
 

 

Dear Mother, 

 

Welcome to the Union ChurchWelcome to the Union ChurchWelcome to the Union ChurchWelcome to the Union Church Playgroup Playgroup Playgroup Playgroup!!!!   Union Church is an interdenominational 

church and on Sundays we have worship services of various different styles as well as a lively Sunday 

School programme for children of all ages. In addition to this we run a number of Family and Relationship 

activities* during the week, one of which is our Toddler playgroups. 
 

You will note that we have 2 types of playgroups – one for Mothers and Toddlers and the other for 

Helpers and Toddlers.  This information package contains important details about how both playgroups 

are run.  If you plan to join one of the groups we would ask that you read this information carefully and if 

you are sending your child to our Helper & Toddler groups, please explain these details to your helper 

and ensure that she understands her responsibilities. (There is an information sheet for helpers included 

which you may find useful for this purpose.) 

 

We are a non-profit making organisation run largely by dedicated supervisors.  By joining the group you 

are agreeing to become involved to a small degree in the running of the group (e.g. you/your helper 

should help to clear up at the end of every session and making sure things are left clean and tidy for the 

next session).  We would encourage you to get involved as any contribution you make will contribute to 

the success of the groups.  For the Helper & Toddler groups, please note that your helper is responsible 

for deciding what your child plays with as the Supervisor will not be organising all freeplay activities. 

 

If you wish to join our groups, please fill in the relevant Registration form (these can be downloaded from 

our website www.unionchurchhk.org/va_family.html#mtg) and return it to me along with your payment. 

Please make cheques out to Union Church and send payment and form to me at the above address.  All 

groups are held at Union Church, 22A Kennedy Road, Midlevels, located right next to “The Peak Tram” 

line. 

 

We hope that you and your child will enjoy attending the playgroup and we invite you to come and join us 

on Sundays for Worship Services and Sunday School. 

 

Yours sincerely, 

 

Stephanie WeathingtonStephanie WeathingtonStephanie WeathingtonStephanie Weathington    
 

Playgroup Coordinator 

Tel: 2547 1770 

Email: playgroups@unionchurchhk.org 

 

*More information about our church and other activities can be found on our website at 

http://www.unionchurchhk.org/joomla/content/view/13/26/



 

 

 

THE BEGINNING.  The under 5's club began in Union Church in February 1976 and, as far as is known, was 

the first voluntary mother and toddler group in Hong Kong meeting on neutral premises.  The group met two 

afternoons a week and grew steadily in the first year from about twelve to twenty children.  With all the 

mothers present, the Child Care Centres Ordinance, which came into effect in 1977, did not apply.  A small 

donation was given by each mother to contribute towards expenses and to buy equipment.  Since 1976 other 

groups have been formed in Hong Kong.  In the UK, mother and toddler groups have increased rapidly since 

1978 through the Pre-School Playgroups Association (PPA).  In 1979 (the International Year of the Child) the 

Hong Kong Branch of PPA was formed with the support of the Hong Kong Council of Women.  This group 

began as a member of that association.  At this time the Union Church playgroups exist independently from 

the PPA and are governed by the leadership of Union Church.  

 
 

HELPERS AND TODDLERS.  Early in 1996, in response to an increase in enquiries from working mothers, it 

was decided to set up Helper and Toddler Groups to enable working mothers to give their children the 

benefits of interaction with others in the company of their helpers.  At this time the groups have expanded to 

include the children of mothers who are not “working” full time, but might need a little bit of time for other 

activities.  The sessions are held on Monday & Friday afternoons between 2:30pm and 4:30pm and Tuesday, 

Wednesday and Friday mornings between 9:30 and 11:30 am. Each session is supervised by an English 

speaking Session Supervisor at all times.  However, it must be understood that all children are the direct 

responsibility of their helpers who must be present at all times with the child.  The Session Supervisor's role is 

solely to ensure that the group interacts and runs smoothly to the benefit of the children.  A copy of the job 

description for the Session Supervisor is attached.     
 
 

ADVANTAGES FOR THE CHILD. The child under two, though rarely playing with others, learns to socialise 

through parallel play.  The older child learns to cooperate with its peers, to relate to adults and begins to be 

more independent — but with the security of having his or her mother at hand.  Adjustment to a playgroup, 

therefore, proves to be easier. 

 
 

ADVANTAGES FOR THE MOTHER. It is helpful to watch a child developing alongside others.  Mothers can 

find the group very supportive especially when in a difficult situation — eg. living in a high-rise flat, having no 

other young children nearby, being new to Hong Kong etc.  Through helping to run the group, mothers learn to 

handle small groups of children. 

 
 

ADVANTAGES FOR THE HELPER.  Helpers should find the group very supportive.  The can experience 

fellowship with other helpers while taking care of their employer’s children in a safe and positive environment. 

 
 

 

 

 

 

 

 

 



 

STRUCTURE AND PROGRAMME. A mother and toddler group will vary according to the local situation, but 

ideally should have the following: 

1. Neutral premises with outside space. 

2. A supervisor to give continuity. 

3. Some volunteer helpers, especially anyone with special training. 

4. No more than 22 children at each session. 

5. Not too much structure, but freedom to explore things within well-defined limits. 

6. Not too many sophisticated toys, but plenty of creative toys. 

All children are very individual as they learn to coordinate movement, talk, and cooperate with others.  Conflict 

is a part of the process and the children have to be encouraged to take care of each other and the toys.  

Children need a reasonable routine and too many changes can affect behaviour either at home or in the 

group. 

 

The following is a suggested programme for a 2-hour session: 

1. For the first 11/4hours there should be free play including colouring, play dough, painting, etc.  

2. For the next fifteen minutes there is group Snack-time. 

3. For the over 2's the last half hour should be divided between a craft activity, listening to a story, 

playing musical instruments and singing. For the under 2's the last half hour should be divided 

between playing musical instruments and singing. If the child is willing, a craft activity is done as well. 

 
 

ADMINISTRATION: The Union Church playgroup has one Coordinator and one Administrator.  The role of 

the Coordinator is filled by a Member of Union Church who also has experience with children.   

The Coordinator is responsible for: 

◊ Overseeing Supervisors to ensure that each session is running smoothly.  

◊ Communicating with current and potential families attending the playgroups. 

◊ Maintaining the playgroup facilities and toys (coordinating with Union Church). 

◊ Liaising with the Leadership of Union Church. 

◊ Approving Financial Accounts. 

◊ Submitting a Report to the Annual General Meeting of Union Church. 

◊ Liaising with the Administrator. 

 

The Administrator is responsible for: 

◊ Tracking the attendance for each session. 

◊ Receiving payments and issuing receipts. 

◊ Maintaining supplies for arts and crafts. 

◊ Maintaining Financial Accounts. 

◊ Maintaining Playgroup paperwork and records. 

 

 

 

 

 

 

 

 

 

 



 

MOTHER & TODDLER GROUP RULES 

1. Fees are payable quarterly in advance and must be paid promptly upon notice.  Due to increased 

interest in the playgroup there is a waiting list for some of the sessions.  If a member's payment is not 

received within two weeks of the beginning of the quarter, the member's name may be removed from 

the register to make room for another. 

2. No refund will be made for non-attendance. 

3. There will be no make-up classes provided for classes missed during the quarter. 

4. As the playgroup does not meet on public holidays, those affected may choose another session to 

attend during that week. 

5. Any family not attending for four consecutive weeks without first informing the Mother-In-Charge will be 

removed from the register. 

6. Union Church members will receive priority when applying to join the group. 

7. Children are to be accompanied by a relative and no parent may bring the child of another family. 

8. Children over the age of 5 years may be brought to the group only during holidays. 

9. One parent or relative only may attend with the child.  Spouses or other relatives may attend 

occasionally (eg. if in town on holidays) however, they may not attend on a regular basis. 

10. Helpers, rent-a-mums or guardians may not attend the group (unless prior approval is given by 

Playgroup Coordinator). 

11. Children are not allowed outside the main entrance barriers or gate, inside the hall, up the steps beside 

the annex, or up the steps leading to the manse. 

12. Adequate supervision of every area of activity must be undertaken.  The area behind the bell tower 

needs special attention.  No child is to sit or be sat on the railings.  The metal gate of the fence is to be 

kept securely bolted at all time.  No toys are to be taken on or near the slide.  Thermos, coffee cups and 

large wooden blocks are to be carefully supervised. 

13. All parents are responsible for the safety of their own children during each session and a disclaimer 

must be signed and filed on registration. 

14. If the supervisor receives reports from members of five separate specific instances of a named child's 

disruptive or dangerous behaviour, the supervisor may require that the member be removed from the 

register for the safety of the group. 

15. Wheeled toys are not to be taken on the grass. 

16. No smoking in any area during play sessions. 

17. Joint, as well as individual, care and responsibility is vital for the success of the group. 



 

HELPERS AND TODDLERS GROUP RULES 

1. Only the helper authorized in writing on registration shall attend with the child. (Please advise us of any 

changes) 

2. Fees are payable quarterly in advance and must be paid promptly upon notice.  Due to increased 

interest in the playgroup there may be a waiting list for some of the sessions.  If a member's payment is 

not received within two weeks of the beginning of the quarter, the member's name may be removed 

from the register to make room for another. 

3. No refund will be made for non-attendance. 

4. There will be no make-up classes provided for classes missed during the term. 

5. As the playgroup does not meet on public holidays, those affected may choose another Helper and 

Toddler session to attend during that week (provided more than one Helper and Toddler sessions are 

running each week). 

6. Any child not attending for four consecutive weeks without the Session Supervisor first being informed 

will be removed from the register. 

7. Union Church members will receive priority when applying to join the group. 

8. Children are to be accompanied by one helper only and no helper may bring the child of another family. 

9. Children over the age of 5 years may be brought to the group only during holidays. 

10. One helper only may attend with the child.  Other relatives of the child may attend occasionally (e.g. if in 

town on holidays) however, they may not attend on a regular basis. 

11. Children are not allowed outside the main entrance barriers or gate, inside the hall, up the steps beside 

the annex, or up the steps leading to the manse. 

12. Adequate supervision of every area of activity must be undertaken.  The area behind the bell tower 

needs special attention.  No child is to sit or be sat on the railings.  The metal gate of the fence is to be 

kept securely bolted at all time.  No toys are to be taken on or near the slide.  Thermos, coffee cups and 

large wooden blocks are to be carefully supervised. 

13. All helpers are responsible for the safety of the children in their care during each session and a 

disclaimer must be signed by the parent and filed on registration.  In addition, each mother must give 

details of the place of work, work hours and a contact telephone number. 

14. If the supervisor receives reports from members of five separate specific instances of a named child's 

disruptive or dangerous behavior, the supervisor may require that the member be removed from the 

register for the safety of the group. 

15. Wheeled toys are not to be taken on the grass. 

16. No smoking in any areas during sessions. 

17. Joint, as well as individual, care and responsibility is vital for the success of the group. 

18. Mothers will be informed by the Supervisor if there is any misconduct by their helper or child. 

 

 

 

 

 



 

 

 
SESSION SUPERVISOR 

The following is a guide of what is expected of the Session Supervisor. 

 

1. Arrive 10-15 minutes before the group starts and turn on the lights and air-conditioning and set out the 

toys, refreshments, notice board and register. 

2. Place the first aid box at the front of the room near the refreshments. 

3. Welcome new mothers/helpers and show them how the group is run.  Ensure that the families have 

registered and have submitted their payments. 

4. Ensure everyone has signed in the register. 

5. Remind participants of playgroup rules as necessary. 

6. Supervise the use of toys and craft supplies. 

7. Supervise a craft session for over twos as appropriate. 

8. Read a story to over twos as appropriate. 

9. Lead the singing session. 

10. Supervise the replacement of toys so that they are put away tidily and in their correct places. 

11. Replace the first aid box, refreshments, notice board and register, and ensure lights and air-

conditioning are off at the end of the session. 

12. Liaise with the Playgroup Coordinator on any matters arising. 

13. Notify the Playgroup Coordinator one month prior to resignation as Session Supervisor in the event she 

is not able to find a replacement. 

 

 

 

 

 

 

 

 

 

 


