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1.
Philosophy 

Edgemont Preschool Association is a non-profit, non-denominational and parent-operated playschool. Parents should consider and evaluate the following philosophy before enrolling their children in the program to ensure that their objectives coincide with those of the school.

“Early childhood education programs were never meant to produce geniuses, nor are they merely perfunctory. The aim of quality early childhood education is, and always was, the facilitation and enhancement of the child's growth."

"The Child and Society" David Elkin

At Edgemont Preschool the "facilitation and enhancement of the child's growth" is achieved in a learn through play program. The school provides a stimulating environment where children are offered a variety of “choices” that develop physical, social, emotional, intellectual, and creative skills in a caring and loving atmosphere.

The program recognizes that each child develops at his/her own rate: the program is not competitive or comparative, nor is there any standardized testing of ability or direct comparison to peers.

During group times, music, finger-plays and themes are introduced. It is during these times that the gradual development of speech and language, lengthening attention spans, increasing self-confidence, and other aspects of the child’s development may be facilitated, but there is not any regimentation as far as learning is concerned.

(Adapted from Varsity Nursery School with permission.)

Following is a further breakdown of the school’s objectives:

i. Development of social skills

· Sharing, taking turns, resolving conflicts, building confidence is recognized as an important factor in understanding appropriate group and individual behavior.

ii. Development of a positive attitude towards school

· Learning should be enjoyable

iii. Physical development

· Small and large muscle development will be aided through the use of manipulation of small objects and during gym and playground times

2.
School Policy

Requirements

Three-year-old program: the child must have reached the age of three years old by December 31st.  

Toilet Training Policy: Each child attending Edgemont Preschool must be toilet trained prior to starting preschool. We understand that toilet training is a process. To help avoid unnecessary accidents, it is expected that parents or caregivers will toilet their child prior to class start.

At no time should member families expect Edgemont Preschool Association Teachers or parent volunteers to assume the parents’ responsibility for toilet training their child. Teachers and volunteers will, of course, assist families by reminding children to use washroom facilities, helping and or instructing children while using the facilities and encouraging and praising the children in this regard. In the event that a child experiences regular toileting accidents, the parent or caregiver will be asked to attend all classes with the child until the toilet training has been accomplished.  Please note that only the Teacher or Teacher’s Aide will go into the bathroom with the children.
Four-year-old program: the child must have reached the age of four years old by March 1st. To best meet the needs of the children in Edgemont Preschool and serve the community, continuity in the program is of utmost importance. In order to ensure continuity, the route followed by a child would normally be one year in the three-year-old program and one year in the four-year-old program. A child will only be permitted to enroll a second year in the four-year-old program on the basis of the child’s emotional, educational, and developmental needs. In the event a parent wishes to enroll their child for a second year in the four-year-old program, the parent must provide a written recommendation from the child’s Teacher. Such recommendation shall be based on the child’s emotional, educational, and developmental needs and specific reasons must be included in their report. This procedure shall be handled strictly on a confidential basis.

Through our registration process, all attempts will be made to keep a class ratio of 50-50 (boy-girl). However the class may be skewed by gender in favour of Edgemont residents up to a factor of 60-40. All late registrants (i.e. post Annual General Meeting) will be offered a space only after all waiting list applicants have been offered the position. In terms of priority, a past member is considered to be someone who has been registered in the program, and paid and attended for a minimum of one month.

School Times

Edgemont Preschool runs four classes, September to June: (times subject to change based on local Elementary time schedules in September)

Tuesday and Thursday morning (3-year-old)
8:45 am – 11:15 am

Tuesday and Thursday afternoon (3-year-old)
12:40 pm - 3:10 pm


Monday/Wednesday/Friday morning (4-year-old)
8:45 am – 11:15 am 

Monday/Wednesday/Friday afternoon (4-year-old)
12:40 pm – 3:10 pm

Class Size
Regular class sizes will be restricted to 16 students in the three-year-old program and 18 students in the four-year-old program. The board of directors may elect to increase the size of any class by a maximum of 2 students, based on the overall enrollment at the registration deadline.

Cancellation/Timetable
School will not be canceled due to weather unless transportation is impossible. Edgemont Preschool will follow the Public School Calendar including school closures due to bad weather.

Field Trips
Parents are required to sign a permission slip in order for a child to participate in a field trip.  These forms will be distributed by the Teacher.
A field trip is any outing the 3 and 4 year old preschool classes take which leaves the Edgemont Community Association (ECA) grounds.

Field trips are determined and scheduled by the teacher.  Examples include: Butterfield Acres, Science Centre, Community Walk, etc).  There is a field trip budget for both the 3 year old and 4 year old programs.  The teacher determines how to utilize this budget money toward field trips (ie, entrance cost subsidies).

Parents are responsible for transporting their child to and from the field trip locations.  The Edgemont Preschool Association will NOT provide transportation.

Parents are required to complete and submit a Field Trip Permission Form as well as a Child Waiver and Indemnity Form for their child for each field trip organized.

Parental attendance is at the discretion of the teacher.  Parent volunteer numbers will be determined by the teachers for each field trip organized.  If a parent is attending the field trip, the parent must complete a Parent Waiver and Indemnity Form.  This is in addition to the Child Waiver and Indemnity Form.  If you are an official volunteer parent any entrance fee cost will be covered at the discretion of the teacher.  However if a parent is not an official volunteer they are required to cover the entrance fee cost. 

Sibling attendance may or may not be permitted depending on space availability at the hosting location for the field trip.  A parent or authorized representative must accompany any sibling on a field trip.  The sibling is the full responsibility of the parent and not the EPA.  The parent will notify the teacher if an authorized representative is attending the field trip and provide name and contact information.

All costs associated with the sibling attending a field trip will be incurred by the parent.  The field trip budget is only used for the child’s fees.

The Teacher shall take the portable record for each child on each field trip.

Snack

Each child is responsible to bring a small nutritious snack from two food groups,in accordance with the Canada Food Guide, as well as a drink in a spill-proof container.  Snacks shall be brought in a clear bag, with the child’s name clearly marked on the exterior of the bag.

Student allergies are to be posted at the food service area. Teachers and students hands are to be washed before preparing and eating food. Food is not to be placed directly on the table. The table is to be washed with a sanitizing solution before and after snack.

Snack time will occur no earlier than one half-hour after the commencement of class and no later than one-half hour prior to the end of class.  

At the Edgemont Preschool, we strive to be a ‘nut free’ environment. As we may have several children with life-threatening allergies to nuts, we ask that all parents and caregivers read food labels carefully before sending a snack to preschool.  Any product that falls under any of the following headings, ARE NOT be sent to preschool as a snack:

· Food containing nuts

· Food containing traces of nuts

· Food manufactured in a nut facility

· Food that may have come in contact with nuts or nut products

If any of the above-mentioned products are sent to preschool, they will be sent back home with your child uneaten.  Better choices for snacks include fresh fruit and vegetables, yogurt or cheese.

For birthdays, we ask that you do not bring in cakes and/or cupcakes to share with the other children.  You are welcome to bring in a nut-free treat for each child that will be given out at the end of the day.

** It is important to note that although we try to check each snack for its safety in our classroom, it is impossible to guarantee a nut free environment.  

3.
Volunteer Policy

As we are a parent co-operative, all members are required to fulfill their volunteer commitments. At the start of each school year, two $80 volunteer deposit cheques, dated September and January, must be provided for each child registered in the program. 

If a parent is unable to fulfill his/her volunteer commitment, it is his/her responsibility to find a replacement. If a parent does not fulfill their volunteer job duties, a volunteer deposit cheque will be cashed. Repeat offenses may result in termination of membership.

Classroom Volunteer
In order to satisfy the ratio requirements as stated in the Child Care Licensing Act, there is a mandatory classroom volunteer component for the three year old program.  For each child registered in the program, a parent must volunteer at least twice prior to the Winter Break.  The volunteer schedule will be set by each respective Room Parent.

If a parent is unable to volunteer in class, it is his/her responsibility to find a suitable replacement.  Failure to fulfill this obligation may result in termination of membership.

4.
Finance Policy
Funding Policy

Funding for the school is provided from the following sources:

· Tuition fees

· Special fund raising events as deemed necessary by the board.

Expenditure Policy
On going classroom supplies are to be purchased by the Purchasing Committee and/or the Teacher, from a petty cash allocation, the amount of which will be decided by the Board. Board members are authorized to spend up to $250.00 without prior Board approval, and will be reimbursed upon providing a receipt. Any purchases over $250.00 by individual Board members must be approved by the Board. Cheques signed on behalf of the school must be signed by any two of the Chairperson, the Vice Chairperson, or the Treasurer. A system of cash advances may be used for an individual when necessary; all cash advances must be approved by any two signing officers.

NSF Cheque Policy

In the event of any incurred bank charges by EPA, they will be passed back to the family.

5.
Staff Policy
Hiring Policy
A letter of intent from Teachers and the Teacher’s Aide expressing their desire to return for employment in the fall must be submitted to the Board by April 1st. 

Smoking Policy

Smoking is prohibited on the premises of the school.  Neither the Teachers, Teachers’ Aide nor Classroom Volunteer shall smoke where child care is being provided.  

6.
Child Illness/Emergency Policy

The Teacher and the Teachers’ Aide are required to have a valid First Aid Certificate. When an accident or injury occurs, the following steps will be taken:

Minor

· The injury shall be treated by Teacher or Teachers’ Aide (eg:   cut requiring Band-Aid)

· The injury shall be documented in injury book which shall be  kept in the classroom

· The parent picking up the child shall be advised of the injury and will be asked to sign the injury book.  If caregiver or alternative person is picking up the child, the parent will be notified by phone and will be asked to attend at their earliest available opportunity to sign the injury book.  
Serious
· The Teacher or Teachers’ Aide will contact parent or alternate emergency contact.
· If unable to contact parent or alternate emergency contact, an ambulance will be called to transport the child to hospital. The child will be accompanied at all times by a staff member until the child's parent arrives. The Teacher will make the decision as to whether or not to call an ambulance. The parents are responsible for payment of any ambulance charges.

· Documented in injury book

· If Teachers’ Aide accompanies the child, the Teacher will contact a substitute parent helper.

At the earliest possible time, but no longer than 12 hours following a serious incident, the Teacher shall advise the Chairperson of the Board of Directors of the incident.  The Chairperson of the Board of Directors shall advise the Licensing Officer of the incident within 48 hours of the incident occurring.

Emergency medications will not be administered to children unless the 

appropriate medication form has completed and signed by the parent.

Sickness
Sick children should not be sent to school. Should a child appear to be unwell during school, the Teacher will contact the parent or caregiver. If a child develops a communicable disease (i.e. chicken pox, whooping cough), the parent must inform the school.  If your child has a fever, influenza, or other significant illness, they are not to be brought to school.

If a child becomes ill during class time, the child shall be separated from the other children and directly supervised by the Teachers’ Aide.  The parent or emergency contact would be contacted immediately, advised of the situation and asked to come to the school immediately.

Communicable Diseases Policy

Should the Teacher suspect any child has a communicable disease as listed in Schedule 1 of the Communicable Diseases Regulation AR238/85 the Teacher shall immediately separate the child from the other children.  The parent or emergency contact would be called, advised of the illness and that medical attention be sought.  The parent or emergency contact will be asked remove the child from the program premises as soon as possible.
Administration of Medication

If a child has a condition that requires or may require the administration of medication during class time, the parent shall advise the preschool of the condition at the time of Orientation.  At that time, the parent shall disclose the nature of the condition.  The parent will also be required to complete a consent form, allowing the Teacher to administer the medication.  At the commencement of the school year, the parent shall provide the Teacher with the medication.  The medication shall be provided in its original labelled container, the dosage and means of administration and the circumstances under which the medication is to be administered.  

If the medication is administered, the Teacher will record the name of the medication administered, the time of administration, the amount administered and the reason for administration.  The Teacher will then initial the record.  The parent will be advised as soon as practically possible of the administration, the dosage administered and the reason for doing so. 

All medication shall be stored in a location inaccessible to children.  Medication that is not needed in an emergency must be stored in a locked container (ie., medication that may be needed in an emergency may be stored in a location inaccessible to children, but not in a locked container.)

7.  Incident Reporting

The Chairperson of the Board of Directors shall notify the Licensing Officer forthwith if one of the following incidents occurs:

i. Emergency evacuation

ii. Program closure due to an emergency

iii. Intruder on the program premises

iv. A child removed without parent/guardian consent

v. Injury requiring medical attention

vi. Lost child

vii. Child left on the premises after operating hours.

8.
Evacuation Policy

WHEN FIRE STRIKES...

i. Sound the alarm.

ii. Phone fire department by dialing 9-1-1 and give address:

iii. 33 Edgevalley Circle North West

iv. Ensure that the fire is contained by closing any doors. Teacher collects emergency files from cabinet and attendance book. 

v. Teacher accounts for children with attendance book and leads children out via nearest exit.

vi. Children will be taken to: Friends Cappuccino Bar & Bake Shop 

#104, 45 Edenwold Drive N.W.

Practice fire prevention at all times - know where exits are and plan escape routes.

Note: Fire drills will be practiced alongside the school’s and will be recorded in fire drill book
9.
Discipline Policy
The Edgemont Preschool fosters growing independence and building self-esteem. Although discipline is ultimately a parent's responsibility, at times disciplinary actions are required by the Teacher in order to ensure that the school operates fairly for all children. Any disciplinary action taken will be reasonable in the circumstances.  Simple, clear-cut rules, specified in school policy define the child's and Teacher's limits. These rules are outlined as follows:

i. Allow the child(ren) a reasonable length of time to solve the problem on their own.

ii. Encourage children to consider the rights of others.

iii. If necessary, Teacher intervention involving distraction - redirect child(ren) to another activity or separation of children for a "cool-off" period.

iv. Parents are encouraged to contact the Teacher at any time regarding any aspect of discipline.

v. If a child's behavior becomes so disruptive that it interferes with the well being of the other children, then the Teacher contacts the parents to discuss the situation, and mutual efforts are made to solve the problem.

vi. As a last resort and only when all the above means of resolution between Teacher, child, and parent have been exhausted, the Teacher and/or the parent may bring the matter to the Board.

The Teacher is responsible for discipline in the classroom. Positive reinforcement should be offered for acceptable behavior and an explanation should always be offered as to why the behavior is unacceptable. Furthermore, the following forms of discipline shall be prohibited

· Any form of physical punishment, verbal or physical degradation or emotional deprivation

· Denial of or the threat to deny any basic necessity

· Usage of or permission to use physical restraints, confinement or isolation.  
10.
Voting By Special Proxy

Every member entitled to vote at a Special or General Meeting may vote by proxy. A proxy shall be in writing and signed by the member. To be valid, a proxy must be received by the Secretary or Chairperson at least 48 hours, excluding Saturdays, Sundays and holidays, before the start of the meeting.

11. 
Capital Expenditure Policy

When the Board is contemplating a capital expenditure in excess of $1000.00 the Board will notify members in the Newsletter 30 days prior to any final approval of the expenditure. The members will be invited to comment or express any concerns they have with respect to the proposed expenditure. Comments or concerns must be in writing and be received by the Chairperson within 15 days after the newsletter is distributed.
12. 
Outdoor Play Policy

On any given day, and assuming weather conditions permit, the Teachers may be bringing the children outside to play, during regular class hours. Please note:

1. Parents are asked to ALWAYS pack in their child’s backpack, appropriate clothing for the weather conditions (eg. Hat and mitts, snow pants, winter/rubber boots, etc.)  Having these items readily available at school, allows ALL of the children to comfortably participate in outdoor play. 

2. There will be NO phone fan-out, to inform parents that the children will be going outside.

Edgemont Preschool is fortunate to have a well-built playground at our disposal – and outdoor play is part of a healthy, active preschool curriculum!

13. 
Open Door Policy 

At the Edgemont Preschool, we have adopted an “Open Door Policy” similar to that of the Edgemont Elementary School. As you can imagine, unannounced and untimely parental visits can be disruptive to both the teaching and the learning in the preschool classroom.  Therefore, we define “Open Door Policy” as follows:            

· All parents are invited and encouraged to volunteer in their child’s classroom on a regular basis.  This allows them to see everything that goes on in their preschooler’s day at ‘school’.  

· Parents should refrain from entering the classroom during class times, especially if a lesson is in progress.

· If a parent must enter the classroom earlier than the regular dismissal time, please be respectful of the lesson in progress.  Please refrain from engaging in conversation and allowing younger siblings to play with the toys.   These activities are very distracting and may make it difficult to continue with a lesson already in progress.  If possible, a phone call ahead of time would be appreciated.

· If at any time, a parent wishes to discuss a particular issue with the Teacher, they are always welcome to do so, after class time. 

14.   Records
Children’s Records

An up-to-date record for each child must be maintained at the school.  The record must contain the following information
· Child’s name, date of birth, and home address

· Completed enrollment form,

· Parent’s name, home address and telephone number, work address and telephone number
· The name, address and telephone number of an emergency contact

· Medication information (refer to Policy #6, Administration of Medication)

· Particulars of any health care provided to the child

· Any relevant health information provided by the parent, including immunization and allergies.  

Administration Records

Up-to-date administration records must be maintained at the school and shall contain the following information:

· Particulars of the daily attendance of each child, including arrival and departure times

· Copies of current first aid certificates

· Evidence of the child care certification of the school and the Teachers and Teachers’ Aide

· Copies of current criminal record checks for the Teachers and Teachers’ Aide

Portable Record

A portable record must be maintained of emergency information and shall contain the following:

· Children’s record

· Telephone numbers of the local emergency response service and poison control center
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