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Introduction 
 

Kenilworth Playschool is a non-profit, cooperative program. We have a bright, clean facility with a large play area 
and kitchen. We are proud to provide children with positive interactions with peers, daily theme-based lessons, fun 
field trips, science experiments, cooking in our kitchen, park or gym time, games, books, songs and so much more. 
Our goal is to give your child a fun and positive experience that will help prepare them for Kindergarten. 

 
Volunteer parents are essential to the playschool program. They have a right to know how and why the program 
functions. They also have a responsibility to be involved in helping the Playschool run to the satisfaction of the 
parents, the Teacher and most importantly, the children for whom the program was established. Parents should feel 
free to approach the Teacher and President with their ideas and their concerns. 

 
Kenilworth Playschool is licensed by the Province of AB Child Care.  We are regularly monitored and must 
follow licensing guidelines.  Part of our regulations to follow state: children must be 3 years old prior to 
commencing in the playschool and must be toilet-trained. The total number of children cannot exceed 20. If the 
number of children in the program is 13 or more, there will be 2 Duty Parents needed in each class. 

 
The Kenilworth program runs Tuesday and Thursday mornings from 9:00am to 11:00am and runs in two terms; 
term one from September to December and term two from January to May. The program follows the Edmonton 
Public School Board calendar, meaning playschool classes are cancelled for all statutory holidays, as well as school 
days off (Christmas break, Teacher’s Convention, Spring break), and professional development days. You will 
receive a calendar for each term outlining the closure dates.   

 
Your Involvement 

 

Kenilworth Playschool is a parent co-operative. It is due to the efforts and dedication of parents/guardians/caregivers, 
in conjunction with the children, the teacher and the community league, that the playschool continues to operate as a 
fun, educational and safe environment for our children. 

 
Parents or alternates are required to participate in their child’s playschool year as follows: 

 
 One to two parents (depending on enrolment) are required to assist in the classroom daily. 

 
 Participate in four toy washes; two per term (or pay $25 per toy wash missed). 

 
 Work one bingo for the community league (or pay $100 to Kenilworth Community League). 

 
 Parents are committed to help with one fundraiser per term, approximately a 2-hour commitment. 
 
 Volunteer for field trips as you are able. 
 
 Attend special functions (Halloween, Christmas, Year-End, etc.) 
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 Registration and Fees 
 

Registration Fee is $30. 
The fees for the School Session are $300 per term. 

 
A Community League Membership is required. Any City of Edmonton community league membership will be 
accepted and Kenilworth memberships are available for non-members. 

 
The following are required at the time of registration: 

 
 Registration form with $30 registration fee cheque made out to Kenilworth Community League. This is a non-

refundable payment after accepting position in the playschool.  
 
 Bingo Deposit - $100 undated cheque made out to Kenilworth Community League. The cheque will be returned 

when one early or two late night bingos are worked. Members working community league bingos or casinos may 
earn credit vouchers. Credit vouchers may be redeemed towards play school fees on the current Kenilworth 
Community League policy. 

 
 Toy Wash Deposit - Two $25 undated cheques (per term) made out to Kenilworth Community League. 

These cheques will be returned when toy wash is completed. 
 
 Fees - $300 cheque (per term) made out to Kenilworth Community League for fees for each term or 

combination of bingo vouchers and cheque. 
 

Getting Ready for School 
 

 The outdoor facilities (playground, skating rink, and field) will be used as weather permits so please dress your 
child accordingly. Please mark all belongings with your child’s name. 

• Winter: hat, mitts, snow pants, coat and boots 
• Fall/Spring: rain boots and rain pants, hat, sunscreen, bug spray (any sprays or lotions must 

be applied prior to class) 
 
 Children should wear appropriate clothing to play. The children paint, colour, glue, cut, play outside etc. everyday and 

Kenilworth Playschool is not responsible for damage/stains to your child’s clothes. 
 
 Ensure your child arrives on time (within the designated arrival period) and is picked up on time. 

 
 Children should not bring candy, toys, etc. unless requested. 

 
 Encourage the children to be as independent as possible. 

 
 

Required Supplies: 
 
 Indoor shoes, non-skid soles and LABELED that remain at the playschool 
 Extra change of old clothes (pants, shirt, underwear, socks) in a Ziploc bag labeled with your child’s name- to be kept 

at the playschool in case of accident 
 Snack- to be brought from home in a snack bag marked with your child’s name on the OUTSIDE 
 3-5 Photos that will be used to make your child’s placemat 
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Daily Playschool Schedule 

 
         The following schedule is a guide to the day to day activities of the playschool. 

8:50-9:00 - GET READY FOR THE DAY 
• Come in to the front entrance, children change into their indoor shoes 
• Children wash hands in the front bathrooms 
 
9:00 - DOORS OPEN 
• Teacher and duty day child will come to welcome the children to playschool. 

 
9:00-9:30 – CIRCLE TIME 
• Student welcome- attendance, show & tell, songs, stories, calendar, theme-based lesson, letter and number practice 

 
        9:30-10:15 – CRAFT & CENTERS 

• Rotation through crafts and centers- students choose the station they would like to start 
at and are free to switch to another unless the station is full 
 
10:15-10:20 – CLEAN UP 
• Tidying of centers and craft clean up, children bring toys to storage room 

 
10:20-10:40 – BATHROOM BREAK AND SNACK 
• Children line up to use the washroom and wash hands 
• Eat healthy snack provided by parents 
 
10:40-11:00- GYM TIME AND/OR OUTDOOR TIME 
• Children participate in a variety of games and play time or 
play at the playground  
 
11:00- DISMISSAL 
• Parents, or anyone listed to pick up your child, must pick up their child (with all their belongings) at the 
playschool, not at the playground. 

 
Role of Duty Parents or Alternate 

 

All families are required to help in the classroom as a helper. If enrolment is 13 students or higher, 2 helpers will be 
required for each class. We will ask for availability before each monthly helper schedule is made and will attempt to 
accommodate your other time commitments. The schedule for each month will be sent out in advance through email 
and is included in the monthly newsletter.  
The helper day is a special day for your child. It is a chance for them to share their skills, friends and playschool world 
with you. Helpers should arrive at 8:45am and stay until the room is cleaned up (usually 15 minutes). The duty 
parent assists for the entire class. 

 
When you arrive, you will be provided with a list of things to do. Your duty day is your child’s “special” day, 
which means they get to pick the toys for the day, bring show and tell, and fulfill special jobs during playschool. It 
is very important for you to arrive by 8:45am so your child has enough time to pick toys and set-up the stations and 
for you to finish all the required items on your list before the other children arrive. 

 
Child Care licensing regulations do not allow for children or unregistered siblings (including sleeping infants) to 
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accompany helpers; please find alternative care for siblings. 
 

You are responsible to provide a substitute or swap days with another parent if you are unable to attend your 
appointed duty day, and to advise the teacher, by email, of such changes. 
 
Parent Helper List 

 

Here is a general outline of our day and some ways you can help during playschool. 
 
SET UP (8:45 – 9:00) 
· Set up stools at the sinks in the bathrooms by the front door and inside the classroom. 
· Ensure bathrooms are clean. 
· Help your child pick out and set up the toys for the day.  
 
DOORS OPEN (9:00) 
· Your child will get the opportunity to welcome their classmates into playschool.  
 
CIRCLE TIME (9:00-9:30) 

· Once all the students have arrived, lock the front doors and bring the shoe bin and snack bin into the room. 
· Join us at circle time so your child can introduce you! 
· Encourage students to be attentive and participate in activities. 

 
CRAFT AND CENTERS (9:30-10:15) 

· Interact with children during play time. 
· Ensure children rotate through different centers. 
· Assist with craft clean up. 
· Ensure crafts are labeled and added to mailboxes. 
· Set up snack- wash tables, put placemats and snack bags out 

 
BATHROOM BREAK AND SNACK (10:20-10:40) 

· Quietly lead children to the washroom to use the facilities and wash their hands. 
· Assist children with packages thar are tough to open, encourage them to eat quickly and quietly.  
· Have them tidy up their snack area, return placemats, throw away garbage/recycle, put snack bags back in backpack. 
· Wipe tables and placemats. 
· Read a story once a few kids are finished until the teacher gives instructions for the next activity. 

 
GYM TIME AND/OR OUTDOOR TIME (10:40-11:00) 

· Assist children with coats, zippers, shoes etc. 
· Encourage participation in activities, play with them! 

     
   DISMISSAL/CLEAN UP TIME (11:00-11:15) 

· Stack chairs in storage room and put tables away. 
· Collect stools from the bathrooms. 
· Sweep floors and remove garbage.
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Snacks 

 

Children are to bring their own snack and drink (water bottle) to each class in a lunch bag labeled with the child’s 
name on the outside. Children should be able to complete eating the snack in the 10 to 15 minutes allotted to 
snack time. To protect children with allergies, Kenilworth Playschool is a NUT FREE ZONE- please do not send 
snacks that include any kind of nuts. The playschool emphasizes healthy choices for snacks, with some ideas 
listed below:  
 Fruit/Vegetables: Apples, oranges, pears, bananas, peaches, grapes (must be cut in half), berries, 

watermelon, cucumbers, carrots, cherry tomatoes, dip 
 Crackers and Cheese 
 Yogurt 
 Bagels/Muffins/Pretzels/Goldfish/Granola Bars 

 
Policies 

 
Dropping off Children (Before Class): The drop off parent/guardian must stay with their child until the teacher 
rings the bell. One duty parent or alternate (or 2 if enrollment is 13 students or higher) is required for the class to 
begin. If the duty parent or alternate does not show up, the class cannot commence until a replacement is found or 
class will be cancelled. In the event the class is cancelled, the parent/guardian must be there to take the child 
home. 

 
Picking-Up Children (After Class): Child pick-up is expected at 11:00AM. Only parents/guardians or an 
adult (18 years of age or older) with permission may pick-up a child from the playschool. Picture I.D. may be 
required for anyone other than the child’s parents. Please notify the teacher, by email, of any pick-up changes. 
 
Field Trips: Parents will be notified prior to any field trip.  
All children are encouraged to attend these field trips however, siblings (including sleeping infants or babies in 
arms) are not permitted to attend. Parents are required to transport their child(ren) to and from the field trip 
location, or arrange transport with another parent and inform the teacher of this arrangement. Field trip details 
(address, date, info about the site etc.) and permission slips will be emailed out to parents 2-3 weeks before the 
field trip date. All parents must return a signed permission slip by the indicated due date to state 
whether their child will or will not attend. Children cannot attend an off-site field trip if a signed 
permission form has not been handed in to the teacher before the indicated due date.  
As a licensing requirement, we must have a 1:3 adult-to-child ratio for field trip days (no parent helpers are 
scheduled for field trip days). The permission slip will have a spot where parents can indicate their availability 
to stay as a helper for that field trip. To be fair, we will try to give everyone a chance to help over the year. 

 
Safety: Children must be supervised at all times and are not allowed in the kitchen or outside alone. 
Furnishings, equipment and toys should be inspected often for wear and tear. Please advise the teacher of 
conditions that need attention. The Playschool is inspected yearly by Public Health and Licensing. 

 
Health: Cleanliness, particularly in the following areas is required: 

 Toilets, sinks, drinking fountains – prior to each class 
 Tables – prior to snack. Use placemats to serve food 
 Toys – clean at least twice per session 
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Potential Health Risks: In case of accident and in all cases of illness, the teacher or designate will ensure the 
child receives any necessary medical attention and will call the parent/guardian/emergency contact to arrange 
for the immediate removal of the child from the program premises.  
The child will not return until the license holder is satisfied that the child no longer poses a health risk to 
persons on the program premises or the child’s parent provides written notice, from a physician, indicating the 
child no longer poses a health risk to any persons on the premises.  
The teacher and duty parent will watch for any signs or symptoms of illness exhibited by any of the children, 
should a child become sick during class, they will be kept as far away as practical from the other children and 
directly supervised by an adult. 
 Any serious illness or injury to a child or other incident that occurs while the child is attending playschool that 
may seriously affect the health or safety of the child will be reported to the parent, playschool president and 
Capital reach health immediately. 
All records of incidents will be reviewed annually and a report will be submitted to the regional child care 
office. 

 
Sick Children: Do not bring sick children to playschool. If your child or you are sick on your duty day, you 
will need to use the provided class phone list to find a replacement. 

 
Teacher Absence: In case of teacher absence, parents will be notified and class will be cancelled. 

 
Communicable Disease: Please notify the teacher and do not bring your child to playschool if your child has 
contracted a communicable disease (chicken pox, mumps, etc.) or lice. All cases and suspected cases of 
communicable disease will be reported to the health board. 

 
Medication: Note medication information on the registration form.  Please advise the teacher of any 
medication your child may be on and its possible effects. There will be NO medication administered by 
playschool staff EXCEPT emergency medications such as epi-pens or inhalers. If your child has a medical 
condition that may require the emergency administration of medication please provide written procedures and 
consent to the teacher. Medication will only be administered if the medication is in the original labeled 
container and will be stored in a place that is inaccessible to children. When medication is administered to a 
child, a written record will be made of the name of the medication, time of administration, amount administered 
and the initials of the person who administered the medication and the parents will be notified. 

 
Health Care: In the event of an emergency, if a parent/guardian cannot be reached, the staff will take initiative 
and make all healthcare decisions until the parent/guardian arrives. Any medical costs (ambulance, etc.) will be 
incurred by the family in the event of an emergency. 

 
Smoking: During playschool hours, there will be NO smoking in the hall or outside when in close proximity to 
the children. 

 
Refund of Fees: Refunds will be calculated based on the number of classes left in the session, after 30 day notice 
of withdrawal has been given to the playschool President. 

 
Staff Credentials: Teacher will provide a criminal record check, including a vulnerable sector search, that has 
been completed within 6 months prior to commencing and every 3 years after that date. In addition, teacher will 
have a Child Development Supervisor certification and Childcare First Aid and CPR.
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EMERGENCY PROCEDURES 

 

Telephone Numbers: Emergency numbers are posted beside the phone in the kitchen. 
 

Evacuation Plan: 
 
1. Everyone will be alerted with a shout and the building fire alarm system will be activated in the event of a fire. 
2. Teacher will take along the portable records and attendance records. 
3. Children follow the teacher in single file and exit via main door when possible. Extra helper parent follows if in 

attendance. 
4. Duty parent checks all rooms including washroom, kitchen and storage areas, ensuring everyone is out. Upon 

exiting duty parents will close doors. 
5. Once outside, everyone meets at the south end of the parking lot (87 Avenue). Attendance will be taken. 
6. Children and staff will proceed to walk north of the hall and skating rink to Kenilworth Junior High School 

(7005 – 89 Avenue; phone 780-466-2104), which is the alternate emergency accommodation. 
7. Appropriate emergency services and the playschool President will be notified. All parents/guardians will be 

contacted to pick up their children. 
 

Staff, parents/guardians, children are made aware of emergency evacuation plans by reading playschool 
handbook. This information is also posted on parent information board in the classroom. 

 
Fire Drills: 

 
Monthly fire drills follow the Emergency Evacuation Plan up to and including taking attendance. No fire drill 
alarm is used; the teacher will issue a verbal command. 

 
Fire Extinguishers: 

 
ABC-type extinguishers are available for use on all types of fires. Please note their location in the hall: 

 
 On the wall in the main hall 

 
 In the kitchen 

 
 In the skate change room 

 

Procedure for use: Hold upright, pull pin, press top lever, discharge at base of fire with side to side motion. 
 

Records: 
 

Children’s Records: An up-to-date record for each child will be maintained on-site containing the following 
information: a completed enrolment form including child’s name, date of birth and home address, parent’s 
name, address and telephone number, name, address and telephone number of an emergency contact and 
medical consent and health issues including immunizations and allergies. 
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Administrative Records: Up-to-date administrative records will be kept on-site containing evidence of the 
child care certification, first aid certification (where applicable) and verification of a current criminal record 
check for each staff member. 

 
Portable Records: Up-to-date portable record cards will be maintained containing the child’s name, date of 
birth, address, parents’ name, address and telephone number, emergency contact information and relevant 
health information including immunizations and allergies. Portable record information will also include the 
telephone number for the local emergency response service and poison control centre. 

 
Records will be available on-site for inspection by the licensing board and by parents at appropriate times. 
Attendance record sheets will be retained for two years. 

 
Behavior Modification Policy 

 

The teacher will handle general discipline quietly, gently, and firmly. There will be no physical punishment, 
verbal or physical degradation or emotional deprivation. When necessary, if a child displays behavior that 
needs to be modified (i.e. hitting, yelling, disobedience, crying, being unkind) the teacher or a parent will 
intervene. The child will calmly be told what behavior was not acceptable and then ask the child to make a 
“better choice”. A better choice of behavior will be discussed and an apology will be required when necessary. 
If the behavior continues then the teacher or a parent will sit down with the child and discuss (using a happy and 
sad face visual aid) how their actions made them and others feel sad. The teacher or parent will then encourage 
the child to make a “better choice” and have the child verbalize what would make them and others happy. The 
child will then follow through on their plan. 

 
If an individual child’s behavior continues to be a problem and the above methods of dealing with the behavior 
are not proving successful, the behavior problem will be discussed with the parent(s) of the child involved, and 
some agreement will be reached.  
 
Further to this, if a problem persists, the Playschool President will be contacted, as well as the parent(s) and a 
decision will be reached as to whether the child will be allowed to continue in playschool. 
 
 
Feedback 
 
Your feedback is always welcome. The playschool is always striving to improve the service it provides to the 
community. We look forward to having your child join us in our playschool adventures! 
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