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Introduction
INTRODUCTION TO EAST PLAINS CO-OPERATIVE PRESCHOOL

East Plains Philosophy

To provide a supportive and educational environment for children 2 to 5 years of age which fosters their emotional, social, intellectual and physical development; and to provide a supportive environment for the parents and caregivers of those children.

What is a Co-op?

It is a non-profit organization of parents who have joined together to set up and maintain a nursery school for their children.

East Plains Co-operative Preschool Corporation

On June 28, 1974 the nursery school was incorporated.  General Bylaws (constitution) were drawn up at this time and have been amended from time to time.  Our nursery school is governed by these bylaws, and run by the standing rules set up by our past executives.  The school is licensed by the Ministry of Community and Social Services.

Hamilton & District Co-operative Council

Our school is a member of the Hamilton and District Council of Co-operative Preschools, a group formed in 1962 and incorporated in 1971 to act as an Advisory Board to co-op preschools.

Since co-operative preschools are subject to unavoidable annual parent turnover, Council attempts to provide the basis for continuity.  Council assists parents wishing to form new co-op preschools.  It promotes desirable standards for programs as well as holding regular meetings and workshops of interest to co-op executives and teachers.

Council is run by an executive of volunteers with preschool experience who are committed to strengthening the co-operative preschool movement.  The Council representative from this school is also a member of our school executive.

 Standard School Procedures & Guidelines 
RESPONSIBILITIES OF A CO-OP PARENT

1. Mandatory attendance at all general meetings.  There are 3 general meetings per year. For more information on meetings, see Standing Rules F (1) and F (2).  

2. All parents must participate fully in fundraising for the nursery school, irregardless of their “job.”

3. Participate as a duty parent on your scheduled duty days.

4. Provide healthy snacks for the class on your assigned snack days.

5. Perform an organizational duty for the co-op.  In the event that more than one child from a family is enrolled in the school, there will only be one organizational duty per family.

6. Share ideas, opinions and your personal experience with us. 

Duty Days

· you will be required to do 2 to 3 duty days per month 

· be on time – for a.m. parents 15 minutes early (i.e.: 8:45am)

· cards with descriptions on what your duty role entails will be found in the classroom 

· duty parents must stay until the Program is finished to maintain staff/child ratio (the children of Duty Parents will be the last dismissed)  

· it is your responsibility to give advance written notice to the scheduler (secretary) of days for which you are unavailable (i.e. holidays, etc.)

· Once schedule is posted, it is your responsibility for switching days should you be unable to work your duty day as scheduled. Other parents are often flexible in trading duty days with you. 

Sunday Set-up

· we share facilities with the church’s Sunday School program, therefore some of the preschool equipment must be put away each Friday and then set up again on Sunday before our program begins each week

· a quick clean of the room is also required during the Sunday set up, to make sure it is ready for the students

· in order to keep our tuition fees reasonable, we rely on the co-op parents, rather than hired cleaning staff, to clean the facilities in which our children play and learn 

· Set-up can be done Sunday afternoon after 2:00 p.m. through the evening

· members are given Set-up schedule in advance

· Sunday set up duty switches must be written on the master list in the Preschool classroom and on the list in the Sunday set-up envelope

· you are responsible for ensuring lights are turned off and all doors locked when you leave the building

· keys and instructions are passed from member to member. Contact the next person on the list and be sure they have the keys and instructions by the end of the week 

Snack

· parents are to provide snack for the whole week, when assigned. A monthly snack schedule will be posted in the classroom and handed out to parents

· only nutritious nut-free snacks are to be supplied, it will rotate from fruit, vegetable, dairy and grain

· it is recommended that the snack consist of two food groups, one with representation from the scheduled food group

· cookies, and other sweets (i.e. Rice Krispy Treats, etc.) are for party days and special occasions only

· the ministry requires snack be “planned, approved and posted” at least one week in advance

· the school will provide the children with filtered water to drink with their snack

· children must bring a small plastic cup labeled with their name to use daily

· parents should check the child’s backpack daily, wash and return the cup

· refer to Standing Rules,  Section ‘B’ #10 for policy on missed snack

· due to Halton Health Department Regulations: 

- all snack food must come from locations inspected by the health department or must be prepared at the school.  For example, store-bought muffins are fine, home-made muffins are not. 

- fruit, vegetables and cheese which need to be cut should be prepared at the School by the person providing snack in the school kitchen.

- snacks such as crackers, must be pre-packaged with a list of ingredients and the package cannot opened. 

Group Clean

· the classroom and gym equipment is thoroughly cleaned three times a year, and all parents will be assigned to help 
GUIDELINES FOR WORKING WITH CHILDREN

Parents should use a positive approach when working with children.  Remember young

children respond to humour, warmth and encouragement.  Always listen to the child when he is talking

and be friendly, interested and approachable.  Keep suggestions positive using "we do" or "it’s time to"

rather than "don't" or "you have to".

Duty parents should try to:

· learn children's names

· actively participate during duty times and avoid congregating with other duty parents

· scan the room frequently

· get down to the children's level; sit on the floor or small chair

· observe staff for hints

· get involved without interfering in play

· follow through daily responsibilities as printed on duty cards

· feel free to ask questions and discuss concerns with teachers

· be alert and ready to step in quickly if a child is in danger

· on trips, be responsible for those children assigned to you, if applicable

· not smoke, chew gum or eat candy during sessions, parties or field trips

· no hot beverages are to be brought into areas where children are playing during session times

· observe children at times without interacting as it is not always necessary to become involved if children are playing well

GUIDELINES TO FOLLOW IN DIFFERENT AREAS OF THE SCHOOL

Cloakroom:

· child may solicit adult help but try to promote as much independence as child is developmentally capable of

Washroom:

· the light remains on during session

· be alert for the child who needs to use the toilet

· child may need assistance with buttons, hooks, etc., encourage independence

· if a child has an accident, check their back-pack for dry clothes, if there aren’t any, there are dry clothes available in the cubby room.  Wet clothes should be placed in a bag and placed in the cubby 

· a child may need to be reminded to flush and wash and dry hands

Toddler Diapering Procedure:

Children will be changed according to the Public Health and Ministry of Education Regulations:

· place child on clean, non-absorbent changing surface  

· the dirty diaper surface should be folded inward

· dispose only into large garbage can inside classroom door

· the area is then disinfected with specified solution and a disposable cloth  

· wash hands before and after changing 

· Also, parents should provide a diaper change and change of clothes

· DISPOSABLE DIAPERS for school only please.

NOTE:  if you are changing children not in our programs, please still use garbage container in Preschool

classroom, and not the one in the ladies’ bathroom

Classroom/Free-play:

· running, throwing, pushing and loud noises are discouraged 

· remember walking feet

· children must finish and/or tidy their activity before moving on to another

· encourage and assist children to tidy up; it is the duty of each parent to see that their specific area is tidied, puzzles correctly assembled, etc.

· guns are not necessary at the school; redirect this play

· sit or stoop when talking to children

Creative:

· allow children to express their individual ideas and interpret the activity and materials for themselves

· the value of the experience lies in the process rather than in the finished product

Dramatic Centre:

· discourage inappropriate or rough play

· drama centre items remain in drama centre

Library Corner:

· encourage quiet time

· if you are reading a story, sit so that you can see the rest of the room

Snack:

· snack is a "social" time for the children and an opportunity to learn good nutrition 

· Important - check list for allergies.  East Plains Coop Preschool is a nut free environment.

· children must wash hands before snack and then get their cup from their backpack

· encourage tidy up, please and thank you and other table manners

· one snack per child – seconds are at the parent’s discretion

· if there are allergy students, duty parents must check ingredient list of snack prior to serving.

· duty parents must wash hands before serving the snack

CHILD DROP-OFF AND PICK-UP

Arrival and Departure of Children:

· parents are to remind children to use handrail next to wall on staircase when arriving or leaving school

· Preschool opens at 9:00 a.m. At these time, you may leave your child in the classroom with the teacher and duty parent(s). 

· it is the responsibility of each parent/caregiver to see that children have removed outdoor clothing and to ensure that their attendance has been noted by the teacher 

· parents are to remind children to use indoor voices in the halls and discourage children from running down the hall. We share this space and need to respect the other programs

· preschool children must be picked up by 11:30 a.m. and toddler by 11:00 a.m 

· children will be dismissed once the teacher has made eye contact with the parent or guardian that has been registered to pick them up 

· if you are not picking up your child, you must notify the school in writing who your child can be released to for that session. (This includes either parent, grandparents, guardians, nanny and other co-op parents, etc.)

· please do not let children leave the lower hallway without you or hold the outer doors open for prolonged periods, as this disturbs the church office upstairs 

· carpool situations must be added to your Emergency Release form    

· Please also refer to “Child Drop Off and Pickup” and “School Terms, Hours and Holidays” 

Late Pick-up:

If you fail to pick up your child within fifteen minutes of official closing time

· you will be called and asked to pick up your child

· if there is no answer, your emergency contact person will be called to pick your child up

· if neither you or your emergency contact person can be reached, a note will be placed on the outer door of the school to tell you the name, address and phone number of the duty parent your child's care has been entrusted to  

· the duty parent will continue to telephone your home to reach you and arrange for YOU to pick up your child

SUGGESTIONS FOR WHAT CHILDREN SHOULD BRING TO THE SCHOOL PROGRAM:

· rubber soled, non marking running shoes

· Cup to be used for snack time, that is labeled with child’s name

· it is wise to send an extra set of clothes (pants, shirt, socks, underwear) in case of spills during snack or toileting accidents 

· school backpack used for sending home artwork, notices and for storage of spare clothing. Should be easy for the children to open and large enough to take home artwork. School bags (backpacks) are hung in classroom.

· if the student is not toilet trained, be sure to include spare diaper and wipes

· label clothing as necessary (mitts, hat, etc.)

· have a jacket or sweater available during fall & spring months, for outdoor walks 

BEHAVIOUR MANAGEMENT GUIDELINES

The Day Nurseries Act states that:

· no physical punishment of any type is used at the school

· no child will be locked or confined

· no child will be deprived of their daily needs

· no harsh or degrading measures will be used  

· try not to embarrass, tease, ridicule, criticize or make comparisons

· behaviour management of integrated children is the responsibility of the staff

· please feel free to discuss any concerns with the teacher

· a child who is having difficulty should be redirected to another activity or area;  choices of different activities can also be offered

We use "Time Out" on a quiet chair to allow a child who is having problems coping, a short period of time to reflect and calm down.  A child who is unable to cope with the group situation or is disruptive to group activities may be removed from the room and supervised in another area until the situation improves.

Behaviour Management Monitoring Procedure:

The Behaviour Management Policy will be reviewed with employees and volunteers or students who provide care and guidance at the school at the beginning of each school year.  A signed and dated record will be kept by the person making the review.  The staff and volunteers or students will also sign the record, which will be kept for at least two years.  At least one entry of observed behaviour will be recorded for each person providing care and guidance to the children each year.  These records will be kept for at least two years.

School Policies:

· any staff (teachers, student teachers and parents) striking a child on school premises will be dismissed

· a parent striking their own child on school premises will be advised of the above  policy once 

· if it happens again, the parent will be asked to withdraw from the school

· children must be supervised at all times (including all school activities and field trips)

· if a serious behaviour problem occurs with your child, the teacher will inform you as soon as possible of the circumstances and consult with you in an attempt to solve the problem

Other Procedures & Guidelines  
SERIOUS OCCURRENCES GUIDELINES

Definition:  (by the Ministry of Community and Social Services)

· all deaths of children

· a serious injury is an injury to a child which requires intervention by a third party who takes action and requests further follow-up

· all injuries to children judged to be of a serious nature, in particular, non-accidental or unexplained injuries

· a child is missing from the providers care and a routine search has not located the child (Day Nurseries Act)

· all allegations or grievances of abuse or mistreatment of a child by a staff member

· serious complaints concerning operational, physical or safety standards on the premises

· all fires or other disasters on the premises

Responsibility:  It shall be the responsibility of the supervisor to take appropriate action should a

serious occurrence occur or be suspected

Action:  In the event of a serious occurrence, the supervisor must be informed at once.  The

supervisor will then:

A.
provide the child/children with immediate medical attention if required

B.
conduct a preliminary inquiry and write and sign a preliminary report.  The report will include

C.
the following information:

1)
what happened?  

2)
when?  

3)
when was it reported?  

4)
who was involved?  

5)
where did it happen?  

6)
why did it happen?  

7)
what action was taken?  

8)
current status?  

9)
further action proposed?  

10)
By whom?

11)
was that person notified?  

12)
is further investigation necessary?

D.
inform all appropriate parties within 24 hours (ie. President, Program Advisor, Ministry staff, parents, police, Children's Aid Society, as required)

IN THE EVENT THAT the supervisor does not report child abuse to the Children's Aid Society, then

it is the responsibility of the person who reported to the supervisor to report the child abuse to the

Children's Aid Society.

NOTE:

· in the event of a fire or other disaster, the supervisor and teachers will ensure the instructions in our emergency plan are followed

· a copy of the Ministry of Community and Social Services booklet "Guidelines and Procedures for the Reporting and Follow-up of Serious Occurrences" will remain on hand in our school library for further reference by teachers, executive or parents

FIRE/EMERGENCY PROCEDURES

Please refer to Duty Cards each time you are on duty.

FIRE PROCEDURE

WHEN THE ALARM SOUNDS:
IMMEDIATELY LEAVE ROOM
Duty Parents first - Children next - Teacher last
Parents help children form straight, quiet line(s) for each class in front of double glass doors (MAIN FLOOR) or in front of stairs on left hand side of stage (GYM)

TEACHERS take head count

DUTY PARENTS proceed to designated areas described below

TEACHERS proceed outside with children


     - assemble children on pathway


     - form class line(s)


     - do another head count and confirm

PARENT A:
Main Classroom - go to school level door and hold open for children 


             - watch line to make sure everyone comes out 

                           - proceed outside after children vacate school

Gym
             - hold open door to outside as marked by exit signs

PARENT B:
Main Classroom  - go to stairs and assist children on stairs


              - leave as last child vacates school

Gym                    - go to stairs on LEFT side of stage

                            - assist children on stairs

PARENT C:  a.m. session

Main Classroom - hold open the outside/entrance door

Gym        - left side of stage; follow exit signs and hold open door as they come up from the first stairs               

TEACHER(S) - check room to make sure everyone has left 


           - close windows


           - take class list and keys


           - close classroom door and join others in hall


           - take a head count TWICE


           - confirm # with attendance book


           - close cubby room and office doors


           - PROCEED OUTSIDE WITH CLASS 


           - hold outside door if only 2 Parents


           - form line(s) on pathway outside


           - do another head count

ADDITIONAL ADULTS - assist on stairs as children leaving or 



               - assist on pathway

In the event of a real fire, the group is to be evacuated to Jaggard’s Florist. An emergency phone call to 911 will be done from Jaggard’s.  In the winter or in poor weather the group is to be taken immediately to Jaggard’s Florist without coats.  The final head count will be taken at Jaggard’s Florist.


SCHOOL CLOSINGS

Due to Weather:

· if either the Halton Public School Board or Separate School Board announces on CHML a school closing due to weather conditions, you may assume that the Preschool is closed; YOU WILL NOT receive a phone call to confirm this

· if, at the discretion of the Supervisor and the President, the weather is unsuitable to Preschool children, the Preschool may remain closed;  in this event you will receive a phone message to inform you of this within one half-hour of school starting time

· in case of very inclement weather, please use your discretion as to your child's attendance or early pick- up; do not wait for a phone call from the school

Failure to Open:

Jaggard’s Florist has donated us Emergency Shelter.  

· if you arrive at the school before the teacher(s) and can't get in the church, you may take shelter in Jaggard’s

· if a teacher has not arrived within one half-hour of school's opening time, you may assume that school has had to be cancelled due to emergency circumstances (accident, traffic tie-ups, etc.)

During Operation:

· if the school must be closed during operation, you will be called and asked to pick up your child

· if there is no answer, your emergency contact person will be called to pick your child up

· if neither you or your emergency contact person can be reached, a note will be placed on the outer door of the school to tell you the name, address and phone number of the duty parent your child's care has been entrusted to  

· the duty parent will continue to telephone your home to reach you and arrange for YOU to pick up your child

We value the safety of our children and staff and believe these are the most appropriate measures to

be taken.

ILLNESS

· if your child is sick prior to school commencing, please advise us for our attendance records.  

· if your child becomes ill in class, we will call you or your emergency person to come and pick your child up.

Keep your child at home if they show the following symptoms/illnesses:

1. Fever (temperature of 101°F/38°C and over). The child may not return until his/her temperature is normal 

2. Vomiting and diarrhea. The child may not return until the vomiting and/or diarrhea has ceased 

3. An excessively runny nose where the discharge is not clear.

4. Extreme lethargy that prohibits participation in the program.

5. Extensive rash, unless child brings a doctor’s note confirming that the child may attend school.

6. Contagious diseases (e.g. chicken pox, rubella, pink eye, measles; pinworm, strep throat, head lice).
FIELD TRIPS
· you will be notified of upcoming field trips by way of a note sent home in your child's backpack and notices posted outside the classroom door.  

· a regular calendar of events, specifying trips and weekly themes is given in the Newsletter or posted.

· the school does not provide transportation for each field trip, but rather, the parents transport their children to and from the field trips on occasions

· the school is closed on field trip days

· Refer to “Responsibilities of Duty Parents”

Health Regulations
N313 1991 0l:cb

HALTON REGIONAL HEALTH DEPARTMENT

COMMUNICABLE DISEASES IN SCHOOLS

RESPONSIBILITY FOR EXCLUSION FROM SCHOOL

The Education Act (Section 236(m)) states that it is the duty of the Principal to refuse to admit to the

school or classrooms a person whose presence would, in the Principal's judgment, be detrimental to

the physical or mental well-being of the pupil, or his/her contacts.  Also, under Section 236(k), it is the

Principal's duty to report promptly to the Medical Officer of Health, when he/she has reason to suspect

the existence of any infectious or contagious disease in the school.

Under the Health Protection and Promotion Act, 1983, the Medical Officer of Health may order a person

(eg. Principal) to take action in respect of a communicable disease.

The Principal is then responsible for:

a)       reporting any case or suspected case of communicable disease to the Medical Officer of

          Health

b)        excluding affected pupils from school under direction of the Medical Officer of Health

The Public Health Nurse will confirm with the Principal that there is a potentially infectious/communicable

condition and will act as a consultant about the significance of the condition.

COMMON DISEASES REQUIRING NOTIFICATION & EXCLUSION OF PUPIL

	COMMUNICABLE DISEASE   
	EXCLUSION PERIOD

	Red Measles  
	Until the 5th day after the appearance of rash

	German Measles (Rubella) 
	Until the 5th day after the appearance of rash

	Mumps   
	Until swelling has disappeared or 9 days from onset of swelling

	Chickenpox 
	No longer requires 7-Day Exclusion

	Scarlet Fever & Epidemic Strep Throat 
	24 hours after prescription with effective antibiotic instituted

	Hepatitis A & Hepatitis B 
	For the first two weeks of and one week after onset of jaundice

	Whooping Cough (Pertussis) 
	Three weeks from onset of cough if untreated with antibiotics; one week after initiation of antibiotic treatment


A medical certificate for readmission is unnecessary if the period of communicability is past when the

child returns to school.  The teacher should inspect the child on return to school to see that he/she has

recovered and that he/she has been excluded for the required time.

If the child does not seem fully recovered he/she should be excluded from school and the nurse

contacted for follow-up.

DISEASES REQUIRING NOTIFICATION, ISOLATION AND QUARANTINE

          Tuberculosis

          Diphtheria

          Poliomyelitis

          Meningococcal Meningitis

There must be a certificate for readmission to school either from the Medical Officer of Health, or from

the family physician.

EXCLUSION IS ALSO RECOMMENDED FOR THE FOLLOWING:

	COMMUNICABLE DISEASE 
	EXCLUSION PERIOD

	Conjunctivitis (Pink Eye) 
	Until discharge clears

	Ring Worm 
	Until treatment has been started and no purulent discharge present.

	Scabies 
	Until case and family treated adequately

	Impetigo 
	Same as Scarlet Fever or other Strep. infections


When a teacher suspects any of the above conditions, exclude the child from school.  A doctor's

certificate is not required for readmission to school if the condition is clear when the child returns to

school.  Contact the school nurse when a child has been absent from school for more than a week.

School Policies
STANDING RULES OF EAST PLAINS CO-OPERATIVE PRESCHOOL CORPORATION

Dated:   June 2009

Definition:  Standing Rules relate to the orderly transaction of business.  They cannot contravene any

Article in the Constitution or By-Laws.  They contain only the rules that may be changed without previous

notice by a majority vote at any business meeting, executive or general.  It is at the Executive

Committee's discretion whether to present any changes of the Standing Rules to the general

membership for a majority vote.

A)      ADMISSION REQUIREMENTS

Pertaining to General By-law, Article II, Membership #1

	1.
Maximum enrollment in each session of the Preschool Program, under the daily supervision of  a Supervisor and a Teacher and four (4) participating parents, is thirty-two of which four (4) may be in the Integrated Program. 

Maximum enrollment in the JR Preschool Program under the daily supervision of a qualified teacher and three (3) participating parents is twelve (12). 

Maximum enrollment in the Preschool Program under the daily supervision of one (1) qualified teacher and two (2) participating parents is 16. 

	MAXIMUM
ENROLLMENT

	2.
Applications over and above these numbers shall be placed on a waiting list and will be considered in order received. 

	 WAITING
LISTS

	3.
Children will not be considered for late enrollment after March 31, except at the discretion of the Supervisor and the Executive. 

	 LATE
ENROLLMENT

	4.
Children must be 3 years old by December 31 for enrollment in September in the Preschool Program.

Children must be 2 by December 31 for enrollment in September in the Junior Preschool Program.


	BIRTHDATE 
ENROLLMENT

	5.
Children not eligible for Kindergarten because of developmental delays may be accepted at the discretion of the Supervisor and the Executive.


	KINDERGARTEN 
AGED 
ENROLLMENT

	6.
Non-Participating status may be granted to parents at the discretion of the Supervisor and the Executive.  Non-participating status will not be granted in the Junior Preschool.


	NON-
PARTICIPATING

	7.
Staggered September enrollment to be jointly decided upon by the President and Registrar.
	STAGGERED ENROLLMENT


B. FEES

Pertaining to General Bylaw, Article II, Membership #2

	1. The fees for a child with a participating parent in the Preschool  Program will be $120.00 per month. 

The fees for a child in the toddler will be $90.00 per month.


For families with more than one child in the school, registered in any of the programs, the total fee will be reduced by 10%, not including the $35.00 registration fee.

	FEES -  PRESCHOOL  



FEES -  TODDLER


ADDITIONAL ENROLLMENT FEES

	2.
The fees for a child with a non-participating parent in the Preschool Program shall be $175.00.  There are no non-participating parents in the toddler. 

	 NON-
PARTICIPATING FEES

	3.
Fees do not include transportation to and from school. 

	TRANSPORTATION

	4.
Fees may be paid in full on a yearly basis or by monthly post-dated cheques (dated the first day of each month).  Cheques must be received for the full school year before the child will be admitted to the school.  Cheques must be made payable to East Plains Co-operative Preschool Corporation.

	PAYMENT AND TERMS OF REGISTRATION

	5.
a)  A registration fee of $35.00 for each child must be paid at the time of registration and is non-refundable, except in the case of non-acceptance by the school or cancellation of the Program.

 b)  To obtain a position on the waiting list, a fee of $35.00 must be paid. This fee will stand as the registration fee if the child is accepted for school.

	REGISTRATION TIME


WAITING LIST

	6.
Upon receipt of the first NSF cheque, parents are expected to replace the money within two (2) banking days with either cash or certified cheque.  A $25.00 penalty payable to the school will be charged.  Upon receipt of a second NSF cheque, the same will apply. Upon receipt of the third NSF cheque, the child and parent will be asked to withdraw from the program, unless payment is made by certified cheque, cash or money order for the remainder of the school year.

	NSF CHEQUES

	7.
If, in an emergency, a parent is not able to find her own substitute on short notice, she may contact an emergency substitute parent.  A fee of $25.00 must be paid by the Duty Parent to the Emergency parent.  If the Emergency parent has difficulty recovering her payment from the Duty parent, she should contact the Treasurer for assistance.  NOTE:  The session must be cancelled if the appropriate number of duty parents is not present.


	EMERGENCY PARENTS

	8.
If the parent assigned for Sunday Set-up does not meet their obligation, a fee of $25.00 must be paid.


	 SUNDAY SET-UP

	9.
The school's regular operating expenses shall be set from the tuition fees as far as possible and supplemented when necessary by fundraising.


	OPERATING EXPENSES

	10.
If the assigned parent forgets to send snack, an attempt will be made to contact them by phone.  If we are unable to reach the parent, a snack will be purchased and the parent will be responsible for reimbursement.  The snack policy is such that only nutritious nut-free snacks are to be supplied.  It is recommended that fruits and veggies be served at least twice during the school week, and the third day be another nutritious nut-free snack, such as carrot muffins or zucchini bread.  Two food groups (e.g. cheese & crackers, fruit & crackers).

	SNACK
 POLICY

	11.
If any outstanding monies are not received by the first of the second month in arrears, the parent may be asked to withdraw the child, at the discretion of the Executive.


	LATE OR NON_PAYMENT OF OUTSTANDING MONIES


C.      ASSOCIATES
Pertaining to General Bylaw, Article II, Membership #3

	1. Associates shall be any individual interested in maintaining a relationship with the school during a year when they don’t have a child registered in a program but will have a sibling at the school the following year.  This membership will entitle parents to early registration and will waive the TB Skin test and Criminal Reference Check necessary upon re-registering.  However, they will maintain a non-voting status.  Cost of as Associate membership is $25.00.
	 ASSOCIATES


D.      WITHDRAWAL FROM PRESCHOOL

Pertaining to General Bylaw, Article II, Membership #6

	1.
Where the parent desires to withdraw their child from a program, a written letter of withdrawal, giving 30-days notice, must be sent in duplicate to the President and the Registrar.  Rebate of the remainder of fees will be made from the end of this notice.  No rebate will be made, however, after March 31. 

	 WITHDRAWAL

	2.
Parents will be responsible for duty days which fall within the one month period of notice of withdrawal.  They will either work those days or arrange to pay for a substitute.
	


E.      TERMINATION OF MEMBERSHIP
Pertaining to General Bylaw, Article II, Membership #7

	1.
At the discretion of the Supervisor and Executive, parents may be asked to withdraw their child (a) due to the child's failure to participate, or (b) due to the parent's failure to participate, or (c) if the parent's attitudes and philosophies are so at odds with those of the majority, that co-operation is impossible.  A rebate will be made from the child's last day at school. 
	 TERMINATION OF MEMBERSHIP


F.      GENERAL MEETINGS
Pertaining to General Bylaw, Article III, Meetings of Members #7

	1.
The voting shall first of all be by a show of hands. A ballot can be held, if demanded, by two (2) active members present, or at the discretion of the President.  In the case of a tie, the President shall cast the deciding vote; or defeat the motion. 

	 VOTING

	2.
Attendance at parent and general meetings and co-operation in other phases of the school activities (e.g. field trips, financial and educational projects) is compulsory.


	ATTENDANCE


G.      EXECUTIVE COMMITTEE
Pertaining to General Bylaw, Article IV, Executive Committee #1

	1.
The Executive Committee shall be seven  (7) active members and shall be comprised of the following: President, First Vice President, Second Vice President, Secretary, Treasurer, Registrar, Council Representative/Grants


2.
Descriptions of specific Executive member roles are available in the school office.


	EXECUTIVE 
POSITIONS

	3.
In the event that no executive position is held by a parent in the JR Preschool Program, a position will be opened for a JR Preschool Program parent.  This person would also fulfill some other function listed on the parent participation form. 

	 JR PRESCHOOL 
PROGRAM

	4.
The Past-President may serve on the Executive in an advisory, non-voting capacity, unless they have a child enrolled in the school, in which case they shall have a vote at General Membership Meetings.
 
	 PAST PRESIDENT

	5.
The term of office will be from July 1st to the following June 30. 
	 TERM OF OFFICE


H.     NOMINATIONS
Pertaining to General Bylaw, Article IV, Executive Committee #4

	1.
During the first General Meeting of the new calendar year, a committee of three (3) members from the general membership will be formed.  That committee will help gain interest, co-ordinate and collate nominations for the new Executive for the following year. All co-op members are eligible for Executive positions and interested persons should sign up on the list which will be posted on the bulletin board.  If more than one person is interested in any Executive position, a vote will be conducted at the May General Meeting in the form of a written ballot.

	 NOMINATIONS

	2.
The incoming President may choose her own First Vice President.
	

	3.     The terms of office shall be for one year.  Members may seek additional terms of office but only one additional term in office to the same position
	

	4.  Termination of an executive member may be necessary due to the following circumstances:

-  has missed more than 2 consecutive meetings without proper notice to the president

-  submits a letter of resignation       

-  Violations

-  Vacancies will be filled by appointment by vote of the Executive.
	

	5. All members of the Executive are committed to openness, understanding and a willingness to share                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                 responsibility.  The members shall focus on school improvement
	


I.     MEETINGS OF EXECUTIVE COMMITTEE
Pertaining to General Bylaw, Article IV, Executive Committee #8

	Executive meetings shall be open to all active members and associates. 
	 OPEN MEETINGS


For matters not covered by its Constitution & Bylaws, the Executive will take the matters under advisement.

A majority of the executive members present and in good standing shall constitute a quorum for the transaction of business.

All meetings will not go beyond 2 hours unless agreed to by all members present.

Special meetings may be called by the President with due notice to all members.

J.      VOTING AT EXECUTIVE MEETINGS
Pertaining to General Bylaw, Article IV, Executive Committee #10

	1.
At Executive meetings, each Executive member shall have one vote.  Voting shall be by a show of hands and in the case of a tie, the President shall cast the deciding vote, or defeat the motion. A second ballot can be held on demand. 

	 VOTING

	2.
Executive members unable to attend a meeting may submit a proxy vote in writing prior to the meeting.


	 VOTING BY PROXY


K. CODE OF ETHICS

	1. The members are committed to openness, believing that it leads to mutual trust, understanding and a willingness to share responsibility.  The members are compassionate, honest, fair and respect the confidentiality of the Executive.  The members shall act only on the basis of accurate and first-hand information after thoughtful consideration.
	ETHICS


L.      EXPENSES

Pertaining to General Bylaw, Article VIII, Auditors #1

	1.
Any expenditure over $50.00, not previously approved in the budget, must be ratified by the Executive and authorized by the Treasurer. 

	 EXPENDITURES

	2.
Bills and/or receipts must be submitted for all expenditures. 
	 RECEIPTS


M.      AUDITS
Pertaining to General Bylaw, Article VIII, Auditors #2

	1.
There shall be an annual audit of the school's books by an auditor appointed by the Executive, or a committee of three (3) parent volunteers.  The annual audit shall be reported to the annual general meeting. 
	 ANNUAL AUDIT

	2. Cheques shall require the signature of two out of the three signing officers.  All disbursements, including cash disbursements, must be receipted or documented in a similar way.
	

	3 . The treasurer shall report at each monthly meeting on any change in the financial position and shall prepare an annual statement for independent audit during the month of June.  The audit shall be performed by a party outside of the Executive.
	


N.      AMENDMENTS

Pertaining to General Bylaw, Article XV1, Amendments

	1.
Notice of Motion concerning any constitutional change shall be served in writing to each member at least fourteen (14) days prior to an annual or parent meeting. 

	 NOTICE OF MOTION

	2.
Amendments to the Constitution and Bylaws must be adopted by the general membership at any parent meeting, provided proper notice was served. 
	 AMENDMENTS


O.      STAFF

Pertaining to General Bylaw, Article XVIII, Staff

	1.
The Executive, at its discretion, may require that qualifying courses be taken by the E.C.E. staff, and shall then pay the tuition when possible. 

	 QUALIFYING COURSES FOR STAFF

	2.
The duties of the E.C.E. staff of the Preschool shall be as per the individual contracts and job descriptions of each staff member, which are negotiated on a yearly basis. 
	 JOB DESCRIPTION


P.      DUTIES OF ACTIVE MEMBERS

	1.
Parents are responsible for conducting their children to and from school. 

	 TRANSPORTATION

	2.
Parent participation in the school program will be fixed according to the number of participating parents on a regular rotation. Parents with more than one child in the school will participate more often according to the number of children in the same family, e.g. two children = twice as many duty days, three children = triple number of duty days. 

	 DUTY DAYS

	3.
A participating parent must work any day of the school days in the week for which they are scheduled by the duty roster chairman. A field trip will be considered a duty day only if you are scheduled for duty on that day.  You must participate or find a replacement for yourself. 

Parents shall participate on field trips.

	FIELD TRIPS

	4.
Participating parents MUST take part in the orientation program. 

	 ORIENTATION

	5.
Parents may exchange a duty day with another parent as long as they make arrangements and take on the responsibility of working the day exchanged with the other parent and altering the duty roster posted in the school.  Changes must also be reported to the teachers, to be included in the daybook.


	EXCHANGE OF DUTY DAYS

	6.
Where a participating parent, due to illness etc., is not able to participate on duty days for an extended period of time, they will be responsible for finding their own substitute either from among active members, from the emergency list, or other substitute as long as the T.B. and Criminal Check requirements are met. 

In case of prolonged illness, a place will be held in the school as long as the fees are paid and the parent participates as indicated.

	 EXTENDED ABSENCE

	7.
Six (6) weeks may be taken off for pregnancy; however, duty days for this time must be worked well in advance of the six weeks off. Those unable to fulfill this obligation must pay for a substitute. 



	 PREGNANCY

	8.
Pre-nursery school and post-nursery school siblings (those not enrolled in the school) cannot be included in the school program. 


	 SIBLINGS

	9.
A TB Skin Test (SEE Q.2) and Criminal Reference Check must also be provided for each person doing the duty days. If you were a Participating Parent during the previous school year, you are exempt.

	 TB SKIN TEST/
CRIMINAL REFERENCE CHECK

	10.
Parents will be responsible for their duties as outlined in the preschool handbook. 
	 HANDBOOKS

	11.  Fundraising is mandatory.  Fundraising requirements are defined on a per family basis. (E.g. All families have the same limit regardless of the number of children enrolled.)

12.   If any enrolled student has an anaphylactic allergy, Participating parents (duty parents) are required to be trained for emergency response to an anaphylactic reaction. Training will be provided by the supervisor of the preschool and/or the parent of the anaphylactic child.



	FUNDRAISING

ANAPHYLACTIC

TRAINING 




Q.      REGULATIONS
	1.
The school will be regulated by the Day Nurseries Branch of the Department of Social and Family Services, Province of Ontario, under the day Nurseries Act, and will comply with the constitution of the corporation.  A copy of the constitution is available in the school for your perusal. 

	 DAY NURSERIES ACT

	As mandated by the M.C.S.S., a Criminal Reference Check is required from staff and co-op students and all new duty persons effective Sept. 1995.  A Criminal Reference Check is also required if the duty person leaves for one years absence from the school. The application may be completed and submitted at the following locations.

Headquarters 1151 Bronte Road, Oakville 8:00 am - 3:30 pm Mon-Fri 

11 Division 217 Guelph St., Georgetown  8:00 am - 10:00 pm Mon-Fri 

12 Division 490 Childs Dr., Milton 8:00 am - 10:00 pm Mon-Fri 

20 Division 1229 White Oaks Blvd., Oakville 1:00 pm - 6:00 pm Mon-Fri 

30 Division 3800 South Hampton Blvd, Burlington 8:00 am - 10:00 pm Mon-Fri

Two pieces of valid government issued identification must be provided:

Age of Majority Card Birth Certificate Citizenship Card 

Drivers License Health Card Indian Status Card 

Military Identification Card Passport SIN card 

Fee: All Security Clearances for employment, paid positions, adoption, Immigration, Visas etc. are $30.00.

A lesser fee of $15.00 will be charged for volunteers. This would be for unpaid positions with Big Sisters, co-op placement etc.

Exact cash is required at all locations other than Headquarters, who accept cash, Debit, Visa or MasterCard.

A personal cheque will be accepted but your Security Clearance will be held for ten business days until your cheque clears the bank.

The Security Clearance will not be completed while you wait. Applicants applying at any of the locations other than Headquarters will have their clearances mailed to their home; applicants applying at the Headquarters may have the clearance mailed as well or if they have been a resident of Halton for the last 5 years have the option of picking it up at Headquarters.

2. At the time of Orientation/Registration, these Checks are to be shown to the Supervisor only. There is to be no disclosure of information to anyone; the information is to be kept in extreme confidence.  All forms are returned immediately to the Duty person.  If there is a concern in the Criminal Check, it will be discussed only between the Supervisor and President and appropriate action taken.
	CRIMINAL 
REFERENCE CHECK


R.      HEALTH REGULATIONS
	1.
A medical certificate and immunization records will be required for each child. 

	 MEDICAL RECORDS

	2.
A TB Skin Test or X-Ray will be required for each member of the staff.  Participating parents also are required to have a Skin Test or X-Ray.  These are good for as long as the parent participates in consecutive years in the school.  If the parent leaves the school for one year and then returns after the one year absence, another TB test is required. 

	 TB TEST

	3.
Communicable diseases or prolonged illness shall be reported at once to the Supervisor.  These diseases require exclusion and include: 
       Red Measles, German Measles (Rubella), Mumps, Chickenpox, 
       Scarlet Fever & Epidemic Strep. Throat, Hepatitis A, Hepatitis B, 
       Whooping Cough (Pertussis) 

Exclusion is also recommended for the following: 
       Conjunctivitis (Pink Eye), Ring Worm, Scabies, Impetigo

Diseases requiring notification, isolation and quarantine include: 
      Tuberculosis, Diphtheria, Poliomyelitis, Meningococcal Meningitis 

Please refer to page 21 for additional information on communicable diseases. 

	 COMMUNICABLE DISEASES

	4.
Each parent is asked to keep at home any child showing signs of ill health, including any of those illnesses referred to above. 

	 ILLNESS

	5.
Any child sent to school who subsequently shows signs of illness shall be sent home.  If the parent or guardian is unavailable, the designated emergency person will be contacted. 

	 SENDING 
CHILD HOME

	6.
Any drugs or medications to be administered to a child will only be done so with written authorization from the parent of the child, to the designated staff member in the child's program.  The designated staff member in the Preschool program is the Supervisor. The designated staff member in the JR Preschool is the E.C.E. Teacher.  In the event of their absence, the replacement staff member will provide the care. The written authorization must include a schedule that sets out the times for the drug to be administered, and the amount of medication to be given. The drug must be in the original container as supplied by the pharmacist.  The container must be clearly labeled with the child's name, the name of the drug, the date of purchase and instructions for storage and use. Drugs and medications are stored in a locked container at the school.  Records are kept to ensure drugs are properly administered.  Epipens will be carried in a waist pack on the teacher at all times.  A second epipen will be kept in the locked medicine box in the office. 
	 DRUG PROCEDURE


	7.
In order to comply with the Safe Drinking Water Act 2002, the plumbing will be flushed each day before the school is opened. The last tap is located in the bathroom in Room 11. The cold water tap will be flushed for 5 minutes. Additional taps to be flushed for 10 seconds each are: ladies bathroom, children’s washroom (preschool classroom), and the water fountain in the hall. This will be logged daily in the Safe Drinking Water Act Log book (located in the office). This log book will be kept for 6 years.  


	 SAFE DRINKING WATER ACT 2002, 

O. REG 173/03

	7. The Act prohibits smoking in enclosed workplaces and enclosed public places in Ontario to protect workers and the public from the hazards of second-hand smoke.

· No person is smoking tobacco or holding lighted tobacco in the day nursery

· “No Smoking” signs are posted at all entrances, exits and washrooms and other appropriate locations

· Day nursery staff, volunteers, students and visitors are advised that smoking is prohibited on the premises and the playground


	 SMOKE FREE ONTARIO ACT 2005



	8. There is a written anaphylactic policy that includes:

· a strategy to reduce the risk of exposure to anaphylactic causative agents

· a communication plan for the provision of information on life threatening allergies, including anaphylactic allergies

· an individual plan for each child with an anaphylactic allergy that includes emergency procedures

· Staff, students and volunteers have received training from a physician or parent on procedures to be followed if a child has an anaphylactic reaction

· Parents and physician’s input regarding the individual plan and emergency procedures regarding: a description of the allergy, signs and symptoms of an anaphylactic allergy, actions to be taken in the event of a reaction and monitoring and avoidance strategies.

· The policy is located in the office.


	 ANAPHYLAXIS POLICY 


S.      INSURANCE LIABILITIES
	1.
A parent's consent form/medical authority must accompany each signed application form. 

	 CONSENT FORMS

	2.
Written permission upon registration (signed by the parent or guardian) must be given so that a child may be taken on field trips away from the school.  Parents must be notified of impending trips.  If the consent form is not signed, it is the parent's responsibility to keep the child home on the day of the field trip.

3.     For students with anaphylactic allergies, additional medical authority/consent forms are required to be completed by the parent.
	 FIELD TRIPS

STUDENTS WITH ALLERGIES


T.      SCHOOL TERMS, HOURS, HOLIDAYS

	1.
The school shall open in September and continue until mid June, at the discretion of the Executive and the Supervisor. 

	 TERM

	2.
All statutory and school holidays shall be observed. 

	 HOLIDAYS

	3.
School hours shall be: 
a)    Preschool Program (Mon, Wed, Fri) 
       2-1/2 hours, morning session 
       8:45 duty parents arrive 
       9:00-9:15 - children arrive 
       11:30- children dismissed 


b)   Toddler (Tues, Thurs)

2 hours, morning session

8:45 duty parents arrive

9:00-9:15 - children arrive 
 11:00- children dismissed


	 HOURS

	4.
The school may be closed for any emergency period, e.g. weather conditions, at the discretion of the Supervisor and the President. Parents will be notified as much in advance as possible. 

	 EMERGENCY 
CLOSING

	5.
School attendance is not compulsory. There will be no reduced fees for absences due to school closures, illness or holidays. 
	Attendance


Certified to be a true copy of the Standing Rules of 

EAST PLAINS CO-OPERATIVE PRESCHOOL CORPORATION.

     Heather McElrea    


Jill Bear

     President



1st Vice President

        DATED:   June 2009

                               Corporate Seal

School Contacts
STAFF & EXECUTIVE LIST (School year 2010/2011)
	Supervisor/Teacher 
	Jennifer Greenland              
	

	President
	Heather Howell
	heather.howell7@gmail.com

	1st Vice President 
	
	

	2nd Vice President 
	
	

	Treasurer  
	Marnie Sheridan 
	marniesheridan@hotmail.com

	Secretary 
	Teresa Constant
	aconstant@cogeco.ca

	Registrar 
	Kim Marshall
	kamarshall77@hotmail.com

	Co-op Council Rep/ Grants


	Jennifer Chaney
	pchaney@cogeco.ca

	School telephone
	905.681.0233
	

	School email
	info@eastplainspreschool.com
	


Who to call (suggestions, questions & answers):

	Supervisor/Teacher:
	Any questions or comments about the school program; any problem you feel they can help with, general questions about the academic program, your child progress at the school, or parent education.


	President: 
	Questions about general administration of the school, including membership meetings, problems with jobs/duties, and other general questions or suggestions concerning the school.


	1st Vice President: 
	 If you are unable to reach the President, general membership meetings.


	Treasurer: 
	 About payments of your fees.


	Registrar: 
	For information about registration, if you require a leave of absence or wish to terminate your membership, address and telephone number changes (your own or your emergency contact).


	Secretary: 
	- For daily duty scheduling.  Consideration will be given to written requests.

- Scholastic book orders



	2nd Vice President:
	Fundraising, including the auction in November, Mabels labels, etc.




Communicating Concerns
To ensure that parental concerns are heard and satisfactorily resolved, you are urged to come forward with the problem and communicate with staff as soon as possible.

If you have a concern about the care of your child, speak directly with your child’s teacher. If you are not satisfied, then speak with the centre supervisor. If your concern is about the centre or its operation, the centre supervisor should be your first contact. 

Most issues are resolved after communicating with the teacher or supervisor. However, if necessary, your concerns can be brought to the attention of the centre’s executive committee. This chart illustrates the appropriate communication process.


[image: image1.wmf]Start

Related to child

or centre

Discuss with

Teacher

Discuss with

Centre

Supervisor

Resolved?

Resolved

Resolved

No

Decision of Board

Problem Resolved

Yes

Yes

No

Present to

Executive

Yes

No

Child

Centre


East Plains Co-op Preschool Orientation
Items covered on the orientation tour during the September General Meeting:

A.
Office/Photocopier Room
1) Telephone and telephone book/ Telephone numbers and address on wall

2) Craft Supplies – found in office right side of shelf 

3) Photocopier/Printer - there is a $0.10 charge for personal use

4) Executive mail slots are located on wall near door

5) Supplies for events such as general meetings are located here

6) Invoice slips for submitting expenses are located in treasurer slot of the mailboxes

7) Beautiful Junk - if you bring in items for arts and crafts please sort it into the correct bins
8) Extra books for the reading corner are also found here

B.
Cubby Room

1) Each child is assigned a cubby spot and their photo and name are posted in them

2) A preschool child and a toddler child might be sharing the same cubby spot, so don’t leave items in the cubby spot.

2)
Duty smocks for parents are located in this room

3)
Spare clothing and shoes are here if a child has spilt liquid on their clothes or has had a toileting accident and they do not have their own spare clothes- If your child outgrows anything that is still in good condition, please consider donating to our Spare Clothing Box

4) Extra equipment/toys for program - PLEASE don’t remove things from shelves

5) Suggestion box is located here

6) Laundry Bag – located on back of door- used for dirty towels, smocks, puppets, dolls or other cloth items

7) Towels to dry toys- used by toy cleaning committee, is found in a basket on shelf

8) Vacuum cleaner, extension cord, and step ladder are located behind the door

9) Grey cleaning bucket is located on shelf

10) Blue water bucket for filling water table is located on shelf

11) Plastic bags container on wall– to use for dirty clothes or wet shoes etc.

12) School’s fire extinguisher is located in this room

C.
Doors in school area
1)
Double doors at bottom of steps are to be kept closed.

2)
Children are not allowed to go upstairs without an adult.

3)
Children are not allowed to hold the doors open.

4)
Encourage quietness on the stairs as sound travels directly to the offices in the church.

5)
Ensure your child does not go through the doors without you.

13) Outside doors are kept locked. The doorbell will summon the school

14) Only buzz in people you know or know have school business
D.
Janitor’s Room
1)
Supplies in this room are not for school use. Do not leave school supplies in this room.

2)
Use the sink to fill and empty water tables 

3) If you notice items belonging to us left here please return to our rooms.

4) Compost bag is to be placed in room if the compost bin is full at the end of the day


The door must be kept closed. If you notice it is open then please close it.


E.
Craft supply storage
1)
Creative supplies are stored in office (paper) and preschool room.


F.
Adults Bathroom
1)
Not for children unless they are desperate and the other washroom is occupied.

2) Children brought up from the gym must be taken to the classroom to use the washroom.

3) The ladies’ washroom as a large sink that is to be used for toy cleaning and washing art materials

4) Cleaning supplies and toy cleaning supplies are located in locked cupboard in the ladies washroom. Key for cupboard is located on key rack inside classroom. Cupboard should be locked at all times.


G.
Fire Exits
1)
Exits and procedure explained and posted in all rooms we use.

2)
Fire drill once per month.

3)
Duty parent’s routine for fire drill is on duty cards.


H.
Gym
1)
When using stairs use railing next to wall (left down, right up).

2) Snack preparation to be done in the kitchen in the gym. 

3)
Safety is always the first consideration.

(i)
no crashing with bikes

(ii)
no pushing or excessive roughhousing

(iii)
feet first and sitting on slides

4)
Fire Exit - up left side of stage, meet outside

5)
No children allowed in kitchen

6)
Children should stay in classroom with other duty parents while their parent is in gym setting up  equipment.


I.
Classroom
1)
Attendance: 

(i)
Deliver child directly into classroom. (If you arrive early and are not on duty remain with your child until starting time – 9:00 a.m.)

(ii)
Children must stay in the classroom with the teacher, and not with their parents while they are on duty.

(iii)
Notify teacher of any change in routine (e.g. car pool or pick up)

(iv) Written notice is best if someone new is picking up. Person should be asked for identification.

(v)
Notify teacher if child needs special consideration today.


2)
Snack

(i) Check allergies and check ingredient list of snack upon arrival to school (duty parent)

(ii) Record snack received on calendar (snack duty person)

(iii) Get water jug

(iv) Children wash hands (assisted by duty parent)

(v) Children are served once they are all sitting at table

(vi) Children are encouraged to clean their eating area by putting green waste in compost bin

(vii) Older children are encouraged to put their own cup away

(viii) Encourage please and thank you
(ix) No one leaves the table with food in their mouths

3)
Bulletin Boards in Hall - notices/lists - one side for teachers, the other side for parents/executive, fundraising.


4)
Water Table - maximum four children at a time in Preschool classroom
                    

(i)
must wear smocks

(ii)
drained and washed out with Benefect daily 

(iii) 
 children wash hands


5)
Sand Table - maximum four children at a time


6)
Easels

(i)
if painting children must wear smocks

(ii)
water colours, markers, etc - doesn’t really matter

(iii)
must be thoroughly cleaned after each session

(iv)
paint brushes washed

(v)
paint jars cleaned 


7)
Drying rack and bulletin board for finished work


8)
Blocks

(i) Children who take them out must put them away

9)
Playdough - maximum four children at a time
(i) children wash hands

11)
Creative - maximum four children at a time

(i)
small scraps should be sorted by colour and returned to proper containers on shelf

(ii)
paint, glue pots, and brushes are washed after each session. 

(iii)
jugs of paint and other craft items should be put away at the end of the session.


12)
“Anything you want to do” table

(i)
children help themselves to shelves on right hand side only

(ii)
children should clean up before moving to a new activity


13)
Drama Centre

(i)
children tidy up before moving on

(ii)
assist children at clean up and show them to store things in the proper containers and hang clothes up

(iii)
anyone throwing things around must leave


14)
Toys and Puzzles

(i)
children take out one at a time

(ii)
tidy it up when finished

(iii)
put it back neatly on the shelf before taking something else or leaving area

(iv)
if the child can’t do the puzzle they should get help but don’t put it back unfinished


15)
WALKING FEET -- NO RUNNING, PUSHING, OR THROWING – NO GUNS AT SCHOOL

16)
Wash the floors if we have a spill (especially food or body fluids). The caretaker washes and waxes the floors.


J.
Concerns

1)
Questions about a child’s progress or program should be directed toward the teacher.

2)
Concerns regarding school operation (e.g. fundraising, job committees) should be directed to an executive board member.


K.
Sunday Set-Up
This is the weekly set up and cleaning of the school. Please follow the instructions on the sheet and look after any other areas that need attention.

�
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