolled children are insured for injury; 

 Parents, siblings, caregivers, and volunteers are not insured. 

  

Parking Lot Safety 

Please park cars well away from the school entrance and exit to leave a clear open 

space in which children can be easily seen as they move in and out. 

Enter and exit with your child rather than having your child run ahead. If you are 

involved in discussion in the parking lot, see that your child is seated safely in the 

car with the doors closed. 

 

Field Trip Information 

All parents driving for school excursions are responsible for ensuring their cars are 

in good repair and meet Provincial Motor Vehicle requirements (i.e. seat belts), and 

are recommended to carry a minimum of $2,000,000 ($2 million) liability 

insurance. 

Parents must make sure that children are properly seated in rear seats only, and that 

seat belts or child restraints are used, properly adjusted, and with only one child per 

seat belt. 
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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 a 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 suitable for a larger 

group or younger children. Siblings attendance will be at the discretion of the field 

trip person and the ECE. 

 

 Prevention of Illness 

Please use the following guidelines to help us prevent the spread of illness in our 

preschool. Please keep your child at home for the following conditions: 

 Pain—any complaints of unexplained or undiagnosed pain. 

 An acute cold with fever, coughing and sore throat. 

 Difficulty in breathing—wheezing or persistent cough. 

 Fever (100oF or 38.3oC) accompanied by general symptoms may be an early 

sign of illness. 

 Sore throat or trouble swallowing. 

 Infected skin or eyes or an undiagnosed rash. 

 Headache and stiff neck. 

 Unexplained diarrhea—combined with nausea, vomiting or abdominal cramps. 

 Nausea and vomiting—may be an early sign of illness. 

 Severe itching of body or scalp. 

 Children with known or suspected communicable diseases. 

 If you feel your child is not well enough to take part in the full program (outdoor 

program also). 
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 First Aid Information 

Choking—Precautions 

 Cut food into small pieces and chew slowly and thoroughly. 

 Avoid talking and laughing while chewing and swallowing. 

 Do not permit children to walk, run or play while eating. 

 Keep small foreign objects (i.e. marbles, beads, thumbtacks, etc.) away from 

toddlers and infants. 

 Do not leave unconscious patients on their back. The tongue can fall back into 

the pharynx and obstruct the air passage. 

 

Choking Victim—Conscious 

 As long as patient can cough, forcefully and adequate air exchange is taking 

place, do not interfere with the patient’s attempts to clear their own airway. 

 

Otherwise 

 Rescuer asks victim “Can you speak?” Reassure victim and call for help. 

 Have victim remain standing or sitting in a chair. 

 Stand or kneel (whatever the case may be as victim may be adult or child). 

 Grasp one fist with your other hand and place thumb-side in. 

 Press fist into abdomen (above umbilicus and below ribs in a position so 

as not to crush any ribs) with upward and inward thrust of increasing 

force. 

 Continue to deliver abdominal thrusts until foreign body is expelled or 

passed. Act quickly. 

 Unless complete airway obstruction is soon relieved, unconsciousness and 

death will rapidly follow. 
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Injury to the Eye—Sand 

 Remove excess sand on face and eyes with a dry cloth or Kleenex. Both eyes 

closed. 

 Run a gentle stream of water over opened eye from inner to outer direction for 

a few minutes. 

 If the eye is still irritated after cleansing, take the child to an Emergency 

Department or Treatment Center. 

 

Blunt Injury or Perforating Injury 

This could be a thrown ball, a finger in the eye or a stick in the eye. 

 If an object is in the eye do not pull it out. 

 Take the child to the Emergency Department immediately. 

 Apply a cool compress to the eye which has received the blunt injury. 

 Apply light pressure, with a clean cloth, to an eye which is bleeding. 

 

Sprains 

Usually caused by wrenching or twisting. 

 Watch for rapid swelling and pain upon joint movement. 

 Elevate and rest affected part. 

 Apply cold compress or ice bag intermittently for 20 minutes per hour. 

 Apply mild heat after 36 hours. 

 

Contusions 

An injury to soft tissue produced by a blunt force, blow, kick or fall. 

 Watch for swelling, pain and discoloration. 

 Elevate the affected part. 
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 Apply cold compress to reduce swelling. 

 Apply tensor bandage to reduce swelling and support injury. 

 After six hours heat may be applied. 

 

Strains 

An injury to muscles or tendons. 

 Treatment same as Contusions. 

 

Fractures 

A break in the bone. 

 Support affected area in a sling or splint. 

 Elevate. 

 Apply ice pack. 

 Do not give child food or drink in case fracture requires surgical repair. 

 A good idea for an ice pack that is reusable is a packet of frozen peas. Mark 

clearly and leave in your freezer. 

 

Head Injuries—Concussion 

Signs to watch for: 

 Vomiting (especially if violent or repeated). 

 Severe headaches especially if it gets worse. 

 Unusually sleepy, unable to awaken easily (wake every two hours the first night 

following an injury). 

 Dizziness, especially on changing positions. 

 Irritability and restlessness. 

 Blood or clear fluid dripping from ear or nose. 
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 Stiff neck or definite weakness in arm or leg. 

 Convulsions (jerking movement of arms or legs). 

 Call your doctor or call the Emergency Department if any of these occur after a 

head injury. 

 Some symptoms may occur up to weeks or months after the injury. 

 

Abrasions 

 Cleanse the wound, removing all particles of dirt (to prevent infection). 

 Apply an antibiotic ointment and dry dressing. 

 Redress daily until healed. 

 See your family doctor if you suspect infection. 

 

Cuts (Lacerations) 

 Apply direct pressure to cut with clean, dry, cloth. 

 Once bleeding slows or stops, cleanse with hydrogen peroxide. 

 Go to Emergency Department or Treatment Center if cut requires stitches. 

 

Basic Wound Care (Cuts, Abrasions, Burns) 

 Keep dressing clean and dry. 

 Elevate the wound—relieves soreness and speeds healing. 

 Despite great care, any wound can infect. If wound becomes red, swollen, shows 

pus, or red streaks or feels sorer as days go by report to a doctor. 
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Managing a Child Having a Convulsive Seizure 

A convulsion is involuntary contractions of muscles resulting from abnormal 

cerebral stimulation. 

 Ensure an adequate airway by placing child on his/her side during a convulsion 

(if possible) to allow drainage of mucus and saliva. 

 Protect the head with a pad to prevent head injury. Remove pillow if in bed. 

Loosen constrictive clothing. 

 When jaws are clenched in spasm do not attempt to pry open to insert a mouth 

gag. If aura (warning) precedes seizure, insert a folded handkerchief between 

the teeth to reduce possibility of biting his/her tongue and cheek. 

 Reorient the child to his/her environment when he/she awakens. 

 Provide privacy and protect child from curious onlookers if possible. 

 Remember any child who has a seizure needs to be seen by a doctor. 

 

Stings 

Bees and wasp stings are the most common. In sensitive persons their toxins can 

cause shock. Immediate emergency care is needed. 

 Cleanse the wound. 

 In the case of a bee sting, remove the stinger. 

 Apply an ice pack. 

 Apply calamine or caladryl, or baking soda paste. 

 Watch for signs of shock. 

 

Shock—Anaphylactic 

 A systemic allergic reaction. Usual causes are penicillin reactions or responses 

to insect venom (i.e. bee sting). Usually an immediate onset but may be delayed 

10-30 minutes. 

Signs and Symptoms 

 Sudden anxiety, restlessness, feeling of doom. 
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 Intense itching, especially of feet or hands. 

 Pounding headache. 

 Coughing and difficulty breathing. 

 Nausea, abdominal cramps, and even involuntary defecation, urine 

incontinence. 

 Seizures. 

 Flushing of skin. 

 Change in voice or loss of voice due to swelling of larynx. 

 Feeling of faintness due to low blood pressure. 

Treatment 

 Requires immediate medical attention. 

 Call 911 and give antihistamine if indicated or available. 

 Loosen restrictive clothing. 

 Lie child on back with feet and legs elevated (no pillow under head). 

 Do not give any food or fluid. 

 Maintain airway. 

 If child stops breathing begin CPR 

 

Signs and Symptoms of Minor Shock 

 Skin pale, may be clammy. 

 Weak pulse. 

 Feeling faint. 

Treatment 

 Lie child on back with feet and legs elevated. 

 Loosen restrictive clothing. 
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 Cover with blanket if child is cold. 

 Once child is feeling better, lower legs then slowly have him/her sit up. 

 Give some water to drink once child feels better. 
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6. Constitution & Bylaws of Cordova Bay Preschool 
 
 

Constitution 

 

1. The name of the society is Cordova Bay Preschool. 

2. The objects of the society are: 

a. To operate a non-profit organization on a co-operative 

basis for the education of preschool aged children. 

b. To give preschool aged children guidance in group 

participation. 

c. To provide a transition for preschool aged children from 

home to school. 

d. To assist preschool aged children to develop manual 

skills and to develop socially, emotionally and 

intellectually. 

e. To promote active participation by the parents in the 

organization and operation of the society. 

f. To help parents toward a better understanding of their 

children. 

g. To provide a meeting of parents and teachers 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. 

4. In the event that the Preschool ceases operation, all assets of the 

Preschool, after the discharge of all debts and obligations, shall be 

transferred to the Vancouver Island Cooperative Preschool Association, 

to be disposed of as the Association sees fit.  This clause is unalterable. 
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Bylaws 

 

 

Part 1 — Interpretation  

1 (1) In these bylaws, unless the context otherwise requires: 

 “directors" means the directors (i.e. executive members) of the Preschool for 

the time being; 

 “E.C.E” means Early Childhood Educator;  

 “ordinary resolution” means a resolution passed in a general meeting by a 

simple majority of the votes cast in person by the members; 

 “parent” means parent or guardian; 

 "Preschool” means the Cordova Bay Preschool;  

 "registered address" of a member means the member's address as recorded in 

the register of members; 

 "Society Act" means the Society Act of British Columbia from time to time in 

force and all amendments to it; 

 “special resolution” means a resolution passed in a general meeting by a 

majority of not less than 75% of the votes cast in person by the members; not 

less than 14 days notice must be given, specifying the resolution and the 

intention to propose it as a special resolution; 

 “V.I.C.P.A” means Vancouver Island Cooperative Preschool Association.   

 (2) The definitions in the Society Act on the date these bylaws become effective apply 

to these bylaws. 

2 Words importing the singular include the plural and vice versa, and words importing a 

female person include a male person, and vice versa, and a corporation. 

 

Part 2 — Membership 

3 The members of the Preschool are the applicants for incorporation of the Preschool, 

and those persons who subsequently become members, in accordance with these 

bylaws and, in either case, have not ceased to be members.   

4 Any family with a Preschool-aged child, may apply to the directors for a family 

membership.  Upon acceptance by the directors, which includes the approval for 

enrolment in the Preschool of the Preschool-aged child, the family membership will 

commence simultaneously with the commencement of the child’s enrolment.  
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5 There is only one vote per family membership, which can only be exercised by an 

adult family member.  Voting Membership is also extended to any Director 

finishing a term of office. 

6 A member in good standing is one who upholds the constitution, complies with the 

bylaws, policies and procedures, and rules and regulations of the Preschool. 

7 There is an annual registration fee for a family membership, that includes 

membership in the VICPA, and that is determined by the directors and passed at a 

general meeting of the Preschool. 

8 There are monthly tuition fees for a family membership that are determined by the 

directors and passed at a general meeting of the Preschool. 

9 A family membership ceases: 

 (a) by delivering a resignation in writing to the Enrolment & Orientation Director 

or President of the Preschool or by mailing or delivering it to the address of the 

Preschool, 30 days in advance of the withdrawal, or one (1) month’s fees shall 

be paid in lieu of notice.  Upon withdrawal, all property of the Preschool shall 

be returned to the Preschool. 

 (b) on being expelled;                                                                                                              

A notice stating the reason or reasons for the proposed expulsion shall be sent 

by the Secretary prior to the said expulsion and the member in question shall 

have the opportunity to appeal to the directors at their next meeting. 

 (c) on having been a member not in good standing for 3 consecutive months; 

 (d) when the family no longer has a child enrolled in the Preschool; 

 (e) when the directors require the withdrawal of a child, on the advice of the 

E.C.E., when that child constitutes a serious management problem. 

10 (1) A member may be expelled by a resolution of the directors passed at a 

director’s meeting. 

 (2) The notice of the meeting of directors at which a resolution of the directors for 

expulsion of a member is to be voted on, must be given to the member prior to the 

meeting, accompanied by a brief statement of the reasons for the proposed 

expulsion. 

 (3) The person who is the subject of the proposed resolution for expulsion must be 

given an opportunity to be heard at the director’s meeting before the resolution is 

put to a vote. 
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Part 3 — Meetings of Members 

11 General meetings shall be held four times a year between September to June 

inclusive, at a time decided by the directors. 

12 (1) Notice of a general meeting must specify the place, day and hour of the 

meeting, and, in case of special business, the general nature of that business. 

 (2) The accidental omission to give notice of a meeting to, or the non-receipt of a 

notice by, any of the members entitled to receive notice does not invalidate 

proceedings at that meeting. 

13 The directors will designate a meeting as the Annual General Meeting. The Annual 

General Meeting shall; receive the annual reports of the outgoing directors, the 

year’s financial reports, review the E.C.E.’s contract, the proposed budget, review 

school fees, elect the next year’s directors, and vote on constitutional revision. The 

meeting will then be adjourned and non-returning parents excused.  The new 

executive will then call the order the remainder of the meeting and bring foreward 

any new business.   

14 An extraordinary general meeting may be convened by the directors or by the 

Personnel Committee or by requisition to the President of not less than ten per cent 

(10%) of the Membership. 

 

  

  

Part 4 — Proceedings at General Meetings 

16 In all matters of procedure, parliamentary procedures shall be followed, in 

accordance with “Robert’s Rules of Order”. 

17 Special business is: 

 (a) all business at an extraordinary general meeting except the adoption of 

rules of order, and 

 (b) all business conducted at a general meeting, except the following: 

 (i) the adoption of rules of order; 

 (ii) the consideration of the financial statements; 

 (iii) the report of the directors; 

 (iv) the report of the auditor, if any; 

 (v) the election of directors; 

 (vi) the appointment of the auditor, if required; 
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 (vii) the other business that, under these bylaws, ought to be conducted at 

a general meeting, or business that is brought under consideration by the 

report of the directors issued with the notice convening the meeting. 

18 (1) Business, other than the election of a chair and the adjournment or termination 

of the meeting, must not be conducted at a general meeting at a time when a 

quorum is not present. 

 (2) If at any time during a general meeting there ceases to be a quorum present, 

business then in progress must be suspended until there is a quorum present or until 

the meeting is adjourned or terminated. 

19 Quorums shall be as follows: 

(a) For all General Meetings, fifty-one per cent (51%) of the voting members, 

but not less than three members.  

(b) For Directors’ Meetings, the majority of voting members.  

20 Majorities shall be as follows: 

(a) Decisions regarding the E.C.E.’s Contract require a two-thirds (2/3) 

majority of those present. 

(b) A simple majority is sufficient at all other meetings except in the case of a 

special resolution (see definitions).  

(c) In any situation requiring it, the presiding chair shall cast the deciding vote. 

21 If within 30 minutes from the time appointed for a general meeting a quorum is not 

present, the meeting, if convened on the requisition of members, must be 

terminated, but in any other case, it must stand adjourned to the same day in the 

next week, at the same time and place, and if, at that next meeting, a quorum is not 

present within 30 minutes from the time appointed for the meeting, the members 

present constitute a quorum providing there is no less than 5 members present. 

22 Subject to Bylaw 23, the President of the Preschool, the Vice-President or, in the 

absence of both, one of the other directors present, must preside as chair of a 

general meeting. 

23 If at a general meeting 

 (a) there is no President, Vice-President or other director present within 15 

minutes after the time appointed for holding the meeting, or 

 (b) the President and all the other directors present are unwilling to act as the 

chair, 

 then the members present must choose one of their number to be the chair. 
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24 (1) A general meeting may be postponed from time to time and from place to 

place. 

 (2) When a meeting is postponed for 10 days or more, notice of the place, day and 

hour of the replacement meeting must be given to each of the members. 

25 (1) A family membership in good standing is entitled to one vote and that vote 

must be exercised by an adult family member who is present at a meeting. 

 (2) Voting is by show of hands or by secret ballot upon request. 

 (3) Voting by proxy is not permitted. 

26 Any issue at a general meeting which is not required by the Society Act or these 

bylaws is to be decided by an ordinary resolution. 

27 In the case of a tie vote the chair shall cast the deciding vote providing that this 

vote is not in addition to the vote he is entitled to as a member. 

 

Part 5 — Directors and Officers 

28 A director’s meeting shall be held monthly to plan the General Meeting agenda and 

to carry out directors’ responsibilities.  The directors shall also meet whenever 

necessary for the welfare of the Preschool. 

29 (1) The directors may exercise all the powers and do all the acts and things that the 

Preschool may exercise and do, and that are not by these bylaws or by statute or 

otherwise lawfully directed or required to be exercised or done by the Preschool in 

a general meeting, but subject, nevertheless, to  

 (a) all laws affecting the Preschool, 

 (b) these bylaws, and 

 (c) policies, procedures and rules, not being inconsistent with these bylaws, 

that are made from time to time by the Preschool in a general meeting. 

 (2) A rule, made by the Preschool in a general meeting, does not invalidate a prior 

act of the directors that would have been valid if that rule had not been made. 
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30 (1) The President, Vice-President, Secretary, Treasurer, parent education director, 

marketing director, equipment director, fundraising director and  and orientation 

director are the directors of the Preschool.  The past President may also serve as a 

director. 

 (2) The number of directors can be reduced or increased from time to time at a 

general meeting providing there are never less than 5 directors.   

 (3) The President,  Vice-President, Secretary and Treasurer are the officers of the 

Preschool. 

31 (1) The directors shall be elected before May of each year.  The incoming directors 

assume office on May 15th after the outgoing directors resign.  The resigning 

directors will work together with the incoming directors until the end of the 

Preschool term in June.   All directors must be members in good standing. 

 (2) Separate elections must be held for each office to be filled. 

 (3) An election may be by acclamation or by secret ballot 

 (4) If a successor is not elected, the President will hold the vacant position until the 

position is filled by election at a general meeting. 

 (5) Each class must have a representative on the Board of Directors. 

32 (1) If a director resigns his or her office or otherwise ceases to hold office, the 

President takes the place of the former director until the position is filled by 

election at a general meeting.   

 (2) An act or proceeding of the directors is not invalid merely because there is less 

than the prescribed number of directors in office. 

33 The members may, by ordinary resolution, remove a director, before the expiration 

of his or her term of office, and may elect a successor to complete the term of 

office.   

34 A director or officer must not be remunerated for being or acting as a director or 

officer but a director or officer must be reimbursed for all expenses necessarily and 

reasonably incurred by the director or officer while engaged in the affairs of the 

Preschool.   

 

Part 6 — Proceedings of Directors  

35 The directors are responsible for the general management of the Preschool and the 

day-to-day business affairs between monthly general meetings. 
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36 (1) The directors may meet at the places they think fit to conduct business, adjourn 

and otherwise regulate their meetings and proceedings, as they see fit. 

 (2) The directors may from time to time set the quorum necessary to conduct 

business, and unless so set the quorum is a majority of the directors then in office. 

 (3) The President is the chair of all meetings of the directors, but if at a meeting the 

President is not present within 30 minutes after the time appointed for holding the 

meeting, the Vice-President must act as chair, but if neither is present the directors 

present may choose one of their number to be the chair at that meeting. 

 (4) A director may at any time, and the Secretary, on the request of a director, 

must, convene a meeting of the directors. 

37 (1) The directors may delegate any, but not all, of their powers to committees 

consisting of the director or directors as they think fit. 

 (2) A committee so formed in the exercise of the powers so delegated must 

conform to any rules imposed on it by the directors, and must report every act or 

thing done in exercise of those powers to the earliest meeting of the directors held 

after the act or thing has been done. 

38 A committee must elect a chair of its meetings, but if no chair is elected, or if at a 

meeting the chair is not present within 30 minutes after the time appointed for 

holding the meeting, the directors present who are members of the committee must 

choose one of their number to be the chair of the meeting. 

39 The members of a committee may meet and adjourn as they think proper. 

40 A director who may be absent temporarily from British Columbia may send or 

deliver to the address of the Preschool a waiver of notice, which may be by letter, 

e-mail, telegram, telex or cable, of any meeting of the directors and may at any 

time withdraw the waiver, and until the waiver is withdrawn, 

 (a) a notice of meeting of directors is not required to be sent to that director, 

and 

 (b) any and all meetings of the directors of the Preschool, notice of which has 

not been given to that director, if a quorum of the directors is present, are 

valid and effective. 

41 (1) Questions arising at a meeting of the directors and committee of directors must 

be decided by a majority of votes. 

 (2) The chair shall vote only in the case of a tie. 

42 A resolution proposed at a meeting of directors or committee of directors need not 

be seconded, and the chair of a meeting may move or propose a resolution. 

  



Last Reviewed/Updated Sept 2015  Constitution & Bylaws 

6-9 

43 A resolution in writing, signed by all the directors and placed with the minutes of 

the director’s meeting, is as valid and effective as if regularly passed at a meeting 

of directors. 

 

Part 7 — Duties of Officers and Directors 

44 The directors are responsible to the membership for the general management of the 

Preschool. 

45 Between the general meetings, the business affairs of the Preschool and problems 

arising shall be settled by the directors. 

46 The directors shall approve expenditures of the Preschool, but shall obtain an 

ordinary resolution of the membership at a general meeting for unbudgeted 

expenditures exceeding $100.00.   

47 The directors shall administer and enforce all policies approved by resolution of 

the general membership at a general meeting. 

48 The directors shall hire a properly qualified E.C.E. on the recommendation of the 

Contract Committee.  They shall also handle all issues relating to employment 

contracts with exception of the discharge of an E.C.E. The members in attendance 

at a general meeting shall vote, by special resolution requiring a 75% majority, to 

discharge an E.C.E. 

49 The directors shall be guided by the advice of the E.C.E. in all matters regarding 

the daily Preschool program. 

50 The directors shall appoint any committees and fill vacant positions as deemed 

necessary. 

51 The President shall: 

 (1) preside at all directors’ and general meetings and shall have no vote in the 

meeting except in the nomination and election of officers and in the case of tie, 

when he shall cast the deciding vote; 

(2) be ex-officio member of all committees, and a member of the E.C.E. Hiring 

Committee, and shall perform such additional duties as may be required from 

time to time; 

(3) take on the role of the delegate to the V.I.C.P.A. at the V.I.C.P.A meetings and 

shall attend all V.I.C.P.A. meetings and act as a liaison between the V.I.C.P.A. 

and the Pre-school, reporting all pertinent information;  Should the President 

not be able to attend a meeting, the Vice President shall attend.   

(4) be the Chief Executive Director of the Preschool and must supervise the other 

directors in the execution of their duties. 
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52 The Vice-President shall: 

 (1) assist the President and shall assume the duties of the President in her absence; 

(2) chair the Standards, Personnel, Nominating and Contract Committees; 

(3) be responsible for preparing the job list; 

(4) be responsible for the Preschool evaluation forms; 

(5) be a member of the Budget Committee, and the E.C.E. Hiring Committee;  

(6) perform such additional duties as may be required from time to time. 

53 The Secretary shall: 

 (1) conduct the correspondence of the Preschool;  

(2) issue notices of meetings of the Preschool and directors; 

(3) keep minutes of all directors’ and general meetings;  post the minutes of all 

general meetings at the Preschool location within seven (7) days after the 

general meeting; 

(4) keep all records and documents of the Preschool other than financial records; 

(5) maintain records of attendance at directors’ meetings, parent education sessions 

and general meetings; 

(6) be responsible for filing the Annual Report with the Registrar of Companies 

and sending three (3) copies to the VICPA; 

(7) make available upon request the books and records of the Preschool for 

inspection by the members of the Preschool; 

(8) chair the Policy and Procedures/Constitution and Bylaw Review Committee; 

(9) be responsible for ensuring that the Parent’s Portfolio is maintained and 

updated as required and be responsible for the collection and distribution of 

these Portfolios, including any deposits required of the members; 

(10) perform such additional duties as may be required from time to time. 

54 In the absence of the Secretary from a meeting, the directors must appoint another 

person to act as Secretary at the meeting. 

55 The Treasurer shall: 

 (1) keep the financial records, including books of account, necessary to comply 

with the Society Act; 

(2) prepare a financial statement for each directors’ and general meeting; 

(3) pay all ordinary and extraordinary accounts upon approval of the directors; 

(4) chair the budget committee; 

(5) have the year-end financial records completed for presentation at the annual 

general meeting, and have them audited, certified and posted at the Preschool 

by May 31st; 

(6) follow the fiscal year May 1st to April 30th; 

(7) make available upon request the books and records of the Preschool, and shall 

perform such additional duties as may be required from time to time. 
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56 The Enrolment and Orientation Director shall: 

 (1) act as the public relations person for the Preschool; informing new parents of 

the Pre-school’s programs, policies, by-laws and philosophy; 

(2) enroll new parents; 

(3) keep a record of priority lists; 

(4) keep records of all enrolment documents; 

(5) see that each parent and designate receives the required amount of orientation; 

(6) perform such additional duties as may be required from time to time. 

57 The Marketing Director shall: 

 (1) promote the Preschool in the community in collaboration with the other 

directors; 

(2) liaise with the V.I.C.P.A. marketing as needed; 

(3) work with the Enrolment & Orientation Director to organize publicity 

campaigns as needed. 

58 The Parent Education Director shall: 

 (1) co-ordinate Parent Education to enrich general meetings by providing programs 

which will fulfill the needs of the Membership; 

(2) maintain and upgrade the parent education library; 

(3) perform such additional duties as may be required from time to time. 

59 The Fundraising Director shall: 

 (1) chair the fundraising committee; 

(2) be responsible for coordinating and organizing all fundraising activities; 

(3) perform such additional duties as may be required from time to time. 

60 The Equipment Director shall: 

 (1) chair the Equipment Committee;  

(2) maintain an inventory of all equipment;  

(3) recommend purchases of equipment to the directors; 

(4) keeps the equipment in good repair; 

(5) prepare emergency student information and maintain emergency and first aid 

supplies; 

(6) ensure that VICPA equipment is available to the Preschool at the designated 

times; 

(7) perform such additional duties as may be required from time to time. 
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61 Past-President 

 The Past President may serve in an advisory capacity to the directors and the 

Preschool and may (at the discretion of the directors) be Chairperson of the 

Nominating Committee, and may perform such additional duties as may be required 

from time to time. 

 

Part 8 — Borrowing 

62 In order to carry out the purposes of the Preschool the directors may, on behalf of 

and in the name of the Preschool, raise or secure the payment or repayment of 

money in the manner they decide, and, in particular but without limiting that power, 

by the issue of debentures. 

63 A debenture must not be issued without the authorization of a special resolution. 

64 The members may, by special resolution, restrict the borrowing powers of the 

directors, but a restriction imposed expires at the next annual general meeting. 

  

Part 9 — Access to Books and Records 

65 The books and records of the Preschool and any employment contracts may be 

inspected by the members of the Preschool by request and may be inspected by any 

of the Directors at any time. 

  

Part 10 — Bylaws 

66 On being admitted to membership, each member is entitled to, and the Preschool 

must give the member without charge, a copy of the constitution and bylaws of the 

Preschool. 

67 These bylaws must not be altered or added to except by special resolution. 

 

Part 11 — Standards 

68 The Preschool adheres to the standards of the V.I.C.P.A. 
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Part 12 — Priority Statement 

69 Children currently enrolled in the three’s class have priority in the following year’s 

four’s class. 

 

No more than 3 children may be held back in any given year with priority. 

 

Parents with children previously enrolled in the school have priority over new 

families. 

 

To guarantee registration, returning families must provide a cheque for the VIPCA 

fees to the Enrolment officer by February 1.  New parents, when notified space is 

available, must provide the Enrolment officer with a cheque for the VIPCA fees.  

This guarantees registration. 
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7. Policies and Procedures of Cordova Bay Preschool 
 

1.  Enrolment Eligibility 

For those children entering in September, the following procedures will apply: 

 To be eligible for the four- (4) year old class, the child must be four (4) years of 

age by December 31st of the school year being entered. 

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

age by December 31st of the school year being entered. No more than twenty per 

cent (20%) of the available spaces will be open to children who are not three (3) 

years of age in September as per the Early Childhood Educator’s (E.C.E.) 

contract. Parents of these children should be prepared to stay with their child as 

long as it seems necessary. The E.C.E. shall assess the social development of each 

child in the class situation and may, at her discretion, request curtailment of the 

child’s participation in the Preschool. 

If openings in any class become available during the school year, these openings will be 

offered to families who were on the waiting list for September and did not get into the 

Preschool at that time. 

In the review of the waiting lists for the available space(s) in the class(es), the following 

criteria will be applied: 

 Children three (3) years of age on or before December 31st of the current school 

year will have priority. 

 Past members of the Preschool will have priority over new members. 

 The date of placement on the waiting list will be an additional factor in the 

selection. 

 Under extenuating circumstances, and at the discretion of the directors and the 

E.C.E., a child who has her/his third birthday between January 1st and April 30th, 

may be considered for enrolment when s/he turns three (3), but will be given last 

priority. 

As well as considering the above criteria for priority, the E.C.E., in consultation with the 

directors, shall consider the best interests of the child entering an established class and 

the age mix of the class(es) in question. 

It is expected that parents of children entering a class after the beginning of September, 

will spend extra time and possibly extra duty (sharing) days to facilitate the smooth 

transition of their child into the established program. 
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2.  Enrolment Process 

Application for enrolment shall be made by contacting the Enrolment & Orientation 

Director. 

Enrolment lists shall be compiled in a specific order, in a fair and consistent manner. 

Applications shall be listed in order of date and time of telephone contact or by postmark 

on a written application, with these days and times being recorded. 

First priority will be given to present and past members of the Preschool, upon payment 

of the VICPA fees by March 1st if interest is high and a waitlist is necessary, or by March 

31st if there is no waitlist. 

Three spaces in each class will be available until February 1st for children whose parents 

want them to stay in the same class for another year.   

Second priority will be given to newcomers, also upon payment of VICPA fees, after the 

March deadline for past and present members. 

The number of children to be enrolled per class, shall be determined by the directors and 

the E.C.E. in accordance with the license of the Preschool. 

Should a mixed three- (3) year old and four- (4) year old class be in existence, the age 

and composition of the class shall be at the discretion of the directors and the E.C.E  

Special needs and high needs children are welcome at the Preschool with admission 

being at the discretion of the E.C.E. in consultation with the directors. 

 A child may be deemed as high or special needs if they exhibit any of the 

following behaviors:  extreme aggression or withdrawal; physical dysfunction 

including speech or eye disorders; communication difficulties which are not 

age related; any other physical, emotional, intellectual or social needs which 

are not age related. 

 If, after any child is enrolled, the E.C.E. notices any of the above- mentioned 

behaviors, the E.C.E. will discuss this concern with the parents and ask to have 

the child assessed if deemed necessary. 

 Inclusion of special needs children shall be as per V.I.C.P.A. standards and at 

the discretion of the E.C.E. 

 The family may be required to supply a full time attendant to assist their child. 

 Every effort will be made to accommodate the child, with the safety and needs 

of all the Preschool children being considered. 
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 If the Preschool is unable to meet the needs of the child and the class as a 

whole, after all alternatives have been exhausted, the family may be asked to 

withdraw from the Preschool.  Every effort will be made by the E.C.E. to 

support the family in finding a suitable alternate center for the child. 

If a non-English speaking family wishes to enroll in the Preschool, they must provide an 

interpreter for orientation, parent education and to help with duty (sharing) days as 

needed. 

  

Enrolment is completed by: 

 submitting the written application to the enrolment officer; 

 paying the registration fee 

 showing the child’s birth certificate, BC Medical Card (or equivalent proof of 

child’s age) to the enrolment officer; 

 the duty parent must submit a physician’s letter to the enrolment officer to be 

placed in the member’s file at the Preschool. 

 paying the September tuition fee.  The family is then subject to the withdrawal 

policy as stated in Section 6 of the Policies. 

3.  Fees 

All fees for the September to June Preschool year shall be set with the budget at the 

General meeting of the previous school year.  These fees shall include: 

 Registration fee (non-refundable) to cover Vancouver Island Cooperative 

Preschool Association (V.I.C.P.A.) membership and administrative costs.  This 

fee is on a per child, not per family, basis. 

The monthly tuition fee shall be paid in the following manner:  

 Ten post-dated cheques, submitted at the June general meeting, and issued for 

September 1st through to June 1st.   

 The monthly tuition fees shall be paid by post-dated cheques unless other 

arrangements are made with the Treasurer. 

 Any person whose child is registered must pay the monthly tuition to hold the 

child’s position, in the event that the child is unable to attend for a period of 

time during the year. 

 After one NSF cheque, payment in cash will be required. 

 Fees in arrears more than one month will result in a review of membership by 

the directors. 

 All families entering mid-year will pay the pro-rated VICPA fees (determined 

by the Treasurer), the entering month’s fees and the June fees to the Enrolment 

&Orientation Director at the time of enrolment. Post-dated cheques for all 

remaining fees will be paid by the first general meeting attended. 



Last Reviewed/Updated Sept 2015  Policies and Procedures 

7-4 

In the case of two (2) children from one (1) family unit attending the Preschool at the 

same time, a ten per cent (10%) reduction in the monthly fees of the younger child is 

granted. There will also be a reduced VICPA fee for the second child. The reduced fee 

includes only the insurance part of the VICPA membership. 

Cases of hardship (e.g. caused by strikes, illness in the family) shall be reviewed by the 

directors on an individual basis. Postponement of the monthly tuition fee may be 

considered for a limited period of time, dependent upon the financial status of the 

Preschool. 

Even though the bylaws and policies both state that the June fees will be kept by the 

Preschool if less than thirty (30) days notice of withdrawal has been given, the Preschool 

will return those fees to a family who withdraws with less than thirty (30) days notice 

ONLY if the vacant space can be filled right away and the Preschool will not suffer 

financially from their departure. 

 

4.  Requirements for Families with Two or More Children Enrolled 

The following are to be considered with respect to job and sharing-day (duty day) 

responsibilities of families with more than one child in the Preschool: 

 the decision  is ultimately at the discretion of the directors, but it is recommended 

that the family be responsible for one job, and an additional 50% sharing days; 

 enrolment for that year;  the family with two children may have to take a heavier 

load in low-enrolment years; 

 the number of other families with more than one child in the Preschool; 

 special activities in the 4’s class for children whose parents are on duty (sharing) 

(show-and-tell etc).  If there are two children in the 4’s class from the same 

family, they each need separate sharing days for their activity. 

 

5.  Changing Class During the School Year 

A child who is enrolled in the 3-year-old class at the beginning of the Preschool year may 

not change to the 4-year-old class part way through the year. 

6.  Withdrawals 

Notification of withdrawal of a child from the Preschool shall be made in writing to the 

Secretary one full calendar month in advance, or by paying one month’s fee in lieu of 

notice. 

 

7.  Associate Membership 
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Open to all past Preschool members for the benefit of ongoing parent education. 

Membership fee shall be $10 annually and a $5 drop-in fee with advanced notice and fees 

payable to the Parent Education Director. The Associate Member may attend the parent 

education portion of the general meeting only. 

8.  School Closures 

Public school vacations and holidays shall be observed. Preschool shall be closed one (1) 

day before Christmas and summer holidays for clean-up and pack-up. 

Emergency School Closures: 

 Closing of the Preschool for any emergency shall be at the discretion of the 

President and any two (2) directors. 

 The criteria to be considered are: 

- If the Saanich Police have issued a traffic advisory to stay off the roads. 

- If School District #63 (Saanich) has closed the Public Schools. 

- If it would be in the best interest of the children to close the Preschool. 

- If there is a power cut. 

 The E.C.E. may close the Preschool in the event of an insufficient number of duty 

parents. 

 

9.    Member Responsibilities 

 

Adult members are responsible for the general administration of the Preschool with the 

E.C.E. as an advisor in all aspects.  Members must assist in the general administration by: 

 serving on the Board of Directors or on Committees; 

 ensuring that their agreed upon tasks, as outlined on the job list, are completed; 

 attending and participating in general and committee meetings;   

 taking responsibility for an equal share of the Preschool’s fund raising activities (a 

signed Fundraising Obligation Acknowledgement form is required along with 

deposit cheques as deemed appropriate for that year’s major fundraising activities. 

These will only be cashed if fundraising is not done);  

 abiding by the Cordova Bay Preschool Constitution, Bylaws and Policies; 

 working cooperatively with other members and the E.C.E.; 

 being responsible for the care and transportation of their child to and from the 

Preschool; and 

 not smoking in the presence of Preschool children or during any Preschool 

activities. 
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At least one adult member must: 

 Attend monthly business meetings as scheduled. 

 Participate in two seasonal clean-up sessions. 

 

At least one adult, the duty person of each child enrolled, must: 

 

 have on file at the Preschool a physician‘s letter, a criminal record check and an 

immunization record; 

 have completed at least ten hours of orientation prior to starting duty (sharing) 

days;  These hours are necessary for educational preparation to meet the 

Community Care Facilities Licensing Board regulations (C.C.F.L.B.) and to 

introduce themselves to the cooperative Preschool and to other class members.  

The hours may be compiled as follows:   

Observation of Preschool    2 hours 

New Parent Information Evening   2 hours 

June General Meeting     2 hours 

September Orientation    2 hours 

First General Meeting     2 hours 

 

Alternative orientation dates will be set for those registering after spring. 

 participate in the Preschool’s ongoing Parent Education Program as specified by 

C.C.F.L.B. regulations (see Monthly Meetings below).  These programs are 

designed to help increase understanding of how children develop and how they 

show their needs. 

 assist in the supervision of children under the direction of the E.C.E. on duty 

(sharing) days in accordance with a prepared schedule.  Duty parents will be 

scheduled to help approximately every two or three weeks.  Parent helpers arrive 

20 minutes before the session to set up and remain after the session until clean up 

is complete. 

 

Any long-term change in regular duty persons must be reported and approved by the 

Board of Directors. 

 

Maternity leave applies to duty (sharing) days only (jobs and monthly general meeting 

attendance must continue).  A parent will be allowed up to three (3) months leave of 

absence before, during or immediately following the baby’s birth or adoption or at the 

discretion of the directors.  Parents must complete the Maternity Leave forms and return 

them to the class scheduler prior to the start of their anticipated maternity leave. 

Excusal from member participation for reasons other than maternity leave, will be at the 

discretion of the Board of Directors. 
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10.  Monthly Meetings 
 

General meetings are held monthly on the second Wednesday of the month. One adult 

from all member families are required to attend all general meetings.  

 

Parents/caregivers who assist in the classroom (duty persons) are required to attend the 

monthly parent education sessions.  

 

General Meetings and Parent Education Sessions are mandatory, as listed above (#9. 

Member Responsibilities).  Non-Duty Parents will be excused for two absences and 

Duty parents for two absences (with one absence counted as one night that includes a 

parent-ed and general meeting) due to legitimate unforeseen circumstances.  

 

Because of the advance scheduling of all meetings, child care issues are not considered 

valid reasons for missing a meeting.  Again, please communicate with your class 

personnel representative or VP 1 Personnel if you are having problems fulfilling your 

Member Responsibilities in an effort to avoid involuntary withdrawal. 

 

The Vice-President will inform the general membership of situations requiring diversity 

from the usual situation if they will occur on an ongoing basis.  

 

When an absence occurs the alternatives for parent education are as follows: 

 A reading program on early childhood, such as reading two chapters of Rudolf 

Dreikurs “Children: The Challenge”, Virginia Satirs “People Making” or others 

from the Parent Education Library; 

 Taping every monthly meeting so parents can hear the speaker, discussion, 

general meeting and Early Childhood Educator report; 

 Tape selections regarding early childhood from other sources such as E.C.E.’s 

committee library, Public Libraries, etc.; 

 Attend another Preschool’s parent education session; 

 Attend planned community workshops – at libraries, local elementary schools, 

Camosun College, University of Victoria Extension, Capital Families, etc.; 

 Observe other co-op. childcare facilities, special needs centres, daycare, etc.; 

 Watch appropriate T.V. programs (Knowledge Network); 

 Attend the Making Tomorrow Conference. 

A short report on the topic should be written and given to the Secretary. 

 

Within 30 days of a missed parent education session the following information should be 

given to the Secretary for the school records: 
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 date (if relevant, e.g. another Preschool’s session or a course) 

 form of education (video, book, Preschool session, or course) 

 topic covered 

 comments 

 

A duty person who has not completed her/his parent education requirements within 60 

days of a missed parent education session may be requested to withdraw their child from 

Preschool classes until the education has been completed. 

One adult from the member family must attend the business meeting. 

If a family is unable to attend the General meeting, they must notify the Secretary in 

advance, and, read and initial the minutes from the meeting (posted on the bulletin 

board). 

If three General meetings or three General Meetings/Parent Educational Sessions are 

missed by a family, the family’s standing will be reviewed by the directors. The child of 

that family may be asked to not attend the preschool until the matter is resolved.  This 

may result in expulsion of the family from the Preschool. 

 

 

11.  Parents Who Cannot Do Duty (Sharing) Days 

Parents who work, or because of a disability or illness cannot do duty days, can choose to 

designate someone to do those duty days for them or can choose the non duty option.  

The designate must attend all parent education programs and attend the general meetings 

with the parent.  A parent choosing not to do duty days must still be responsible for a job 

and attend all general meetings. 

 

12.  Voting   (also see Bylaw 25) 

Voting at general meetings on motions relating to E.C.E. salary or bonus, and election of 

directors, shall be by secret ballot. 

 

13.   Policy for Release of a Child from Cordova Bay Preschool 

This policy addresses section 16.1 of the Child Care Licensing Regulation and covers a 

number of issues that relate to the release of children from a childcare facility.  The 

Victoria Child Care Support Services developed the guiding policy; primarily for the use 

of family child care providers. 

Children who arrive late to preschool are expected to sign in on the Late Entry/Early 

Release Form.  
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New members to the school must provide a signed document, “Release of Children”, 

listing who may pick up their child from the Preschool. 

The E.C.E. will not release the child to anyone not on the list unless previously notified 

in writing by the parent. 

Children who are picked up early from the preschool are expected to sign out on the Late 

Entry/ Early Release Form  

 

Late Pick Up 

 If a parent has not picked up a child or called within 15 minutes of the class 

ending, the E.C.E. will try to contact the family and then the alternate person/s  

fro the authorized list. 

 If that person is unavailable and the parent has not picked up the child within one 

hour of the class ending,  the E.C.E. is required to notify the Minister for Children 

and Families. 

Unauthorized Pick Up 

 The guardian is required to notify the E.C.E. in writing if someone else will be 

picking up the child.  In rare emergency situations, alternate arrangements can be 

made verbally over the phone.  If the person picking up the child is not known to 

the E.C.E., information about the person will need to be provided (name, phone 

number, physical description).  The person may be asked to show photo 

identification.   

 If an unauthorized person arrives to pick up a child, the child will remain under 

the supervision of the E.C.E.  The E.C.E. 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 E.C.E.’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 E.C.E. believes that the child will be at risk, the E.C.E. will offer to call a 

relative or friend to pick up the person and child, or offer to call a cab to pick 

them up. 

 If the person is driving a vehicle, the E.C.E. will explain that driving under the 

influence of drugs or alcohol is against the law and that the E.C.E. is obligated to 

insure the safety and well being of the child. 



Last Reviewed/Updated Sept 2015  Policies and Procedures 

7-10 

 If the person chooses to get in the car, with or without the child, the E.C.E. will 

immediately notify the police and provide a description of the car and the 

geographic vicinity. 

 If the E.C.E believes that the child is in need of protection, the E.C.E. will call the 

Ministry for Children and Families. 

Custody and Related Court Orders 

 Parents or guardians of children with a Court Order in effect regarding custody of 

the child must provide a copy of the documentation to the E.C.E. which should be 

kept on file at the Preschool in an envelope marked “Confidential for E.C.E. and 

E.C.E. substitutes only.” 

 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 E.C.E. cannot deny access to the non-enrolling parent.  If the non-

enrolling parent is not listed on the authorized pick up list, the policy on 

unauthorized persons will be implemented.  The guardian will provide all 

consents. 

14.  Reporting Child Abuse or Neglect 

The Child, Family and Community Services Act of British Columbia outlines a person’s 

responsibility in reporting child abuse.  The act requires that any person who has reason 

to believe that a child has been, or is likely to be, neglected or physically, sexually or 

emotionally abused has a duty to report those suspicions to a child protection social 

worker to determine the validity of the report and to conduct any subsequent 

investigation.  It is also the social worker’s responsibility to contact the child’s parents 

and/or the alleged perpetrator. 

The implications of this act in the cooperative Preschool setting are that the ECE, and any 

parent, who suspects abuse or neglect, is required by law to report.  The ECE or reporting 

parent is not responsible for talking to the parent of the child and should only do so with a 

third party present.  The information is confidential and should not be shared with other 

Preschool members. The appropriate Ministry office is the Ministry of Children and 

Families (or equivalent) or a call can be made to 310-1234. 

 

15.  Health and Safety 

 

Dress 

 Children must be dressed in suitable play clothes. 

 Outdoor activity is encouraged in all but extreme weather. 

 Parents are responsible for applying sunscreen to their children before Preschool. 
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Illnesses 

 Please use the following guidelines to help us prevent the spread of illness in our 

preschool. Please keep your child at home for the following conditions:  

 Pain—any complaints of unexplained or undiagnosed pain. An acute cold with 

fever, coughing and sore throat.  

 Difficulty in breathing—wheezing or persistent cough.  

 Fever (100oF or 38.3oC) accompanied by general symptoms may be an early sign 

of illness.  

 Sore throat or trouble swallowing.  

 Infected skin or eyes or an undiagnosed rash.  

 Headache and stiff neck.  

 Unexplained diarrhea—combined with nausea, vomiting or abdominal cramps.  

 Nausea and vomiting—may be an early sign of illness.  

 Severe itching of body or scalp.  

 Children with known or suspected communicable diseases.  

 If you feel your child is not well enough to take part in the full program (outdoor 

program also).  

 Children and parents are encouraged to be fully immunized.  

 Smoking is not allowed in the classroom or at the outside play area.If a child 

becomes sick during class time, the ECE will contact the child‘s parents. The 

ECE will ensure that the child is comforted and kept away from the other children 

until their parent or guardian arrives.  

 It is the preschool‘s policy that bicycle helmets are mandatory for using the 

preschool bicycles. If a parent wishes to send a bicycle helmet to Preschool, duty 

parents or the E.C.E., whenever possible, will assist a child with the helmet as 

they would with any other article of clothing. 

 

Emergencies  
 

In accordance with the Fire Marshall‘s Act, the ECE conducts periodic safety drills. The 

classroom is equipped with a fire extinguisher and all parents are required to familiarize 

themselves with its use. All duty parents will be trained on the Preschool‘s Emergency 

School Plan  

 

The Preschool is equipped with earthquake and first-aid kits which are kept on the 

premises and updated on a yearly basis.  

 

In the case of serious injury, the ECE obtains professional help and the parents and 

doctors are notified immediately. If neither parent can be reached, the alternate person 

whose name appears on the Emergency Contact Card (filled out at time of enrolment) 

will be contacted.   
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Snack  
 

Each child is responsible for bringing their own snack. At Cordova Bay Preschool we 

believe it is important to foster a healthy eating style from a very early age. Please ensure 

that snacks are nutritional and wholesome as possible. Snack ideas have been provided 

online. Cordova Bay Preschool is a peanut free preschool. Please ensure that all snacks 

sent are peanut-free and made in a peanut-free/nut-free facility,  

 

All children shall bring or be given water to drink at snack time.  

 

All children are to be supervised during snack time.  

 

 

 

16.   Classroom 

No children are allowed outdoors without supervision.  Two adults must be supervising 

on the playground at all times. 

All children must be able to function well in a classroom setting. 

No child will be left with the E.C.E. at the beginning of a class, until both duty parents 

are present or an ECE Assistant and one duty parent. 

Personal toys are not brought to the Preschool. 

Invitations and greeting cards are not passed out at Preschool. 

Siblings and other children not enrolled are the responsibility of the parent when on the 

school premises. 

Class lists may not be used for business or solicitation purposes. 

Duty parents/caregivers will not be accompanied by other than Preschool children, 

including pre and post session set-up and clean-up.  (V.I.C.P.A. insurance does not cover 

any children other than those enrolled in the program). 

All children are to be accompanied by an adult when going to the washroom.  To 

encourage independence and to respect the child’s privacy, the adult should wait outside 

the cubicle and only help the child with personal care if absolutely necessary. 

 

17.  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 enrolment, fire, 

relocation, etc.). 

This fund may also be used on a short-term basis to support the E.C.E. in developing a 

strategy for an unidentified high-needs child or for the use of limited counseling in a 

crisis situation on a confidential basis at the discretion of the E.C.E. and the President. 
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18.  Board of Directors Change Over 

The old and new directors will work together until the end of the Preschool term in June, 

with the new directors officiating after May 15th. 

 

19.  Committees   

The Budget Committee shall consist of the Treasurer who shall be Chairperson, the 

Vice-President, and one (1) member from each class. The Committee shall meet before 

the March directors’ meeting; shall negotiate the E.C.E.’s salary and prepare the budget 

for the following year; shall submit the E.C.E.’s salary and proposed budget for approval 

at the April directors’ meeting; shall present the E.C.E.’s Contract, salary, and proposed 

budget at the Annual Planning Meeting in March or April for vote by the membership. 

The Personnel Committee shall consist of the Vice-President who shall be Chairperson, 

the E.C.E. and/or E.C.E.’s Representative and one (1) member from each class. This 

committee shall provide a liaison between the parent members, the directors, and the 

E.C.E. to promote understanding of the co-operative Preschool philosophy and enable the 

group to function smoothly and efficiently; shall hear problems and grievances and try to 

resolve them. When this is not possible the matter will be brought forward at the next 

directors’ meeting. 

The Nominating Committee shall become active in February;  shall submit a slate of 

nominations for  directors at the April Planning Meeting. No member of the Nominating 

Committee can run for a director position. 

The Policies and Procedures/Constitution and Bylaw Review Committee shall consist 

of any three Preschool members, one of which will be a director who will chair the 

meeting. This committee shall annually review the Bylaws and propose changes where 

necessary; shall notify each member in writing of the proposed changes not less than 

fourteen (14) days before the Annual Planning Meeting at which time they will be voted 

on as per the Preschool bylaws. This committee shall annually review the Preschool 

policies and shall propose changes where necessary; policy changes proposed by this 

committee shall come into effect upon adoption of a simple majority vote at a general 

meeting. 

The E.C.E. Hiring Committee shall consist of the President who shall be the 

Chairperson, the Treasurer, one other director and one (1) member from the general 

membership. This committee shall follow the guidelines as outlined in the President’s 

Portfolio. 

The E.C.E.’s Contract Committee shall consist of the Treasurer and E.C.E.’s 

Representative if desired by the E.C.E.. 

The Fundraising Committee shall consist of the Fundraising Chairperson and one (1) 

member from each class, and a member at large. This Committee shall be responsible for 

coordinating and organizing all fundraising activities. 
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The Equipment Committee shall consist of the Equipment Chairperson, the E.C.E. and 

the Equipment Maintenance Person(s). This committee shall be responsible for all 

equipment in the Preschool. 

 

20.  Early Childhood Educator (E.C.E.)    

The Preschool shall provide a properly qualified E.C.E. who shall be hired by the 

directors. 

The E.C.E.s are responsible for administering the Preschool program; for setting up the 

classroom and for overall discipline in their respective classes. 

The E.C.E. shall advise the directors on matters relating to the Preschool program and 

shall have a voice but no vote at the directors’ and general meetings. 

The E.C.E. may be discharged from employment on a resolution at a General Meeting or 

a Special General Meeting approved by two-thirds (2/3) of the total membership. If it is 

deemed necessary to hold a meeting or portion thereof without the E.C.E., the E.C.E. 

shall be advised of the purpose of the meeting prior to the date of said meeting and given 
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an opportunity to present her views at a designated time before the matter is resolved. 

The E.C.E. representative shall attend the meeting on behalf of the E.C.E. 

 

21.  Fieldtrips & Neighbourhood Walks 

In the 4’s class there will typically be a monthly field trip.  This may be outside of the 

preschool or a special event at the preschool location. 

Should the field trip be away from the preschool it will be necessary to take your child to 

the trip or arrange to have another parent take them. 

If there is less than 1 hour of time before the field trip or after, the preschool will not be 

open for that time. Preschool children will then be the responsibility of the parents who 

brought them for the remainder of the preschool time.   

Also, the teachers will occasionally take walks around the neighbourhood.  A note will be 

posted on the preschool door to let parents know where they have gone. 

   

22.  Changing Preschool Policies 

Changes to Preschool policies shall come into effect upon adoption of a simple majority 

vote at a general meeting. 

 

23. Guidance Policy  
 

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 cooperative preschool programs are encouraged to become self-disciplined as 

they learn appropriate and acceptable ways to treat themselves, others and their 

environment.  

 

Early Childhood Educators (ECE) 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 ECE and parents in cooperative preschools are both 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.  
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 Use verbal direction and redirection for guidance, stating expectations in a 

positive fashion and allowing the children time to respond.  

 Recognize and encourage positive behaviours in the program.  

 Validate children’s feelings.  

 Encourage children to use adults as a resource when having a difficulty.  

 Supervise children at all times.  

 

Where the parent participant is unsure about this guide, the ECE should be consulted.  

 

Cooperative preschools adhere to the Ministry of Health handbook, Guidance and 

Discipline with Young Children. This booklet is available on-line through Ministry of 

Health website: www.gov.bc.ca/health. 

 

Behaviour Management Techniques in the School  

 

All children have off days. We should remember that they are here to learn what 

behaviours are acceptable and appropriate and it is our role to help them in achieving this 

end. It is necessary for us to establish certain behavioural limits, not only for the sake of 

physical safety, but also for a child‘s developing sense of security.  

 

There are three basic guidelines we follow to ensure safe play:  

1. Personal safety  

2. Consideration of others  

3. Care of property  
 

These are firm rules to be enforced:  

 no hitting or fighting  

 no throwing sand or any object (unless its a ball)  

 no running in the classroom  

 no leaving the designated outdoor play area  

 no damaging property or equipment  

 

An adult must intervene firmly in situations such as:  

 Continued disagreement 

 Use of offensive language  

 Lack of constructive occupations  

 Overly excited social play (loud voices, wild dashing about)  

 Interference or destruction on the part of one child towards another  

 Inappropriate use of school equipment/property  

 

The methods of approaching behaviour management we use are:  
 

1. Accentuate the Positive: Use requests or comments such as:  

 

"Walk please, John" rather than "Don't run John",  

../../../../../../Local%20Settings/Temporary%20Internet%20Files/OLK9/www.gov.bc.ca/health
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―Hold on carefully" rather than "Be careful"  

―Thank you for sharing"  

 

2. Establish Concise Limits: Be consistent with rules and attitudes towards behaviour 

and use definite but impersonal statements like:  

 

"I can't let you run inside the school because..." and definite statements like  

"Chairs are for sitting on"  

"Paint stays at the easel".  

 

3. Redirect Activity: Often redirecting a child to another activity will defuse a problem.  

 

Limit the choice to two quieter activities and permit the child to resume the original 

activity after a period of time (1 minute for each year of age) has passed, but stay nearby 

until the child has successfully settled. It is important that the child not see this as a 

‗time-out‘ but a time to collect themselves before rejoining an activity.  

 

If you feel uncomfortable in any situation or you feel that things are getting out of your 

control, remember that an ECE is always nearby.  

 

 

Management Techniques for Group time:  

 

Some children have difficulties sitting and participating in group time. It is disruptive to 

others in the group if one child is talking out of turn or engaging in some inappropriate 

behaviour and often others begin to follow suit. As a parent helper, your presence helps 

the ECE by dealing with disruptive children, thus allowing the ECE to continue with 

songs and stories without constant interruption.  

 

 Try focusing a child's attention by tapping the child's shoulder or whispering his 

or her name.  

 Sometimes a "look" or a wink is all that is necessary.  

 Mention criss-cross apple sauce.  

 Sit by them or ask them to come and sit by you or on your lap.  

 If a child refuses to cooperate or participate, the parent helper can escort them to 

an alternate area and engage them in a quiet activity such as the puzzle room.  
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