
Sidney Preschool Job Outlines
Executive Jobs

President

● Familiar with the preschool’s Consttuton and Bylaws. Review and update the preschool’s policies and 
procedures. In October, solicit support from 1-2 members regarding annual review of policies and procedures 
(edit, format, and update to web).

● Familiar with all other executve  ob porrolios, and manage executve positons, ensuring executves are 
fulflling their dutes

● Ensure that Executve recommendatons for the General Membership’s ratfcaton are presented from all 
viewpoints, including reasons why the Executve reached their decision.

● Be aware of any issues that arise in the preschool. Be supportve and ensure that all concerns are heard and 
resolved.

● Promote a cooperatve spirit and positve motvaton within the preschool General Membership.

● Serve as an ex-ofcio member of all commitees. Head the commitee for selectng a new teacher, should the 
need arise.

● Liaise with the ECE. The teacher must have the complete support of the President and Executve.

● Review and sign the rental agreement on an annual basis. Liaise with landlord as necessary.

● Know the state of the preschool fnances through regular meetngs with the Treasurer. As a Director of the 
preschool, you have signing authority on all Contracts and Leters of Agreement.

● Give overview of year in Annual Report at the Annual General Meetng.

● Ensure an efectve turnover between the outgoing and incoming Executve.

● Refer all personnel maters to the Personnel Commiteee the President needs to stay neutral and should not 

be involved in personnel concerns. It is up to the Personnel Commitee to solve concerns and communicate 

results or suggestons.

Vice President 1 – Personnel

● Atends monthly Executve and General Meetngse

● Atends the IICPA AGM in May and October personnel worsshope (October’s personnel worsshop is Tuesday, 

Oct. 20, at the same tme as our parent meetng)

● Assists the President with odds and ends dutes

● Gets to snow the parents in the school and acts as an efectve liaison between them and the Executve 

(shared with IP2)e

● In charge of resolving interpersonal confict (between adults at the preschool as/if situatons arise)e



● Once the contract negotaton process has fnished, IP is responsible for updatng, copying and fling the 

renewed contracts for both the ECE and the ECE assistant

● Has signing authoritye

● Coordinates Grant Proposals with the Treasurer and Secretarye

● Organizes preschool evaluatons by parentse and

● Reviews Criminal Records Checsse

Vice President 2 - Operations

● Atends monthly Executve and General meetngse

● Atends IICPA AGM in Maye

● Gets to snow the parents in the school and acts as an efectve liaison between them and the Executve 

(shared with IP1)e

● Is responsible for the Parent Assignments (or “Job List”), ensuring that each member in the school is involved 

in some meaningful capacity, including Executve Commitee. Distributes  ob descriptons and ensures that  ob 

descriptons are updated by June 10e

● Chairs the Standards Commiteee helps review the Consttuton, By-laws, Policies & Procedures annuallye

● May act as liaison with the Fundraising Commitee, Nominatng Commitee, and Budget Commitee

Secretary

● Maintains accurate minutes of the Executve and General meetngs, notng correctons when necessary, and 
distributng as appropriate.

● Assists the Meetng Chair in setng meetng agendas.

● Assists the Meetng Chair at meetngs by clarifying the wording of motons before a vote is tasen.

● Reports all executve members’ contact info to IICPA at the beginning of the year.

● Keeps a copy of the preschool’s Consttuton, Bylaws, Policies and Procedures in the Minute Boos, available 
for reference at any meetng.

● Handles correspondence and maintains a fle cabinet at the preschool of all ofcial leters and papers. These 
fles should include pertnent informaton on each aspect of the preschoole ie. Landlord/tenant, salary 
negotatons, etc.

● Ensures all fles/binders are returned and up to date from Executve at the end of the school year.

● Responsible for seeping atendance at monthly meetngs and following up with IP if a family misses three 
meetngs.

● Ensures that missed meetng forms are completed. Refer to preschool policy for further missed-meetng 
procedures.



● Forwards Society Annual Report to the BC Registry Services afer the Annual General Meetng, coordinatng 
with Treasurer. May renew business license annually as required.

● Picss up mail weesly, including over the summer

● Destroys sensitve informaton every two years. 

Treasurer

(This job looks big, but we have a bookkeeper who works with us, and for several other VICPA preschools, 

who does a lot of it; it is not as overwhelming as it seems. Additionally, many of these duties are once per 

year.)

● Collects all fees, donatons and fundraising monies and mases monthly deposits.

● Disburses funds as budgeted. Expenditures over a specifed amount (stated in bylaws) and not included in our

budget must be approved by executve and/or the membership.

● Codes and maintains receipts and reimbursement forms covering expenditures. Must retain six years of 

records by law (in storage at the preschool).

● Presents a general fnancial report (e.g. bans balance, budget pressures, forecastng) at each monthly 

executve meetng. Quarterly, presents fnancial statements from accountant.

● Manages special needs funding, childcare subsidies, Childcare Operatng Fund (CCOF) and any other available 

grants or delegates to Treasure’s Assistant

● Provides bans statements, checs register, deposit boos, subsidy/grant informaton, records of 

expenditures/reimbursements, and records of any other incoming monies to accountant quarterly.

● Requests updates from our accountant to ensure:

● Booss are sept recording all income and expenditures.

● Provision of quarterly fnancial statements to preschool for review.

● Completon and forwarding of the Registered Charity Informaton Return annually & within a month 

of year-end.

● Preparaton of annual GST return.

● Preparaton of annual fnancial statements for year-end.

● Oversees payroll company and ensures:

● Routne payment of employee salaries and remitance of benefts (i.e. Canada Pension Plan, 

Employment Insurance). Notce sent via email.

● Completon and forwarding of T4 slips for educators.

● Completon and forwarding of T4 Summary to Revenue Canada.

● Renews preschool's membership with IICPA by forwarding a complete list of members contact informaton 

with a checs to cover registraton, membership and insurance fees as scheduled.



● Notfes IICPA's treasurer of changes in preschool's membership at treasurer@vicpa.org

● With the executve, draws up annual budget based on antcipated needs and increasing costs. Recommends 

fee increases as necessary.

● Presents a pro ected budget for the following school year to both executve and general membership for 

approval at the Annual General Meetng.

● Prepares (or has someone prepare) Childcare Tax receipts in June (for outgoing students only) and February.

● Prepares and distributes any donaton tax receipts, when applicable. If needed, checss with CRA to determine

if a tax receipt is required.

● Applies for Childcare Operatng Fund. Applicaton is due at the end of March. Applicaton pacsages will be 

sent in the mail.

● Presents the booss for annual audit or review. Registered Societes are allowed to have a qualifed individual 

“loos over” fnancial records and then write a leter to the preschool rather than undergo an ofcial audit. 

Forwards a copy of the leter to IICPA’s treasurer.

● Provides a copy of year-end fnancial statements to Secretary to be fled with the Registrar of Companies in 

con uncton with the Society Annual Report (Form 11 with BC Society Act).

● As per Policies and Procedures Manual, #52. At the end of each school year, all money in the operatng 

account with the excepton of  15,000 (representng approximately 6 months operatng expenses) should be 

transferred to guaranteed investment instruments. These instruments consttute the school’s reserve funds.

● Atends any IICPA worsshops, when ofered. Generally, in May for incoming Treasurers and February prior to 

contract negotatons.

Fundraising Chair

● Atends monthly Executve and General Meetngs.

● Worss collaboratvely with the Fundraising Commitee

● Ensures that the Fundraising Commitee (at least 1 other preschool family) meets regularly to develop and 
delegate ideas and tasss.

● Oversee the contnuaton of existng fundraisers such as FlipGive and Thrify's Food Cards.

● Contact Thrify’s Foods, apply for and distribute Smile Cards. Keep membership informed of Smile Card 
money earned

Silent Aucton:

● Choose and apply for online aucton host site (32auctons.com previously used)

● Divide up local shopping areas between commitee members, and canvass businesses for cash, items and 
services.



● Set up online site with aucton items, aucton item ‘bios’, website linss, and startng bid amounts

● Oversee online event and coordinate pics up tmes

● Coordinate sending thans-you cards to all places/people that donated

● Promotes a social atmosphere, a cooperatve spirit ad generates motvaton to ensure that the preschool 

remains in a solid fnancial positon.

Enrolment & Orientation Chair

● Maintains positve public relatons for the preschool

● Responds to new family inquiries in a tmely manner (2-3 days) 

● Maintains updated snowledge of the preschool including philosophy, policies and procedures (including 

IICPA), forms and reportng

● Responsible for enrollment of new and returning students, collecton, storage and distributon of required 

forms and collectons of fees to pass on to treasurer

● Coordinate with ECE regarding September start up and distributes start up informaton (August)

● With ECE, distributes orientaton informaton to new and late entry families

● Maintains accurate duty parent hours log

● Maintains accurate waitlist of families for current and future school years

● Maintains and distributes class lists to ECE and families and maintains an up-to-date email list of all families.

● Submits annual enrollment reports to IICPA

● Assists the ECE and executve in organizing the annual Preschool Open House (February)

● Arranges observaton sessions during preschool session for potental families if required

● Update executve and ECE with any enrollment issues, new families and withdrawals

● Liaise with IICPA on enrollment issues and questons as required.



Non-Executive Jobs

Fundraising Commitee (1-2 ppl)

● Assist the Fundraising chair with coordinatng event

● Atends fundraising meetngs as needed

●Sets up Thrify Foods smile card applicaton, Co-op dollars and distributon, and FlipGive account

● Sends out informaton and reminders to families regarding yearlong fundraisers, and deadlines for short-term

fundraisers

Marketing, Social Media, & Photography

● Posts weesly to instagram and faceboos

● Advertses fundraising events through social media in con uncton with fundraising/marsetng chair

● Encourages duty parents to tase pictures and upload to shared folder

● Produces slideshow for families for the end of year.

● Organizes a class photo (can organize a photographer or do it yourself) at beginning of the year and again at 

the end

Parent Education

● Arranges speasers for the monthly general meetngs and seeps records of the speasers and topics presented

● Responsible for parent educaton Library and maintains inventory records of booss and artcles in the library

● Responsible for seeping tracs of missed parent educaton talss and catching missed parents up on their 

parent educaton hours

Scheduler

● Create the monthly schedules (duty parents/set-up and put away) so that all families are partcipatng equally

● Distribute schedules at least 2 weess before the start of the month

● Send out reminders about school closures (holidays,winter/spring breas etc.)

● Ensure ECE is aware and updated on any changes to the schedule

● Keep Google Calendar up-to-date (it should be a living document)

Library/Equipment (Outdoor/Indoor)

● Organizes and maintains the children’s and parents’ libraries.

● Repairs booss, indoor/outdoor equipment, and indoor/outdoor areas as needed

● Sets up lending library pocsets for children at the start of the year.

● Explains lending procedures to parents (at September’s general meetng)



Laundry/Recycling

● Responsible for tasing items in the laundry basset home and washing them on Thursday, returning on 

Monday (folding towels and dish clothes).

● Checss paint smocss and dress up clothes to see if they need washing.

● Responsible for tasing home and sortng recycling.

Compost/Gardening

● Establish compost system in con uncton with ECE

● Plan winter garden in con uncton with ECE

● Source seeds, soil, and fertlizer. (This initatve is new this yeare please note that there is no budget for it)

● Complete light monthly landscaping wors (weeding, watering, rasing, etc,)

● Rase entre yard once per month

Playdough, Crafs, & Shopper

● Responsible for masing playdough every other wees. Playdough is made at home and brought to be stored 

Monday morning.

● Available for other craf preparaton as required by the ECE.

● Shop for preschool equipment and supplies as needed (cornmeal for sandtable, paper towel etc.)

First Aid & Earthquake

● Stocs and maintain supplies in earthquase and frst aid sits. 

● Ensure there is adequate supplies and appropriate food and water at all tmes. 

● Keep current contact lists with all sits and update as needed.

● Go over emergency plan with ECE and inform members of plan.

Website (small job, usually in conjunction with another job)

● Responsible for the maintenance and updatng of the website, including but not limited to:

● Pictures, Special events, Guest Speasers, Fundraising, Teacher info, Fee updates, Update 

registraton pacsage, etc.

● If necessary, change the “Loos” of the website - consult with ECE & exec.


