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Drop Off and Pick Up Procedures 
 

The Silver Springs Preschool’s priority is to provide a safe and secure environment for 

all children, so we ask that you please adhere to the parking  signs and the “NO 

PARKING” yellow curb in front of the basement door where you will enter. Because of 

the number of children entering the preschool at the same time each day, please 

exercise extreme caution when entering the parking lot area. 

 

As a preschool, we will continue to take precautions to minimize the risk of Covid-19 this 

fall.   Each family will be required to complete the attached self-assessment within no 

more than 2 hours prior to drop off.  Please note, your child will NOT be permitted into 

class if they show any symptoms of Covid-19 or any respiratory illness. If they develop 

symptoms during the class, they must be picked up.  Children should not return to class 

until they are free of symptoms.  Please refer to the Silver Springs Preschool Re-

Opening Strategy document for specific details pertaining to the expectations 

regarding your child's health. 

 

Until further notice, masks will be mandatory for all adults inside the building and social 

distancing encouraged. One parent per family drop off/pick up please until otherwise 

notified. Use of masks at drop off and pick up is at discretion of every individual.  

 

To minimize the mixing of cohorts, as encouraged by Alberta Health, we will be staggering 

our class entry times by designating a 15 minute drop off/pick up window to each 

class. Parents/caregivers are encouraged to be as precise and efficient with this process 

as they can be.  

  

The class times are as follows: 
 

Mrs. Anderson’s 3yr old AM class is 9:00am - 11:00am in Classroom A 

Mrs. Anderson 3yr old PM class is 1:15pm -3:15pm in Classroom A 

Mrs. Walker’s 3yr old AM class is 9:15am-11:15am in Classroom B 

 

It is our intention that pick up and drop off occurs outside. Children must not enter the 

building until the teacher opens the doors to welcome them in. Please ensure, for the 

safety of your child, that there is a direct visual hand off between your child and the 

teacher. We totally understand that not all children will be immediately comfortable 

entering the preschool without their parent or guardian and so there is some flexibility in 
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those first few sessions of preschool for parents to accompany their child into the 

building.  

 

Once inside the building, children will be helped and supported by their teachers to 

•  remove their outdoor footwear and put on their indoor shoes. 

•  carry their own belongings to their individual coat hook. 

•  remove their lunch kits from their backpacks  

•  wash their hands 

 

***IMPORTANT**** 

If you arrive later than your designated time (i.e. later than 9AM or 1:15PM for Mrs. 

Anderson’s classes and 9:15AM for Mrs. Walker’s classes) and no longer see a member of 

staff at the arrival doors, you must follow the steps listed above and accompany your child 

to the classroom. At all times, the child should be in direct contact with an adult. 

 

Children will be dismissed individually by their classroom teacher. They will not be released 

to an adult who has not been indicated on the child’s information and emergency contact 

sheet without prior arrangement and instructions from the primary caregiver. 

If your child will not be attending classes on a certain day due to holidays or sickness, 

please notify the school at 403-286-3170 or let your teacher know via Class Dojo. 

 

Which class are you in? 
 

Classroom’s "A" & "B" are marked on the entrance door to each. 

 

Laura Anderson is in Classroom A (3yr AM and PM) 

 

Rachael Walker is in Classroom B. (3yr AM) 
 

 

Our teachers and staff are always available to speak to should you have any questions, 

concerns or would like to just touch base regarding your child. Please coordinate times to 

speak through email, phone or Class Dojo.  

 

All teachers use an app called Class Dojo as a secure online communication tool to keep 

parents connected. We will be able to send pictures throughout the day to keep you up to 

date with current events happening. You can also send us messages. This app also helps 

when quick changes to the schedule are required i.e. changes in the weather conditions 



4  

that affect outdoor activities. At split entry, you will each be given a personal 

code. Download the Class Dojo App and follow instructions with the code that you have 

been given. This code should connect you to your class. Should you have questions or 

concerns, please don’t hesitate to contact us directly. 

 

Snack Rules 
 

Snacks are the responsibility of each parent or caregiver. Snacks are NOT to be shared 

due to food allergies.  

 

The Silver Springs Preschool is a Nut/Peanut Free Environment! 

 

Please ensure that your child's snack does not contain, or has not been in contact with, 

nuts, peanuts or their oils. Nut and peanuts (even trace amounts) can cause severe 

and/or life-threatening reactions in certain children. Please check the ingredients list 

on all packaged foods such as crackers, granola bars, and cookies for nut or peanut 

content. 

 

Food Allergies 

 

We will let all parents know of any food allergies within our class. 

 

The Preschool does not permit the following foods: 

 

Nuts and seeds, hard candies, caramels/toffees, chewing gum, jelly beans, popcorn, gum 

drops, and snacks made with toothpicks or skewers. 

 

What to Bring? 

 

Please have your child bring a fully labeled lunch bag and a water bottle to class 

each day. Please no juice boxes. 

 

It is important that you equip your child with easy to open containers and packages 

containing their food items. This helps to reduce teacher contact with personal items. 

Bento Boxes are easy for the students to access their own food. Yogurts and apple sauce 

are better sent in easy to open Tupperware containers as the children are prone to spillage 

when attempting to open individually packaged food themselves. A simple cut on top of a 

granola bar wrapper helps minimize the difficulty of that initial tear while also fostering 

the child’s autonomy.  
 

Please also be conscious of the size of the snack that you send with your child. Send 
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snacks that they can consume in 10 minutes or less.   

 

The Preschool does not have a refrigerator, so please do not send food items that may 

spoil.  Ice packs may be used to keep them cold. 

 

It is suggested that snacks come from two of the four food groups (          g                rains, vegetables 

and fruits, milk products, meat and alternatives). Here are some IDEAS: 

 

*Fruit:  Cut-up fruit of any kind. Grapes must be sliced lengthwise and 

pitted fruits such as peaches, nectarines, cherries, and plums 

should have the pits removed. Hard fruits should be cut into bite-

sized pieces. 

 

*Vegetables:  Cut-up vegetables of any kind. Carrots have to be cut length- wise 

as the roundness is sometimes difficult for children to swallow. 

Hard vegetables should be cut into bite-sized pieces. 

 

*Cheese:  Prepared in slices please. 

 

*Crackers:  Can include animal crackers, fish crackers, soda crackers, 

Teddy Grahams, etc. Whole grains are preferred where 

possible (Please check the ingredient list for nut or peanut 

content). 

 

*Baked Items:   Mini-muffins , banana loaf or cookies. 

 

Please note. No candy permitted. 

 

Currently, due to COVID-19 protocols mandated by AHS, we are NOT permitted to 

share food nor bring food from home for birthday celebrations. We won’t, however, let 

that stop us from celebrating each individual birthday in a special way. Food might not 

be a part of the experience, but fun will most certainly be had! 

 

Please refer to the full snack policy online.  

 

POTTY TRAINING 

We have a strict policy of no pull ups. Children need to be fully potty trained. 

Although strict policy, that doesn’t mean we won’t work with children who are on the cusp 

of being potty trained. Often with a little peer influence and praise from teachers, 

children will make that final step to become fully potty trained. Please chat with your 
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teacher if you need some help or have any concerns. 

If toileting mishaps are a frequent occurrence in class, we will have to ask that the child 

takes a break from school until they are more successful with toileting. 

 

DISCIPLINE 

SSPS is a positive environment and all children are treated with respect.  

We strive to prevent difficult discipline problems from arising by tackling the root cause 

of inappropriate behaviors (boredom, anxiety, stress and frustration) 

We set clear routines and boundaries and provide constant, positive reminders of 

these.  We work on teaching and role modeling good communication skills using the We 

Thinkers social awareness program. We use redirection techniques, we provide positive 

reinforcement for good behavior and we allow for flexibility in our programming so 

children can make choices in their day. 

 

HEALTH 

 
The health and safety of our preschool families, particularly through these challenging 

and ever-changing times, is of utmost importance to us. It takes all of us to protect each 

other. We will always adhere to the advice from Alberta Health Services and adapt and 

change protocols as and when needed. 

 

Following the advice of AHS, masks are not required to be worn by children. Masks will 

be mandatory for all adults inside the building and social distancing encouraged. Please 

advise your teacher if you wish your child to wear a mask whilst at school. 

 

Listed below are the strategies we have implemented to keep our preschoolers and their 

families as safe as possible. 

• We will continue to keep classes as separate cohorts and classes will not share 

toys/resources. 

• Parents will be required to screen their child (Appendix 1) for any symptoms 

before coming to school. If the teaching staff feel a child is unwell either on 

arrival or during class time, the child will be kept at least 2 metres away from 

others and both the teacher and child will wear a mask until the child has been 

picked up. 

• All surfaces and larger toys will be disinfected daily. 

• All toys will be cleaned daily in a commercial dishwasher. 
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• We will stagger the entry of classes to prevent mixing of cohorts. 

• We will continue to use washable mats rather than carpets within the classroom. 

• Outdoor drop off and pick up will continue. 

• All children will be required to wash their hands on entry to the classroom and 

again before snack time. 

 

FIELDTRIPS AND CLASS VISITORS 
 

We will be constantly following the guidelines from AHS in relation to visitors and field 

trips. Currently the advice is that we can only allow visitors into the classroom if a 2m 

distance can be maintained.  

 

We do, however, plan on taking full advantage of our amazing outdoor space. We are 

fortunate to be located in the midst of a diverse and expansive community. The Silver 

Springs Community Center grounds also offer a variety of spaces and terrains to explore.  

 

 

PARENT VOLUNTEER DUTIES 
 

Silver Springs Preschool is a partial parent-cooperative program. Parental 

involvement is essential in helping to operate a well-run facility and successful 

learning environment. 

 

Parents will be expected to select volunteer duties from the list on Sign up Genius. You 

should receive a link to sign up genius before the start of the year. Should these volunteer 

duties not be fulfilled, your $100 volunteer deposit will not be refunded. 

 

At this current time the AHS guidelines state that we should discourage parent 

volunteering in the classroom. We will notify you if this changes.  

 

If you have any questions/concerns about the Sign up Genius please contact Colleen our 

volunteer coordinator at volunteercoordinator@silverspringspreschool.com 

 

We would greatly appreciate any contributions through time or energy that you can 

provide. Collectively, all efforts make a positive impact on your child's experience as 

your volunteering is still a valuable part of what makes our preschool so successful. 
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SECURITY CLEARANCE 
 

As things stand as of now, the AHS Covid-19 restrictions prohibit any volunteers within 

the classroom. Should these restrictions be lifted at any point throughout the preschool 

year, we hope to re-implement our open-door policy for parents to volunteer. We continue 

to request each parent obtain this security clearance to enable volunteer participation 

once we are able to accept it in a safe manner.  There is a possibility that we may be able 

to welcome volunteers on our outdoor excursions and we will keep you updated on that 

front. 

 

All parents, family members, or caregivers wishing to volunteer for the Silver Springs 

Preschool as a Field Trip Volunteer must undergo an electronic police background 

information check (e-PIC). Calgary Police Service (CPS) has an online procedure for 

obtaining electronic police information checks. 

 

THE PROCESS 
Security Clearances are valid for two years from the year it was processed. All 

applications are now done online https://policeinformationcheck.calgarypolice.ca/, and once 

cleared, are able to volunteer as a Field Trip Volunteer for two years.   

 

• You will be required to have your own personal unique email address for creating 

your account. We do not recommend using work email addresses in the event of 

access change.  

• To apply online, you must provide your Social Insurance Number (SIN) which is 

necessary to create your unique applicant account. 

• You will need to provide the exact name of the Agency.  SILVER SPRINGS 

COMMUNITY ASSOCIATION 

• You will be required to download a picture of yourself (selfie photo) holding the 

two pieces of Government issued identification you will be submitting with your 

application. ID must be clear enough to read. 

•  You will be required to upload a copy of the Volunteer Letter provided to you by 

the Agency. (Letters must be on agency letterhead with the date, applicants name, 

position of volunteer, VSPN number if applicable and it requires the name/signature 

of authorized agency contact.) 

• You will be required to upload a copy of two pieces of government issued 

identification documents, one must be a photo. Listed below is the only acceptable 

government issued identification for this application and cannot exceed 4MB in 

size.  EXPIRED IDENTIFICATION CANNOT BE ACCEPTED.  

about:blank
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• We are requesting your Social Insurance Number(SIN) as a unique identifier 

associated and linked to your User Name and account. If you do not wish to provide 

your SIN, you may visit the Calgary Police Service district office to request your 

Police Information Check. 

  

ACCEPTABLE VALID GOVERNMENT ISSUED PHOTO IDENTIFICATION 

One must be selected from this column 

• Driver's Licence (Interim Operator's Licence NOT valid ID) 

• Alberta Photo Identification Card (Issued through Registry Agent Offices) 

• Passport 

• Permanent Resident Card (past expired date is acceptable) 

• Firearms Licence 

• Nexus Card 

• Secure Certificate of Indian Status Card (Federally issued) 

• Aviation Document Booklet 

• Refugee Protection Claimant Document-Certified 

• Student ID for Minors (between the ages of 12 to 15 who do not have any of the 

above photo ID) 

 

One may be selected from this column 

• Provincial Healthcare Card 

• Birth Certificate 

• Marriage Certificate 

• Immigration Papers 

• Citizenship Card 

• Citizenship Certificate 

 

Please ensure the photo portion with personal information is viewable 

• Birth Certificate 

• Marriage Certificate 

• Immigration Papers 

• Citizenship Card 

• Citizenship Certificate 

To be able to apply online it must be for the following reasons: 

• Employment 

• Volunteering 

• Adoption 

• Paid / Unpaid Practicum 

• Immigration 
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For more information, please visit https://policeinformationcheck.calgarypolice.ca/. 

This link will provide step-by-step instructions on how to complete the e-PIC application 

through Calgary Police Services. 

 

Please visit www.silverspringspreschool.com for the COMPLETE Silver Springs 

Preschool Policy 

 

  

about:blank
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APPENDIX 1 
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