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1.0 Our Philosophy 
 
Play is a child's natural way of making sense of the surrounding world. By providing play 
experiences that offer ample opportunities to observe, explore, manipulate, and test and re-test 
theories and predictions, we provide the tools necessary for complete development. The 
knowledge acquired through play experiences give children the means to express feelings, 
develop social skills, and discover their bodies and capabilities, thus giving them a sense of 
accomplishment and self-fulfillment. Early Literacy is a main program focus at Bonnie Doon 
Playschool. 
 
At Bonnie Doon Playschool, children are appreciated for their unique individuality and our 
programs reflect the needs of the children and their families. Our program explores 
theme-based activities delivered through stories, songs, art activities, finger plays, music and 
movement, dramatic play, math and science. Our role is to provide a respectful, safe and 
nurturing environment so that children can develop meaningful relationships with both adults 
and peers. 
 
The focus of the Tuesday and Thursday morning classes is on the Foundations of Early 
Learning (“learning how to learn”). Daily routines help introduce the idea of a structured learning 
environment within a play-based program. Children are introduced to the Learning Without 
Tears® program through the Get Set for School™ workbook and accompanying activities that 
use song, coloring, play and building to develop the foundation skills needed for early literacy. 
 
The focus of the morning and afternoon (MOnday/Wednesday/Friday)class is on Kindergarten 
Readiness. Through structured learning opportunities, children prepare for learning at a 
Kindergarten level. Children continue to develop their letter and number writing skills using the 
Get Set for School™ and Letters and Numbers For Me™ workbooks and activities from the 
Learning Without Tears® program. 
 
 
2.0 Programs and Times 
 
Morning Kindergarten Readiness class (M,W,F) children attend school from 9:15 a.m. to 11:45 
a.m. Morning Early Foundations class (Tues, Thurs) children attend school from 9:15 a.m. to 
11:45 a.m. Afternoon Kindergarten Readiness class (M,W,F) children attend school from 12:40 
p.m. to 3:10 p.m.  
 
Please do not bring your child to school any earlier than 5-10 minutes before class. This will 
give them enough time to change into their indoor shoes and visit the bathroom before we 
begin. 
 
3.0 2020-2021 Calendar of Events* 
 
*We follow the Edmonton Public Schools (EPSB) calendar, and will be closed for all EPSB 
school breaks and professional development days.  Please see our website calendar for details 
(updated monthly calendars are also circulated in hard copy and electronically on a monthly 
basis to parents of current students). 
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June 4, 2020 6pm Annual General Meeting: Election of the incoming Executive 

Board and Volunteer Role sign up will occur at the AGM.  
NOTE: All families must have a representative attend this 
meeting.  

September 8, 2020 First day of playschool for 2020/2021 school year 
Mid-October, 2020 General Parent meeting - Budget and Fundraising 
TBD Bee Clean 
February, 2020 Alumni Family Pre-Registration 
February, 2020 5:30pm Bonnie Doon Playschool Open House 
February, 2020 6pm Bonnie Doon Playschool Registration 
March 10, 2020 Bee Clean 
June 11, 2020 Bee Clean 
June, 2020 Last day of playschool for 2020/2021 school year 
 
4.0 Supporting Your Child’s Learning 
 
4.1 Attendance 
 
We cannot stress enough that your child’s regular and prompt attendance at playschool is 
crucial to his/her success. Most of our activities are group-oriented and involve interaction with 
classmates. If your child is late, he/she may have difficulty settling in and will interrupt the class 
already in progress. Please contact the teachers if your child will be late or absent for any 
reason. This will help them plan for the day and begin promptly.  
 
If your child is involved in a carpool or other arrangements have been made for drop-off or 
pick-up, please let the teachers know by written note.  
 
Arrival and Pick-up: Your child must be accompanied to and from playschool by an adult who 
will remain with the child until the door is open and children are able to enter the classroom. 
Parents/guardians are responsible for removing their child’s outdoor clothes upon arrival and 
dressing them upon dismissal (parents and guardians are also asked to remove footwear upon 
entry into the school). Please be sure to sign your child in and out at the beginning and end of 
each class.  
 
Please note that if an alternate is to pick-up your child, photo identification is required. 
Late Arrivals: Please be prompt dropping off and picking up your child to and from school. 
Class begins at either 9:15 a.m. or 12:40 p.m. sharp. Being on time allows children to fully 
participate in the daily routine right from the beginning and ensures a smooth transition into 
playschool time. It also prepares them (and their parents/guardians) for the attendance 
requirements of elementary school. 
 

If you know you are going to be late dropping off your child, please call the school so the 
teachers are aware and can adjust accordingly. Traffic issues and tantrums are 
unscheduled; just do your best to advise the teachers of your expected arrival time.  
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In cases of repeated late pickups without notice, there is a penalty of $5 for every 
5 minutes late. You will receive a verbal reminder if late arrivals become a problem. 
The Teachers and the Board will address chronic late issues. 

 
Absences: Please notify the Teachers when your child will be away from class whether it is for 
a single class or extended periods (780 461 3449 and/or greatplayschool@gmail.com). This 
is extremely important for Field Trip days. This small courtesy prevents Teachers from worrying 
about missing students, and allows them to modify activities or set aside special supplies for the 
student’s return. 
 
4.2 A Typical Day 
 
A typical day will include organized crafts and activities, gym or outside time, free play time, 
snack and circle time. A variety of centres are available to children depending on the theme and 
focus of the day. Centres may include the sensory table, sand and water table, science and 
discovery, listening centre, puppet theatre, dramatic play, dance and movement and many 
others. Children quickly learn cues, routines and expectations for moving from activity to activity.  
 
 
4.3 Clothing 
 
All children require indoor shoes that they can put on by themselves (i.e. Velcro or slip on 
design). The shoes along with an extra set of clothes are to be kept in the child’s cubby.  
The children will go outside as often as the weather and program schedule permits, even in the 
winter. Please keep this in mind when helping your child select clothing and outerwear for the 
day. Proper footwear is also important. Dress shoes can be slippery and dangerous on the 
playground equipment. Please clearly label your child’s belongings, including clothing and 
outerwear, with your child’s name or initials. 
 
4.4 Snacks 
 
Parents/guardians are responsible for providing a simple, healthy snack and drink each school 
day. Snacks must be kept in a small snack bag or container with your child’s name labeled on 
the inside. Please do not send candy or pop as these may cause jealousy and result in 
problems. The playschool is a nut-free facility. 
 
4.5 Cubbies 
 
The children all have cubbies where they will keep their indoor shoes and a change of clothes. 
This cubby also acts as your mailbox. You will also find completed crafts and important notices 
there. Please take crafts and notices home each day. 
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4.6 Washroom Policy 
 
All children must be toilet-trained prior to the beginning of school. You may be asked to pick 
up your child from school if they have had an accident. Repeat issues regarding toilet training 
may result in the cancellation of your child’s registration.  Please ask your child if they require 
the washroom prior to the beginning of class.  
 
4.7 Field Trip Policy 
 
Field Trips are defined for the purposes of this policy as special events that happen either inside 
or outside of school premises and require parent volunteer supervisors. Several field trips are 
scheduled throughout the year. For off-premises field trips that require transportation, a bus will 
be chartered. For most field trips additional parent helpers/supervisors will be required.  
 
Permission Forms: The teacher will send out a notice and permission form with all important 
information at least two weeks prior to the field trip. These forms must be filled out, signed and 
returned on the due date noted on the permission form.  
 
Parent/Volunteer Supervisors: Sign-up sheets for an upcoming field trip will be posted in the 
coat room approximately two weeks prior to the date. Supervisors will be given a notice that 
outlines their duties during the field trip. Parents who sign up to supervise on a field trip may not 
send in their place a person who is not their child’s legal guardian. Any other family members 
who would like to attend field trips with the Bonnie Doon Playschool may be nominated by legal 
guardians at the beginning of the year.  
 
Alternates: Any parents, who have signed up to supervise on a field trip and find themselves 
unable to attend, may not nominate their replacement. Alternate supervisors are to be chosen 
by the teacher from the list of parents who have already asked to go on the field trip but had not 
been chosen. The teachers are to be notified immediately if a parent, for any reason, is no 
longer available to attend a field trip. 
  
Behavior: If, on a field trip, a child demonstrates a behavioral problem, supervision of that child 
will be immediately transferred from the parent volunteer to the teacher. Following the field trip 
and upon returning to the school, the teacher will notify the child’s parent(s) of the behavioral 
incident. They will also issue a warning that a repeat of the behavior will result in a parent 
having to accompany the child on future field trips. All behavioral issues will be handled by the 
teacher using the same Child Guidance Policy (4.12) steps as if the incident were to have 
happened in the classroom. 
 
Field Trip Day Drop off: On field trip days, children should arrive in the classroom at least 15 
minutes before the scheduled time of departure. This allows you time to sign them in, dress 
them in their pinny, and get them (and their disposable snack) to their assigned parent 
supervisor before the bus departs. Since both a.m. and p.m. classes are usually combined on 
field trip days, drop off time can be quite busy, so please allow extra time in your drop off 
schedule so the bus can depart on time. 
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4.8 Participating in Class 
 
Parents/guardians are welcome to observe or participate in class. Please contact the teachers 
by email, written note, or phone message to let them know which day you would like to help out. 
The teachers will let you know which activities you will be helping with either at the beginning of 
class or the day before. Please remember you are in class to assist all the children and that the 
Parent Code of Conduct is in effect. Siblings cannot be accommodated in class. 
 
4.9 Sick Children Policy  
 
If your child has “just a little sniffle”, they is fine to come to school. However, please keep them 
at home with the following symptoms: 
 
A cold with uncomfortable congestion, listlessness and/or fever 
An undiagnosed rash  
Diarrhea 
Vomiting  
A communicable disease – Please see Alberta Heath for a list 
Persistent pain or persistent cough 
 
It is important that you contact the teachers if your child is going to be absent so they may 
adjust the class schedule accordingly. 
 
A child, who becomes ill during the school day, will be made as comfortable as possible while a 
teacher contacts a parent or guardian to come immediately and pick them up. At no time will 
the teachers diagnose a potential illness of any student. 
 
A child needs to be symptom free for 24 hours before returning to class. 
 
If warranted in an emergency situation, Bonnie Doon Playschool reserves the right to send a 
child by ambulance to the hospital at the parents’ expense. In such a case, a teacher will 
immediately notify the parents and a teacher will accompany the child in the ambulance. 
 
4.10 Allergy and Medication Policy  
 
Please consult the playschool regarding specific chronic health conditions and allergies. All 
known allergies should be noted on your child’s registration form. A discreet note of children and 
their allergies will be posted in the classroom so the teachers and helping parents can help in 
providing a safe environment. 
 
If your child temporarily requires medication to be administered throughout the school day, 
please keep the child at home. The staff and volunteers of Bonnie Doon Playschool will not be 
responsible for the giving, storing and/or dosing of prescription or over-the-counter medications 
to students in this type of situation. 
 
The exception to the above policy is medication required for immediate treatment of allergic 
reactions, such as Epi-pens or inhalers, or for diagnosed long-term medical conditions. If your 
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child requires such medication you will need to fill out a specific form that will be kept with the 
medication. The medication and form has to be on site while your child is at school. The form 
gives permission for Teachers to assist in administering the medication if an emergency arises. 
 
4.11 Child Guidance Policy 
 
(Note: This section was largely taken from the Edmonton Preschool Association Manual) 
 
Cooperation is best achieved when all children have a clear idea of what behaviors are 
expected in the classroom. The teachers discuss with the children how they want to be treated 
and what rules they feel are fair. Classroom rules encompass a wide range of positive behaviors 
such as: be kind, play safe and do your best. Clear and consistent approaches to problem 
solving are modeled at all times. 
 
When dealing with inappropriate behavior, there must be a high tolerance for different types of 
children. Accidents and failures to consider consequences of actions should be accepted calmly 
and matter-of-factly. Discipline in the program will be consistent with the actions of a kind, 
judicious, firm parent and be reasonable in the circumstances. 
If a problem arises, the following steps will be taken: 
 

A. First, the child will be approached and their attention will be diverted to another item 
(toy/material) within the play area. 

 
B. If this does not disrupt the unwanted behavior, a teacher will offer a logical explanation 

to encourage a change in behavior. 
 

C. If it persists a teacher will encourage the child to move to another area/activity. 
 

D. A dialogue encouraging problem solving will ensue. Behavior expectations, behavior 
description and logical consequences will help guide the child to reach an appropriate 
solution. The teacher will help the child choose words that describe how they feel and 
why they were upset and guide them to talk about a more appropriate reaction and what 
they could do in a similar situation in the future. 

 
E. If, after the above-noted steps, the problem persists, the child may have to be removed 

from the classroom accompanied by a teacher. During this time, the teacher will help the 
child regain control, and go through the process of problem solving to come up with 
alternatives for self-control. The child will re-join the activity or group when s/he feels 
ready and when, in the teacher’s assessment, it is appropriate to do so. 

 
The parent(s) will be notified of the behavior at the end of class, and of the strategies involved in 
helping the child cope with the situation. 
 
Should the problem continue and become disruptive or unsafe to the classroom, the board will 
be notified and a solution worked between the board, teacher(s) and parent(s).  
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For issues that are not resolved by this process, Bonnie Doon Playschool reserves the right to 
terminate registration. 
 
5.0 Parent/Guardian Expectations and Responsibilities 
 
5.1 Parent Code of Conduct 
 
Parents and guardians play a vital role in the success of Bonnie Doon Playschool and the 
creation of a healthy, nurturing learning and social community. We expect all parents, guardians 
and caregivers involved with the playschool to:  
 
Contribute to a positive atmosphere by modeling respect and by showing consideration of the 
children, staff, families and volunteers. 
  
Fulfill the responsibilities they have committed to in becoming a member of the Bonnie Doon 
Playschool Association. 
 
Address concerns with the appropriate person, whether it be the teachers, members of the 
BDPA Playschool Executive Board, or other parents. Please see section 6.1 regarding 
Communication Guidelines with Board members and Teachers.  
 
Please be aware that Bonnie Doon Playschool reserves the right to cancel registration if a 
parent, guardian or caregiver is unwilling to meet these expectations. 
  
5.2 Registration and Fees 
 

Registration for our program commences in February each year.  Please email 
registrar@bonniedoonplayschool.ca for details. 
 
Registration Requirements: 
  
As a member of our parent-run cooperative playschool, you are required to: 

1. Participate in fundraising campaigns.  A casino fundraiser is held every second year; the 
next casino will be held in the 2021/2022 school year. All families must participate in 
the operation of the casino and will be required to work at least one casino shift per child 
registered in the program 

2. Participate in fundraising opportunities throughout the school year 
3. Participate in one of three bee cleans, typically held in November, March and June, for 

each child registered in the program. Note that if you have more than one child 
registered, one parent (or nominate) can attend more than one bee clean or have more 
than one parent (or nominate) attend a bee clean.  

4. Fill one volunteer position per child registered in the program. Sign up is done at the 
Annual General Meeting (AGM) – please review the Parent volunteer descriptions in 
Appendix A at the end of the handbook prior to attending the AGM meeting. 

5. Children must be completely toilet-trained before the beginning of the school year.  
6. Children must be registered in the age-appropriate class the registrar may, at his/her 

discretion, require proof / legal documentation of birth date. Children must  be turning 3 

9 
Last Updated February 2020 

mailto:registrar@bonniedoonplayschool.ca


years old by September 1, 2020 for the Tuesday, Thursday class. If a child is turning 3 
by December 31, 2020 he or she is eligible for registration, but will only be able to start 
classes once they are 3 years of age. Children must be 4 years old by December 31, 
2020 for the Monday, Wednesday, Friday morning class and afternoon class.  
 

Program Fees (2020-2021 School Year): 
 

Program Days Monthly Fee 
3 and 4 yr. olds  
Early Foundations Class 

Tues, Thurs $155 

4 and 5 yr. olds 
Morning Kindergarten 
Readiness Class 

Mon, Wed, Fri $175 

4 and 5 yr. olds 
Afternoon Kindergarten 
Readiness Class 

Mon, Wed, Fri $175 

 
Other Fees (2020/2021 School Year): 
● Registration fee:  

o $65.00 -due upon registration, non-refundable 
● Field trip and classroom/party supply fee: non-refundable $100 fee -collected via direct 

deposit with the September school fees or upon registration if student enters program 
mid-way through the year. 

 
Note that neither of the fees are prorated nor refunded in any prorated amount if your child 
registers partway through the school year or departs partway through the school year.  
 
Automatic Withdrawal forms along with a void cheque (2020/2021 School Year) will be 
collected at the AGM: 
● The following fees will be collected via electronic funds transfer if your responsibilities are 

not met. 
o Fundraising fee: $150 per student  

▪ If you opt out of fundraising the $150 fee will be debited from your account on 
Oct 1, 2020. The fundraising fee is a mandatory fee, withdrawal of your 
child from the program without fulfilling your full fundraising obligations will 
result in a $150 charge. 

▪ If you opt in and the full family commitment (as defined by the Board) is not 
met, the $150 fee will be charged at the end of the school year.  

 
o Bee clean fee: $150 per student 
o Volunteer commitment fee: $150 per student 

▪ Bee Clean and Volunteer Commitment fee will only be charged if you do NOT 
fulfill your cleaning and/or volunteer commitments as determined by the 
Board. 
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5.3 Fundraising/Casino 
 
Fundraising is critical to the successful operation of the Bonnie Doon Playschool and helps keep 
costs low for parents.  
 
If the full family commitment is not met, the full amount of the fundraising fee will be charged at 
the end of the school year. For administrative reasons, pro rating the fundraising fee will not be 
possible. Withdrawal of your child from the program in the middle of the school year without 
fulfilling your full fundraising obligations will also result in a $150 charge. 
 
 
The playschool’s major fundraising event is a casino, whose funds contribute to the bulk of the 
school’s operating budget, held every second year.  During a casino year, each family must 
provide one volunteer for the casino per child (the volunteer does not have to be a family 
member). This is non-negotiable and is not covered by the $150.00 fundraising deposit. If your 
family is unwilling to provide a volunteer for, or is not represented at the casino, you will be 
charged a fine of $800. While this may seem strict, the success of the playschool is almost 
entirely dependent on funds raised from the casino. It is important for parents to understand that 
the program fees do not cover the operating costs associated with running the Bonnie Doon 
Playschool. Participation in casinos and other fundraising initiatives is imperative to keep 
program fees accessible while maintaining the high standards associated with the instruction, 
opportunities and materials available at Bonnie Doon Playschool. 
 
Fundraising campaign(s) and targets will be determined and communicated by the Board. 
Participation by all playschool families is essential to fundraising success. 
 
5.4 Bee Cleans 
 
Regular cleaning is required by licensing. A bee clean involves cleaning the entire classroom 
and all the toys. It is mandatory that you participate in one bee clean during the year per child 
registered in the program. A family representative can be sent on your behalf. Bee cleans 
typically occur in November, March and June. If you fail to fulfill your bee clean obligation, 
the playschool will charge you a $150.00 Bee Clean fee. People arriving more than 30 
minutes late for a bee clean without notice or leaving before all the tasks have been completed 
will have the playschool charge you a $150.00 Bee Clean fee.  
Note that volunteering for a Board position will exempt you from the bee clean requirement. 
 
5.5 Board and Volunteer Positions 
 
As a cooperatively run organization, Bonnie Doon Playschool requires each family to fill 
one volunteer position per child registered in the program. This is in addition to casino (if 
your child is registered during a casino year), fundraising and bee clean obligations.  
 
The opportunity to sign up for volunteer positions will occur at the AGM.  The Board elections 
also occur at the AGM.  Please be familiar with the roles both volunteer and board related, prior 
to attending the AGM. See Appendix A for a description of the Board and other Volunteer 
positions. 
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Failure to fulfill your volunteer duties will result in the charging of your Volunteer Commitment 
fee.  
 
If you are going to be away during your Volunteer duty rotation, it is your responsibility to make 
prior arrangements to change your duty date or find a replacement to cover your duties. Any 
changes must be communicated to the Volunteer Coordinator.  
 
5.6 Teacher and other Staff, Parent Volunteer and Board Member 
Security Checks  
 
All persons who are employed by, or volunteer at, Bonnie Doon Playschool who will have 
unsupervised access to children, either inside or outside of the classroom, must provide to the 
licence holder (to be kept on file): 

1. A current and valid copy of criminal record check, including a vulnerable sector search, 
dated not earlier than 6 months prior to the date of commencement with the program and 
every 3 years after that date.  This documentation is required prior to performing any role 
that may permit unsupervised access to students and, in any event, should be in place 
no later than 4 weeks after the school year commences.  To obtain the documentation, 
you must have valid documentation such as a current passport, driver’s license, etc. 

 
2. Failure to provide the documentation may result in the immediate termination of the 

employee’s current contract, at the discretion of the Board. In the event that a volunteer 
fails to provide the required documentation, he/she will be sent home and the volunteer 
commitment fee will be deposited. 
 
Parent Volunteer Teacher Assistants and Executive Board Members are required to 
submit the same security checks.  These are paid for by the license holder (Bonnie Doon 
Playschool Association).  
 

5.7 Alumni family pre-registration 
 
Alumni families are able to pre-register, however it is the family’s responsibility to contact the 
school. Pre-registration occurs in February every year immediately prior to registration opening 
to the general public. 
 
6.0 Guidelines and Policies  
 
6.1 Communication Guidelines with Board Members and Teachers 
 
Any concerns that arise during the playschool year need to be dealt with in a professional and 
timely fashion. Families who voice a concern and request help from the Board in resolving the 
issue need to submit their concern in writing and be prepared to be part of the resolution 
process if requested. 
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If a concern arises for which communication with the Teachers, the Board, or other families is 
necessary, please use the following guidelines: 
 
For concerns or issues related to program content and program delivery talk to the Teachers. 
For concerns or issues related to Teacher conduct, talk to the Teacher first. 
For serious concerns or issues related to Teacher conduct, or for other concerns or issues that 
were not resolved in speaking with the Teacher first, talk to the President. 
For concerns or issues related to Board member conduct, talk to the President. 
For concerns or issues related to other families, talk to the President. 
For concerns or issues related to volunteer roles and commitments, contact the volunteer 
Coordinator.  
Parent concerns or issues regarding Board policies, Board communication, and fundraising 
should be communicated in writing directly to the Board. 
If parent concerns or issues regarding the Teachers, or the Playschool program content and 
delivery cannot be resolved to the satisfaction of the parent and/or teachers, then the issue 
should be submitted in writing to the Board for resolution. 
 
Any concerns or issues should be resolved in an appropriate place and time. Understand that 
the Bonnie Doon Playschool teachers are doing their best to ensure a happy and enriching (and 
conflict-free) environment for our children – parents should not disrupt the classroom or attempt 
to address concerns or issues before or during class. Please use your best judgment in 
communicating concerns and issues to the Teachers and / or Board members. At no point will 
raised voices, profane language, etc. towards the Teachers or Board members be tolerated. 
 
6.2 Teacher Absences 
 
In the event of a teacher’s absence, the teacher will attempt to make arrangements for a 
Volunteer Teacher’s Assistant (or appropriate Board member) to attend in his/her place. If no 
Volunteer Teacher’s Assistant or appropriate Board member is available, the class will be 
canceled. 
 
If both teachers are absent, school will be cancelled. 
 
In the event of any cancellations, parents will be contacted via email with as much notice as is 
possible in the circumstances. Parents are asked to ensure that the Bonnie Doon Playschool 
has the most up to date contact information for the purposes of these types of communications. 
 
6.3 Parking 
 
Street parking is available in front of the hall. Hall parking spots are also available along the 
south and east side of the skating rink.  
 

 
6.4 NSF Cheques and Electronic Fund Transfers 
 
There is a $30.00 penalty for any payment that cannot be processed due to non-sufficient funds. 
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6.5 Change of Information 
 
The playschool must be notified of any changes of address, telephone number and/or 
custodial/guardian. Also, please advise the teachers of any major events in your child’s life, 
such as a new baby, a death in the family, a move to a new house, etc. This will help them 
understand any associated behavior changes. 
 
6.6 Smoking 
 
There is absolutely no smoking within Idylwylde hall. Parents are not permitted to smoke during 
any field trip or school outing regardless of location. 
 
6.7 Withdrawal 
 
A 30-day written notice is required to withdraw your child from the playschool. In the event that 
notice is received partway through a month, you will be responsible for the full amount of the 
next month’s fee (in addition to the amount already paid for the month in which notice was 
received). All written notice is to be given to the President of the playschool. You will be 
responsible for all volunteer duties and fundraising events during the time your child is 
registered at the playschool. The field trip/classroom supply fee is non-refundable. 
 
In a casino year if you withdraw from the program before the casino date and the scheduling for 
the casino volunteers has been completed it is your responsibility to fulfill your casino volunteer 
duties. Failure to do so will result in the $800 fee being charged. 
 
6.8 Mid-Year Registration 
 
A family that registers part-way through the school year will be responsible for: all applicable 
monthly fees, the full registration fee, and the full field trip/classroom supply fee.  They will also 
be responsible for the full Fundraising fee, full missed Volunteer Commitment fee, and missed 
Bee Clean fee if any of these obligations cannot be met during the time in which the child will be 
registered.  
 
A Volunteer position will be assigned based on vacancies and need.  
 
If a new family starts part-way through a month, the monthly fee will be pro-rated according to 
the number of classes they will attend that month. If there is a waiting list, the full month fee 
must be paid to secure the spot. 
 
The registration fee must be paid within 24hr of verbally accepting a spot at the playschool. All 
other fees are due on the first day the student attends. 
 
6.9 Emergency Procedures 
 
At Bonnie Doon Playschool, children will learn proper fire drill and lockdown procedures. The 
teachers will lead students through drills to show them what to do.  
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In the event of a school evacuation (other than for the purposes of a drill), parents will be 
contacted by a Bonnie Doon Playschool Board Member or Teacher, informed of the situation 
and provided with further instructions at that time.  
 

 

6.10 Monthly Expense Reimbursement Process 
 

As a parent co-operatively run program, members of the BDPA parent community may incur 
expenses in their volunteer roles, in particular board members, supply shoppers, and 
party/event planners. 
 
The monthly expense reimbursement process is as follows: 
 

1) Expense receipts and completed expense reimbursement forms are to be completed and 
submitted at the Playschool (to a folder called Expense Reimbursement) by the last school day 
of each month. Expense can roll over to the next month's reimbursement as necessary. 
2) The Teacher will be collecting those and approving the expenses (which involves reviewing 
and reconciling the receipts and forms) within one week. 
3) Approved expenses and associated forms will then be sent to the Treasurer. 
4) Cheques will be issued on (or about) the 15th of the following month for expense holders to 
retrieve at the Playschool. 
 
*Note: All expense reimbursement submissions must include the receipts, and an identification 
of the expense type to be approved.  
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Summary of 2020-2021 Volunteer Positions 

 

Group 1: Volunteer Board Positions (Elected) 

President Assistant Treasurer 

Vice President Registrar 

Treasurer Fundraising Coordinator 

Secretary Volunteer Coordinator 
 

Group 2: In-class and Out-of-class Volunteer Positions – Negotiated during AGM 

In-class Volunteers   Out-of-class Volunteers 

Daytime availability essential. Siblings are not permitted to 
accompany parent on in-class activities. 

  These positions can primarily be completed at home 
outside of Play school hours. However, 
some aspects may require parents (or a 
designated person) to visit the classroom 
during daytime hours from time to time. 

Volunteer Teacher Assistants/”On call” parents (8 total; 3 
per Monday/Wednesday/Friday morning class, 3 
per Monday/Wednesday/Friday afternoon class; 2 
per Tuesday/Thursday morning class) 

  Website Maintenance/Scholastic Coordinator (1 
position) 

Class parents (3 total; 1 per class)  Laundry/Recycling Parent (1 position) 

Party planners (3 total; 1 per class)   Handiperson/Toy Clean at Home (1 position) 

Slideshow Coordinator (1 position)    
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Group 3: Other Out-of-class Volunteer Positions – Assigned by lottery during 
AGM 

These positions can primarily be completed outside of Playschool hours. However, 
some aspects may require parents (or a designated person) to visit the 
classroom during school hours to pick up and deliver supplies, materials, 
payments, etc. 

Supply Shoppers (3 positions) 

Fundraising Assistants (3 positions) 

Classroom Materials Assistant (3 positions) 

Special Projects (3 positions) 

Toy Clean at Home (3 positions) 
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2020-2021 Volunteer Position Descriptions 
 

Group 1: Volunteer Board Positions (Elected) 
President 
Time Commitment: 15-20 hours per month. Some daytime availability is important.  
Special Requirements: Familiarity with spreadsheets and group email techniques 
would be an asset. 
Expenses: This role may involve expenses from time to time. All costs will be 
reimbursed. 
Duties: 
Oversees the program. Chairs executive and general meetings. Deals with outside 
agencies such as licensing, inspectors, landlords, gaming and general inquiries about 
the program. Has signing authority on all bank accounts.  Manages all escalated, 
program-related issues in consultation with the Board, Teaching Staff, and Parent 
Community.  
  
Vice President 
Time Commitment: 12-15 hours per month.  
Special Requirements: Familiarity with spreadsheets and group email techniques 
would be an asset. 
Expenses: This role may involve expenses from time to time. All costs will be 
reimbursed. 
Duties: 
This position would ideally involve a transition to the position of President. With 
guidance from the Registrar and Volunteer Coordinator, coordinate the Criminal 
Records Checks (CRC) through the Edmonton Police Service.  Each volunteer teacher 
assistant and board member is required to have a valid CRC as per Playschool and 
Child Licensing policy. Responsible for advertising and marketing. Works closely with 
the President and Fundraising Coordinator. Has signing authority on all bank accounts. 
Assists with teacher evaluations. Chairs meetings in place of President and assists the 
President throughout the year as required.  
  
Treasurer 
Time Commitment: 10-15 hours per month.  
Special Requirements: Familiarity with spreadsheets and group email techniques 
would be an asset. 
Expenses: This role may involve expenses from time to time. All costs will be 
reimbursed. 
Duties: 
Works closely with the bookkeeper and is responsible for banking, balancing monthly 
statements, employee payroll, ROE’s, bill payments, financial statements, audits, 
income tax returns, casino report, and responsible for collecting monthly 
reimbursements from Treasurer mailbox. Has signing authority on all bank accounts.  
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Assistant Treasurer 
Time Commitment: 5-10 hours per month 
Special Requirements: Familiarity with spreadsheets and group email techniques 
would be an asset. 
Duties: 
Completes monthly bank deposits, completes subsidy reports, works closely with 
treasurer and fundraising coordinator on a casino reporting year, assists treasurer when 
needed and prepares tax receipts for parents January & June. Has signing authority on 
all bank accounts.  
  
Secretary 
Time Commitment: 6-7 hrs per month.  
Special Requirements: Familiarity with spreadsheets and group email techniques 
would be an asset. 
Duties: 
Updates & creates sign in sheets for attendance, prepares documents for parent 
meetings, completes all meeting minutes.  
  
Registrar 
Time Commitment: 5-25 hours per month. 
Special Requirements: Familiarity with spreadsheets and group email techniques 
would be an asset. 
Duties: 
Responsible for handling inquiries, registering new students, creating and updating 
contact lists, helps coordinate open house, mails the August information package to 
new families, and maintains portable emergency documents. Also responsible for 
checking and updating voicemail, responding to email inquiries pertaining to 
registrations.  Manages all incoming correspondence.  Develops or delegates 
development of outgoing correspondence to the parent community as required.  
 
Volunteer Coordinator 
Time Commitment: 6-7 hours per month. 
Special Requirements: Familiarity with spreadsheets and group email techniques 
would be an asset. 
Duties: 
Coordinates parent volunteers and bee cleans. The Volunteer Coordinator is 
responsible for: 1) ensuring that all families have a volunteer position, understand their 
duties, and completes their tasks as required; and 2) organizing bee cleans. The 
Volunteer Coordinator maintains the volunteer and bee clean roster, sends reminder 
emails/notices as required, and communicates with the Board, Teacher, and Education 
Assistant regarding matters related to parent volunteers and bee cleans.  
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Fundraising Coordinator 
Time Commitment: 5-10 hours per month.  
Special Requirements: Familiarity with spreadsheets and group email techniques 
would be an asset. 
Duties: Responsible for overseeing, managing, and coordinating all fundraising 
activities. In a casino year, works with the casino consultant (hired resource) to ensure 
all casino related paperwork, administration, and operations are completed. Also works 
closely with the Casino Coordinator (parent volunteer) to ensure that casino is fully 
staffed. Identifies appropriate fundraising campaigns to meet the target budget for 
fundraising as well as plans, manages, and carries out the fundraising campaigns with 
assistance from the Fundraising Assistants. Reports to the Board and parent community 
on fundraising activities outcomes.  
  
Note: The times listed here are estimates only of the investment per Board position per 
month. These estimates are based on the experience of the 2020/2021 Board. 
  
Group 2: In-class and Out-of-class Volunteer Positions – Negotiated 
during AGM 
Volunteer Teacher Assistants/ “On-call” parents: 8 positions 
Time Commitment: Varies  
Special Requirements: Must have availability during your child’s playschool hours. 
Duties: Volunteer Teacher Assistants are responsible for being substitute teachers 
when the teachers are not able to attend class. This often occurs at the last minute 
so a flexible schedule is important. 
  
Parents must available at their child's designated class time each week for which they 
will be on-call. The roster of on-call parents will be posted on the bulletin board in the 
playschool’s Welcome Room. 
  
It is essential that parents assuming the Volunteer Teacher Assistant positions are 
available when they are on-call and will thus be asked to complete a form confirming 
that they understand their responsibility. If parents assuming this volunteer position are 
temporarily unable to fulfill this responsibility due to exceptional circumstances (e.g., 
vacation), they must notify the teaching staff and make arrangements with the other 
Volunteer Teacher Assistant who is on-call the same day. Failure to find a substitute 
teacher in the event of teacher absences will result in the playschool being 
cancelled for that class. 
 
Parents must provide an alternate phone number (mobile) to make it easier to contact 
them at the last moment and be prepared to receive last-minute phone calls (including 
in the morning). Volunteer Teacher Assistants must provide the Playschool with a 
criminal record check (including a vulnerable sector search) as well as complete the 
Child Abuse Pledge. The cost of the record check will be arranged and paid for by the 
Playschool.  
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Party & Special Event Planner: 3 positions (1 per class) 
Time Commitment: 4 to 6 hours per month.  
Special Requirements: Daytime availability is essential as this position requires 
that parents are available to attend these events  
Expenses: Cost of supplies/food to the budgeted amount. All costs will be reimbursed. 
Receipts must be signed by a teacher for approval and then placed in the Treasurer’s 
mailbox. Reimbursement cheques to be expected on the fifteenth of every month, 
provided they are submitted by the 30th of the previous month.  
Duties: Organize food/drink, activities, and decorations for your child’s playschool class 
parties.  This volunteer will work independently, and with the teachers, to plan, organize 
and decorate for their child’s class parties.  There will be parties at Halloween, 
Christmas, Valentine’s, Mother’s Day, Father’s Day, and Graduation/Year-End Party. 
 
Class Parent: 3 positions (1 per class) 
Time Commitment: 2-3 hours per month. 
Special Requirements: If a younger sibling is present, parent must wait until after class 
dismissal to complete duties.   
Duties: Attends the last 15 minutes of each class. Tasks may include the following: 
Puts items (e.g., crafts, notices) into cubbies, helps to tidy the classroom, sweeps 
classroom, wipes tables, and completes other tasks as specified by the Teacher. 
 
Laundry/Recycling Parent: 1 position 
Time Commitment: 2-3 hours per month. 
Special Requirements:  Laundry facility and storage room for recycling (and means of 
transporting recycling to depot) 
Expenses:  Cost of laundry soap.  All costs will be reimbursed. Receipts must be 
signed by a teacher for approval and then placed in the Treasurer’s mailbox. 
Reimbursement cheques to be expected on the fifteenth of every month, provided they 
are submitted by the 30th of the previous month.   
Duties: Launder paint shirts, cloths, towels and dramatic play clothing on a weekly 
basis and return to class in a timely fashion.  Collect recycling from classroom at the 
end of every week and return to bottle depot monthly.  Monies collected to be handed to 
a teacher for the classroom piggy bank.  
 
Website Maintenance/Social Media Coordinator: 0.5 position 
Time Commitment: 2-3 hours per month.  
Special Requirements: Computer/internet access, basic knowledge of website 
maintenance is an asset.  
Duties: Responsible for maintaining and updating the Playschool website and all of its 
social media platforms for the means of informing the parents and marketing the 
playschool. Accountable for updating the website, posting fundraising information and 
reminders, sharing class photos from photographers following parties and field trips, 
and other important information. Works with the Vice President to advertise the yearly 
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open house and with the Registrar to ensure information for upcoming year is up to 
date.  
  
Scholastic Coordinator: 0.5 position 
Time Commitment: 1-2 hours per month  
Special Requirements: Access to computer/internet 
Duties: Distributes monthly flyers into cubbies, compiles orders and payments, places 
orders, makes payments, sorts and distributes books back to families who purchased 
them upon their arrival, corresponds with Scholastic, teachers, and parents to 
problem-solve, as needed.  
  
Handiperson: 1 position 
Time Commitment: Varies 
Special Requirements: Must have own tools or access to necessary tools. Access to a 
truck is an asset. 
Duties: Responsible for odd jobs required in the classroom. In the past, this has 
involved assembling shelving unit, assembling desk, securing shelving to the wall, fixing 
vacuum, delivering toxic materials to waste station, and old furniture to the dump. Most 
jobs can be completed after Playschool hours, if arranged with the teachers.  
 
 
Group 3: Other Out-of-class Volunteer Positions – Assigned by 
lottery/draw during AGM 
These positions can primarily be completed outside of Playschool hours. However, 
some aspects may require parents (or a designated person) to visit the classroom 
during school hours to pick up and deliver supplies, materials, payments, etc. 
  
Supply Shopper: 3 positions 
Time Commitment: Various (short shopping trips approximately twice monthly).  
Special Requirements: Costco membership is an asset, but is not necessary. Likes to 
shop ☺ 
Expenses: All costs will be reimbursed. Receipts must be signed by a teacher for 
approval and then placed in the Treasurer’s mailbox. Reimbursement cheques to be 
expected on the fifteenth of every month, provided they are submitted by the 30th of the 
previous month.  
Duties: Responsible for the purchase of supplies for the classroom as requested by the 
Teacher.  Please purchase the least expensive items to remain under budget. 
Dollarama, Dollar Tree, and Walmart should be the main source of purchases.  Budgets 
will be provided based on teachers’ requirements.  
  
Fundraising Assistants/Casino Coordinators: 3 positions (1 per class) 
Time Commitment: 1-2 hours per month, slightly more hours during a casino year.  
Special Requirements: Access to computer/internet 
Duties: The Fundraising Assistants/Casino Coordinators will work with the Fundraising 
Coordinator to plan, promote, and carry out fundraising events. They may also assist, 
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as needed, with the casino application process.  During a casino years, these 
volunteers are responsible for ensuring the parents from their specific class are signed 
up for their casino shift and are their point-of-contact for the casino.  
  
Classroom Materials Assistant/Playdough Volunteer: 3 positions 
Time Commitment: 1-2 hours per month 
Expenses: Playdough ingredients to be reimbursed once, or up to the teachers’ 
discretion. Receipts must be signed by a teacher for approval and then placed in the 
Treasurer’s mailbox. Reimbursement cheques to be expected on the fifteenth of every 
month, provided they are submitted by the 30th of the previous month 
Duties: Helps the teachers prepare classroom learning materials (tracing, cutting, 
preparing play dough etc). Instructions and supplies will be provided. This position may 
include projects ranging from one to five in a month. 
 
The specific recipe to be used is as follows:  
4 cups flour  
1 cup salt  
8 tbsp. cream of tartar  
4 cups water  
4 tbsp. oil Food colouring and fragrance (i.e. package of Kool-Aid, peppermint extract, 
etc.) (Teachers to determine colour/scent combination. ) 
 
In a pot, combine the above ingredients. Stir well. Cook over medium heat 
approximately 3 to 5 minutes, stirring constantly. (Looks globby but it will turn out). 
When mixture forms ball in centre of pot, turn out and knead on a lightly floured surface. 
Store in an airtight container or plastic bag. 
  
Special Projects Volunteer: 3 positions 
Time Commitment: 2-4 hours per month.  
Special Requirements: Will be required to help out during the first week of September 
for classroom set-up before classes begin.  May be required to stay after classroom 
dismissal to complete tasks.  
Duties: Assists the Teachers and Board with special projects, as needed. This could 
include activities such as setting up or taking down the classroom, helping to organize 
the graduation party, assisting the Fundraising Coordinator with fundraising events, 
preparing classroom materials, completing cleaning tasks, and helping with other tasks 
as they arise. This position may include projects ranging from one to five in a month.  
  
Toy Clean at Home: 3 positions 
Time Commitment: 2-4 hours per month. 
Special Requirements: Some toys must be sanitized on-site after classroom dismissal.  
Duties: Sanitize toys as per the teaching staff instructions. Volunteers must transport 
toys (in large Rubbermaid containers) to and from the school. Generally, teaching staff 
will send containers of toys home to be cleaned and returned within one week. Ensure 
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that all toys are dry when returned and plastic bags left open to prevent mildew.  Toys 
may be sent home several times throughout the month.  
 
Slideshow Creator: 1 position  
Time Commitment:2-3 hours per month 
Special Requirements: Point-and-Shoot camera, at minimum is necessary. 
Smartphone photography will not be accepted. 
Duties:Combines photos taken by parent volunteers throughout the year to make an 
end of the year slideshow 
 
Volunteer Teacher Assistant/ “on-call” Parent Scheduler: 1 position 
Time Commitment: 1-2 hours per month 
Special Requirements: Must have access to their phone/email throughout the day and 
must be flexible to schedule last-minute teacher absences.  
Duties: Works with the teaching staff to schedule Volunteer Teacher Assistants in the 
event of teaching staff absence due to illness. As this will occur at the last minute, the 
parent assuming this position must be prepared to receive early-morning phone calls 
from teaching staff and likewise to call “on-call” parents as needed. 
 
Photographer/Slideshow Creator: 3 positions (1 per class) 
Time Commitment: 2-3 hours per month 
Special Requirements: Point-and-Shoot camera, at minimum is necessary. 
Smartphone photography will not be accepted.  
Duties: Takes pictures at events (i.e., parties, in-class field trips) and sends them to the 
Website Maintenance Coordinator to be posted on the Parent Blog. Takes graduation 
photos and prints them for each student.  Creates a slideshow for graduation/year-end 
party. Must attend all classroom parties/events.  If unavailable to attend, it is the 
volunteer photographer’s responsibility to find a replacement.  Note: Daytime 
availability is essential as this position requires that parents are available to 
attend these events. 
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