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Welcome

The Discovery Preschools are privately owned preschools that offer families exceptional
educational child care for children ages 2 months up to 5 years. We are licensed by the Ministry
of Education: Early Years Division and respectfully uphold excellent records by all Ministry
bodies including Public Health, and Fire.

We have 4 locations in the Markham, ON area:

Beckenridge Discovery Preschool Heritage Discovery Preschool
4813 14th Avenue, 5960 16th Avenue,

Markham, ON L3S 3K7 Markham ON L3P 7R1

PH 905.944.9200 PH 905.201.0185

Est, 2002 Est, 2003

Discovery Preschool on 7 Unionville Discovery Preschool
6605 Highway 7 100 Carlton Road,

Markham, ON L3P 7P1 Unionville, ON L3R 179

PH 905.471.6260 PH 905.477.8377

Est, 2011 Est, 2015

Fees: Our current Base Fee schedule inc. CWELCC reductions

Registration Fee: $40.00 per family
Security Deposit: $300**

Infant Fee: $40.00/day
Toddler Fee: $30.00/day
Preschool: $28.00/day

*Subsidy Agreements with York Region are accepted and have revised fee
policies. Please speak to supervisor for requirements.

1 Approval Date: January 08, 2024
Revision: R16



ﬁl}iscovcry
Prcschool Parent Handbook

Programs
The schools provide the following programs:

« Infants: Ages 2 months to 18 months
« Toddlers: Ages 18 months to 2 1/2 years
» Preschool: Ages 2 1/2 to 4 years

Mission Statement

To provide exceptional early education programs for families in the community. Our focus
creates supportive environments that:

» encourage children to take part in their own learning
« challenge curiosity with educational tools
« reflect the people who use the schools.

As of November 1, 2022, all Discovery Preschool locations have enrolled in the Canada-wide
Early Learning Child Care agreement with the Federal Government as contracted with the
Municipality of York Region.

As outlined in the CCLS, our Base Fees and Non-Base Fees as defined under the Child Care and
Early Years Act, 2014 are as follows:

Base Fee. Our mandatbry Base Fee includes fees for the program which are payable by monthly
postdated cheques plus a Registration Fee. These Base Fees are/and will be reduced in
accordance with agreement and timelines set out by our CWELCC contract.

Non-base fees are for bptional items or optional services, field trips, late fees or NSF fees in
accordance with the terms of the agreement between the parent and licensee. These fees are
NOT reduced by the CWELCC contract are directly payable to Discovery Preschool.

As part of the Canada Wide Early Learning Child Care System (CWELCC), York

Region requires our families to consent to sharing information, such as parents names, child’s
name, date of birth, email address of parent, and home address in the instance where the region
schedules a random audit on the center. Should an audit be done on Discovery Preschool we ask
that you grant permission to share these records. Discovery Preschool will keep utmost
confidence in the preparation and sharing of these files.

Please refer to the Parent Contract for consent to share information as per requirement .
Program Statement

The Discovery Preschools are private centres that offer families exceptional educational child
care, without discrimination, for children ages 2 months and up to 5 years.

Discovery Preschools support a challenging environment that intrigues a child’s natural intuitive
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Program Statement (Cont’d)

curiosity. It is a unique childcare experience that families will be proud to be a part of. We
acknowledge the incredible work of the children, parents and teachers in Reggio Emilia, Italy.
Their approach to childcare has inspired many educators from around the world to visit these
schools and welcome many aspects of this approach into our North American culture and
communities. Our schools also reflect the new Pedagogy in Ontario for the Early Years.

How Does Learning Happen? Is the Ministry of Education’s formal document which organizes
experiences and curriculum into four foundational conditions that are important for children to
grow and flourish: Belonging, Well-Being, Engagement, and Expression. These foundations
are governed by the Child Care and Early Years Act, and therefore, part of our yearly licensing
review. Our Program Statement is our guiding research and interpretation that we have embraced
a seamless philosophy supporting our years of personal research of world-renown educational
ideas and provincial pedagogy.

The Discovery Preschools are beautiful, esthetically designed spaces. Each interior is accessible
to all people and promotes the self-help skills of young children. Each space is filled with natural
light promoting the opportunity of transparency to our surrounding community.

What you will notice:

The school uses safe but challenging materials for investigation
The building has a security door access code for family access
Cloak areas close to or in the classroom

Low sinks, bathrooms connected to the classroom.

Our schools proudly serve a hot nutritional lunch each day as well as a morning and afternoon
snack. All meals are prepared by Yummy Catering to maintain high quality and delicious
selections. The cultural diversity of the community is reflected in the meals as well as vegetarian
and allergy safe selections within our resources. Our Nut Safe Policy restricts food being brought
to the school. Please see the office when bringing food to the school for means of a birthday
celebration or holiday.

What you will notice:

e Our menus include recommended daily servings from the Canada’s Food
Guide

e Water is available throughout the day

e Our menu is based on a 4-week rotation to serve what children like to eat in
very healthy ways

e Children set the tables with teachers, have open snack times and are
encouraged to serve themselves and their friends

e Snacks include at least 2 food groups and our lunches always have 4 food
groups each day.
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Our Inspiration for Outstanding Curriculum

Our school reflects a strong image of the child and we encourage them to be constructors of
their own meaningful experience within the school. They are expert thinkers and intuitive
problem solvers. We are challenged by their curiosity and engage them to be co-participants in
the daily life of the school. These values contribute to the formation of creativity, intelligence
and awareness in children.

You will notice:
e Our teachers are ready to participate in constructive strategies, to scaffold
learning and pose new questions to sustain the energy of an idea
e That children are respected for being resourceful and competent with great
potential
e That teachers offer materials that we feel will build incredible experiences
and support independence, self- regulation and competency.

Program Statement cont on page 19
Registration Options and Requirements

The schools offer care between the hours of 7:00*am and 5:30*pm, Monday to Friday and
operate 52 weeks of the year, excluding statutory holidays. Each Discovery location may have
alternative hours*.

The following Statutory & holidays will be observed by the school: Family Day, Good Friday,
Easter Monday, Victoria Day, Canada Day, Civic Holiday, Labour Day, Thanksgiving,
Christmas, Boxing Day and New Year’s Day. Please note we will be closing at 2:00p.m on
Christmas Eve and New Year’s Eve.

Join our Waitlist

All waitlist submissions are obtained from our website at
https://discoverypreschool.ca/join-the-waitlist-book-a-tour-now/ and are timed and dated
for transparency on the waitlist.

There is no fee to place your family’s name on our waitlist. The waitlist is administered in a
transparent manor and the information is available to prospective parents at any time.

Discovery Preschool will follow a Waitlist Policy that details our protocol for enrolling children
in our program in accordance with the CCEY A regulations.

Priority of Enrolment

Children are enrolled at Discovery Preschool on a first come-first-serve basis. Priority is
provided to the following:
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1. Children presently attending Discovery Preschool
2. Siblings of children already attending Discovery Preschool
3. Waitlist

Discovery Preschool will notify the parent or guardian when space becomes available via phone
or email and the family has 48 hours to accept or decline the space. The acceptance of the space
will require the current Registration Fee and Security Deposit of $300.00 as soon as possible
once the space and enrolment date is discussed. Should the family decline the space BEFORE
REGISTRATION, they may request that they remain on the waiting list and hold their priority.

Parents may be offered a space at any one of our locations to assist in enroliment should the
school of choice not be able to accept a space. The Registration will be transferable to all
schools.

Registration Fee

$40.00 is required at the time of registration. This fee is transferable to any Discovery Preschool
location.

Security Deposit

A Security Deposit of $300.00 is required when a space is reserved and guaranteed for your
family. The deposit is required immediately to secure your child’s space in the program and you
will complete a Parent Contract with Discovery Preschool. The Security Deposit is not
refundable should your child not attend for any reason. Once collected, this fee is held in
escrow and will be refunded to your family upon termination of the contract which requires one
months’ notice in writing.

In order for your child to be registered, please submit the following information:

» Registration Fee (Payable at time of Registration)

. Security Deposit (Non-refundable once space is guaranteed/1 month notice after enrolment)
» Application Form (completed entirely)

* A copy of your child’s Immunization Schedule

» Parental Consent Form

« Parent Contract

» Allergy Screening Form (if applicable)

» Privacy Policy/Publicity Permission

Fee Policy

Fees are required in advance and postdated cheques for the 1st of each month are collected semi-
annually. Each month will fluctuate to reflect the number of days within that month including
the Statutory Holidays and Easter Monday.
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Parents will be responsible for full payment of absent days, sick leave, statutory holidays and
family vacations other than stipulated above.

Cheques returned from the bank are subject to a processing fee of $50.00. Please note that
cheques will be deposited on the 1st of each Month, or on the following Monday.

A receipt of full payment will be issued at the end of December for income tax purposes. Your
cancelled cheques will serve as interim receipts.

Late Fee Policy

After closing a late fee of $1.00 per minute will be charged directly to the parent and is payable
immediately to the staff member on duty. The lateness will be recorded in a logbook and
repeated occurrences may be cause for your family to be withdrawn from the program. Please
respect the closing times of the school and remember that staff are on their own time after
closing. PLEASE REFER TO SAFE ARRIVAL AND DEPARTURE POLICY for incidence of
emergency situation involving extreme late pick up etc.

Withdrawal Policy

Signed, written notice is required for permanent withdrawal one month in advance. If notice is
not received, full program fees will be charged. A permanent space cannot be guaranteed if you
wish to temporarily withdrawal your child. Therefore, your child’s name will be placed on a
waiting list. The Discovery Preschool may terminate services if policies are not followed or fees
not paid. Should the Director determine that a child cannot adjust to the program, or the parent
has not upheld the contract, the family will be withdrawn, and the contract will be terminated.
Discovery may terminate a contract if the child is absent without notice or contact from a family
for 3 days or more.

Provision of Home Food

The purpose of this policy is to advise staff, students, parents and volunteers of the procedures
required when food is provided from home.

In the event that food or drink or both is supplied by a parent of a child in attendance at
Discovery Preschool, the following steps must be adhered to by both Staff and Parents:

All food and drink brought from home must be reported to the Supervisor
All food items must be nut free

A Home Food Form shall be completed and signed by the Parent/Guardian
All food shall be labeled with the child’s name and date

Containers shall be sent home at the end of the day unwashed
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Health

In order for children to participate in the program they must be healthy. The following Health
policies are maintained:

» Parents are required to submit a Medical Information Form prior to the time of
the child’s admission that includes immunization and pertinent medical
conditions such as allergies and any other medical information

*  Your child’s immunization must be up to date

» For the benefit of all, if your child is ill, s/he cannot be admitted in to the
centre if they have any communicable illness, or showing signs of fever,
persistent diarrhea, vomiting, or respiratory conditions

« When your child is sent home from the centre after experiencing such an
illness, the child is required to be excluded from school until they are free
from symptoms for no less than 24 hours.

Weather permitting, children play outdoors twice each day. If a child is well enough to come to
school, it is expected they are well enough to play outdoors.

Discovery Preschool adheres to Public Health Sanitary Practices. Including approved hand
washing procedures, daily disinfecting schedules and elevated procedures during “Outbreak
Situations”.

IlIness

If your child is absent from school for whatever reason, especially sickness, please notify the
office or your child teacher. It is essential that we monitor the types of illnesses within the centre
so that we may make other parents aware of possible exposure to certain communicable diseases
and what symptoms to look for in their own child/ren.

Medication

Medication that the centre administers MUST have a prescription label on it or be accompanied
by a physician’s note:

Be in its original container labeled with the child’s name, name of medication, the dosage, date
of purchase, and instructions for storage and administration. It is recommended that you ask the
pharmacy to divide the medication between two bottles so that one can remain at the school.

Have a Permission to Administer Medication Form completed with written consent from the
parent to administer the medication.
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Discovery Preschool can administer the following over-the-counter products (sunscreen,
moisturizing skin lotion, lip balm, insect repellant, hand sanitizer, and diaper cream) if the parent
brings the items in the original container labelled with the child’s name.

All medications are to be stored in a locked container while at the centre, or to be worn in a
fanny pack by the staff at the centre. Do not leave the medication in your child’s bag where it
might be located by another child. The school will not administer Tylenol or over the counter
medications, unless it is accompanied by a doctor’s note and a written permission form from the
parent.

If your child should become ill during the day, s/he will be isolated with a staff member and you
will be contacted by phone to make arrangements for them to be taken home as soon as possible.
If you cannot be reached, and depending on the severity, your emergency contact will be
notified. In Case of Serious IlIness/Injury during School Hours, the following procedure will be
followed:

1. The school will try to contact one or both parents
2. If parents cannot be reached, one of the emergency contacts will be notified
3. Attempt to contact the child’s physician
Failure to contact any of the above, we will do ANY or ALL of the following:
+ Call an ambulance
» Take your child to the hospital in the company of a staff member.
»  Administer reasonable first aid.

Common Communicable Diseases

Common Communicable Diseases and illnesses requiring exclusion of children from child care
include, but are not limited to:

Infection/Communicable Disease Exclusion Time Requirements
Chickenpox Child shall be excluded 5 to 7 days or until all sores are dry
and crusted
Diarrhea Child must be symptom free for 24 hours. Exclusion period
may vary depending on the causative organism.
Whooping Cough Child may return to the program after completed 5 days of

appropriate antibiotic treatment. If untreated, the child may
not return until 21 days after onset of cough.

Measles Child may return to the program 4 days after the beginning
of the rash and when the child is able to participate.
Mumps Child may return to the program 5 days after gland swelling
begins.
Rubella Child may return to the program 4 days after the onset of the
rash.
Hepatitis A Child shall be excluded from the program for 2 weeks after
the onset of symptoms, or 1 week after the onset of jaundice
Common Cold No exclusion time, if child feels well enough to participate.
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Hand, Foot & Mouth Disease No exclusion, if child feels well enough to participate, has
no fever and staff are able to care for the child without
compromising their ability to care for the health and safety
of the other children in the group.

Head Lice Child shall be excluded until treated and all nits are removed

Fifth Disease No exclusion, if child feels well enough to participate.

Pinworms & Ringworms No exclusion, if child feels well enough to participate.

Scabies 24 hours from time of the first treatment given.

Pink Eye Child shall be excluded until appropriate antibiotic is taken
for at least 24 hours.

Impetigo Child shall be excluded until appropriate antibiotic is taken

for at least 24 hours.

A doctor’s note must accompany the child’s return if the child has suffered from a contagious or
infectious disease or if the child has been absent for more than three consecutive days. It is our
policy that ill children be cared for at home. We try to balance the need for parent’s work
responsibilities with the child’s need to be excluded from care, however all of the children’s
health and wellbeing are our first priority.

Teaching Staff
Each staff member upon being hired by the Company will be required to provide:

» Proof of Registration with the Ontario College of Early Childhood Educators
(If applicable)

» A Certificate of training in Standard First Aid and CPR Level C with AED (to
be renewed every 3 years)

» Proof of a current Criminal Reference Check with Vulnerable Sector Checked
every 5 years thereafter- annual offence declaration signed upon anniversary.

» Current Medical Review with 2 Step TB Testing

Staff will sign the following school policies on a yearly basis:

Playground Safety Policy * Anaphylactic Policy ¢ Sanitary Practices/Cleaning and Disinfecting ¢
Fire Safety and Evacuation ¢ Sleep Supervision Policy ¢ Serious Occurrence Policy * Medication
Policy * Supervision of Volunteers and Students ¢ Program Statement Implementation Policy ¢
Staff Training and Development Policy ¢ Criminal Reference/Vulnerable Sector Check Policy ¢
Individualized Plans * Parent Concerns * Section Three-Health & Safety (Public Health) ¢ Child
Abuse Reporting ¢ Confidentiality * Code of Conduct ¢ Rules of Behavior « Dress Code * Cell
Phone Usage « Workplace Violence, Bullying and Sexual Harassment * Conflict Resolution ¢
Progressive Discipline ¢ Inclusion (Child Care and Early Years Act) * Freedom of Information ¢
Accessibility (York Region Video Training) ¢ Provision of Home Food » Waitlist Policy * Safe
Arrival and Departure
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Ratios

The Infant Room requires a ratio of 1 teacher to 3 children.
The Toddler Room requires a ratio of 1 teacher to 5 children.
A Preschool Age Grouping requires a ratio of 1 teacher to 8 children.

Professional Supervision of Students and Volunteers Policy

Our schools invite students of local community colleges, high school co-op placements, and
sometimes volunteers to participate in onsite work training opportunities.

Volunteers and students will be supervised at all times when working with children. They are
not permitted to be alone with a child and cannot be counted in staff-child ratios at any time in
accordance with the Child Care and Early Years Act and Discovery Preschool.

Discovery Preschool ensures that all employees are made aware of, and follow the professional
protocol for supervising volunteers and student placements while they are present in any child
care program within the organization.

Any adult over the age of 18, who is not a paid employee of the organization, will be considered
a guest visitor. Guest visitors are not to be counted in regulated staff ratios at any time.

Guest visitors may include, but are not limited to: volunteers, students on training placements,
parent of children attending the Centre, or employees of community agencies (ie. Kinark, etc).
Each volunteer/student will have a designated Head teacher affiliate to whom they can report to
on a daily basis.

Items to Bring to School

» Diapers and Wipes (if applicable)

« An extra set of clothing

» Proper outdoor attire. The children do go outside each day.

« A soft cozy blanket to sleep with. We provide a cot sheet that is laundered
regularly.

« A picture of your family.

Arrival and Departure * See Safe Arrival and Departure Policy for full responsibilities.

* Please announce your family’s arrival to the teachers and bring your child into
the room so that we can give them a warm welcome and pass on any
information regarding the day.

» Once you have picked up your child at the end of the day, please be advised
that your child’s well-being is now your responsibility. Should your child be
injured in the school, we will not be held responsible.
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Nut Free

» Our nut free policy restricts food being brought to the school. Please see the
office when bringing food to the school for means of a birthday celebration or
holiday. We ask that children do not bring a breakfast or lunch from Tim
Hortons etc. into the school for reasons above.

Activity Permission

We request parent permission for the children to use climbing structures at a nearby park or
school as well as participate in neighborhood walks under the supervision of a staff member.
Please see our Registration Form for your permission release.

Any excursion that requires special equipment or transportation will be posted in advance and a
parent signature will be required for the child to participate.

Parent Approval and Consent of Sleep Arrangements

Parents shall be consulted respecting their child’s sleeping arrangements at the time the child is
enrolled and at any other appropriate time, such as at transitions between programs or rooms or
upon a parent’s request.

Each child shall be assigned a cot or crib with clean linens. Bed plans shall be posted in each
room and updated as required.

Sleep Supervision includes documented monitoring.

Sleep monitoring and supervision is carried out in accordance with the recommendations of the
Joint Statement of Safe Sleep.

Photography

Children are photographed often during projects for the purpose of documentation and
curriculum. Your signature acknowledges your permission to use photographs or video footage
of your child/ren for the uses indicated above, or to promote our school within the community.

Sunblock

We ask that you apply sunblock before your child arrives to school. A touch up will be
performed for the afternoon outdoor period. Please provide us with the sunblock’s original
container labelled with the child's name for your child’s use only. See Contract. Please be sure
that it is nut free.
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Unexpected Closure

In the event of extreme weather or outbreak, Discovery may deem it necessary to close one or all
centres. Families will be notified by our ClassDojo massaging system as soon as a decision is
made.

An indicator for a snow closure is YRDSB. If they decide to close, then Discovery will be
closed UNTIL we deem it is safe to open by way of a visual inspection.

Serious Occurrence Notification Form

Child Care operators are required to post a new Serious Occurrence Notification Form in the
centre following a Serious Occurrence. Currently when a Serious Occurrence has happened, the
operator has the responsibility to report the occurrence and details to the Ministry of Education
CCLS Website within 24 hours of the operator deeming it to be so.

Details of the incident will be posted beside our Child Care License in the front hallway of the
school for 10 business days. This report will not identify any or the parties involved but give
objective details that an occurrence has taken place and the diligence of the school to rectify and
prevent another incident from happening. For more information, please ask the Supervisor about
our Policy and Procedure Binder.

A serious occurrence is defined under the CCEYA as:

e The death of a child who receives child care at a licensed home premises or child
care centre.

e Abuse, neglect or an allegation of abuse or neglect of a child while receiving child
care at a home premises or child care centre.

e A life-threatening injury to or a life-threatening illness of a child who receives
child care at a home premises or child care centre.

e Anincident where a child who is receiving child care at a home or child care
centre goes missing or is temporarily unsupervised.

e An unplanned disruption of the normal operations of a home child care premises
or child care centre that poses a risk to the health, safety or well-being of children
receiving care at a home child care premises or child care centre.

Safe Arrival and Dismissal

Purpose

This policy and the procedures within help support the safe arrival and dismissal of children
receiving care. This policy will provide staff, students and volunteers with a clear understanding
of their roles and responsibilities for ensuring the safe arrival and dismissal of children receiving
care, including what steps are to be taken when a child does not arrive at Discovery as expected,
as well as steps to follow to ensure the safe dismissal of children. This policy is intended to
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fulfill the obligations set out under Ontario Regulation 137/15 for policies and procedures
regarding the safe arrival and dismissal of children in care.

Policy

Discovery Preschool will ensure that any child/ren receiving child care will only dismiss children
into the care of their parent(s) or authorized persons (minimum age 16 years).

Where a child does not arrive in care as expected or is not picked up as expected, staff must
follow the safe arrival and dismissal procedures set out below.

Glossary — parent* replaces parent/guardian meaning the adult(s) whom this child/ren lives
with/has custody of.

RESPONSIBILITY
Employees are responsible for:

1. IMMEDIATELY recording the arrival and departure times of children upon their
acceptance/release from the program.

2. Ensuring the safe arrival and departure of children through consistent and effective
implementation of the outlined procedures; and (e.g. information, data, documentation) in
a timely, and accurate way

3. Ensuring that attendance, documents and information is addressed in an accurate and
timely manner

4. Ensuring that the staff remain polite and calm in all sensitive situations

Ensuring that any incidence is reported promptly to the Supervisor.

o

Supervisors are responsible for:
1. Ensuring that all employees and families are informed of the arrival/departure procedures
before enrolment/beginning a shift
2. Ensuring effective implementation of the policy;
3. Documentation as per policy.
Designates are responsible for:
1. Assuming all duties of the supervisor in the absence of the supervisor.

Directors are responsible for:

1. Being available for consultation in the case of any child’s extended unexplained absence,
and in the event of a missing child, and/or police contact.

Parents* are responsible for:
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6.

Making direct contact with an employee upon each arrival/departure of their child
Providing the centre with current and accurate information about authorized persons and
any relevant custodial arrangements

Notifying Discovery if their child will be absent from care by 10am

Arriving and departing from Discovery without impairment from alcohol/drugs/mental
Arriving and departing from Discovery with proper car seat arrangements if driving
children.

Picking up child/ren prior to the centre’s closing hour posted.

Procedures

Accepting a child into care

1. When accepting a child into care at the time of drop-off, program staff in the room must:

Greet the parent* and child.

IMMEDIATELY sign the child in on the classroom attendance record.

Ask the parent* how the child’s evening/morning has been and if there are any
changes to the child’s pick-up procedure (i.e., someone other than the parent*
picking up).

Where the parent* has indicated an authorized person will pick the child up, the
staff must confirm that this person is listed on registration form. Or where the
individual is not listed, ask the parent* to provide authorization for pick-up in
writing (e.g., note or email) or verbally

Document the change in pick-up procedure in the daily written record.

Where a child has not arrived in care as expected

1. Where a child does not arrive at Discovery and the parent* has not communicated a
change in drop-off (e.g., left a voice message or advised the closing staff at pick-up), the
staff in the classroom must:

Inform the supervisor or designate staff by 10am and write current
enrolment of classroom/late and absent children in the Office Logbook.
Supervisor/designate shall send a message through class messaging platform/or
phone/ or email and speak to a parent*/ leave a message requesting the parent
contact the centre. A response/no response is to be recorded in the daily written
record. At least one attempt to contact a parent* must be made.

If the parent™ does not respond on the day that the child/ren is absent, the
supervisor or designate shall follow up the following scheduled day to inquire
about the absence and record the response in the daily written log.

If a child is absent for 3 consecutive days without communication from parents,
the Director will be notified, and parent may forfeit enrolment.

2. Once the child’s absence has been confirmed OR it is assumed that the child will be
absent, program staff shall document the child’s absence on the attendance record and
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any additional information about the child’s absence in the daily written record no later
than 12:00pm.

Releasing a child from care

1. The staff who is supervising the child at the time of pick-up shall only release the child to

the child’s parent* or authorized persons that are listed in the child’s file and/or that they
have provided written authorization to do so. Where the staff does not know the
individual picking up the child (i.e., parent/guardian or authorized individual), the
program staff will:

e confirm with another staff member that the individual picking up is the child’s
parent/authorized individual.

e where the above is not possible, ask the parent/authorized individual for photo
identification and confirm the individual’s information against the individual’s
name on the child’s file or written authorization.

Where a child has not been picked up as expected (before centre closes)

Where a parent/guardian has previously communicated with the staff a specific time
or timeframe that their child is to be picked up from care and the child has not been
picked up 30 minutes from the designated pick up time supervisor or designate staff
if ratios allow, shall contact the parent/guardian by phone and advise that the child
is still in care and has not been picked up especially if release involves an organized
bus carrier/pick up by CAS designate etc).

Where the staff is unable to reach the parent*, staff must leave a message for the
parent/guardian.

Where the individual picking up the child is an authorized individual and their contact
information is available, the staff shall proceed with contacting the individual to confirm
pick-up as per the parent/guardian’s instructions or leave a voice message t0 contact the
centre.

Where the staff has not heard back from the parent/guardian or authorized individual who
was to pick up the child the staff shall wait until program closes and then refer to
procedures under “where a child has not been picked up and program is closed.”

Where a child has not been picked up and the centre is closed

1. By 6:15pm - Where a parent* or authorized individual who was supposed to pick up

a child from care and has not arrived, staff shall ensure that the child is given a
snack and activity, while they await their pick-up.

By 6:10pm — Program staff proceeds with calling the parent/* to advise that the child is
still in care and inquire their pick-up time. In the case where the person picking up the
child is an authorized individual, the staff shall contact the parent* first and then proceed
to contact the authorized individual responsible for pick-up.
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3. By 6:30pm - Where the staff is unable to reach the parent* or any other authorized
individual listed on the child’s file/emergency contacts by 6:30 pm, the staff shall:
¢ Notify the supervisor and/or director about the situation (see staff list for
numbers)
e By 6:45pm proceed with contacting the local Children’s Aid Society (CAS)
at 1-800-718-3850. Staff shall follow the CAS’s direction with respect to next steps.
e Record situation on Accident/IlIness/Incident form.

Late Fees will apply to all non-emergency situations and payable to the Program Staff on
Duty at $1.00 per minute. Continued lateness may constitute withdrawal from program.

Custodial Issues

No child will be withheld from a parent/guardian named on the enrollment form unless a current
court order is on file at the centre.

For separated families, either parent can add a contact in writing unless a court order is provided
stating that one parent has sole custody and responsibility.

If a custodial court order has been provided to the centre, and a parent attempts to contravene
the court order, the custodial parent and police will be notified immediately. The most recent
court order on file with Discovery Preschool will take precedence over any later requests for
changes made by parent*.

Impairment

If an employee has reasonable cause to suspect that any person picking up a child is under the
influence of alcohol or drugs, or is physically or emotionally impaired in a way that might
endanger the child, the following actions will be taken:

e Employee will offer to contact an alternate individual to pick up both the parent and the
child.

Employee will offer to call a cab for transportation of parent and child, if the employee
believes that the child will be safely cared for by the parent or authorized person upon
leaving the centre.

e If parent™ or authorized person insists upon the release of the child, and that person is
driving, a program staff will notify the police of the incident and will provide them with
the make, model, and license plate number of the car if possible and/or will notify the
Children’s Aid Society of the incident if they believe that a child needs protection.

Parent Concerns

Discovery Preschool welcomes the input of Parents/Guardians.
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Should you have any questions or concerns, please address them utilizing the following

procedure:

N =

Address the key person involved with your concern directly.
Discuss the issue in a quiet, respectful manner.

3. If unable to come to a resolution, a Discovery Preschool Supervisor or designate
shall act as a mediator in an attempt to resolve the issue.

4. Should you feel that their concerns have not been addressed in a fair and timely
manner, you are requested to submit their concerns to the Director of Discovery

Preschool.

Nature of Issue/ Concern

Steps for Parent /
Guardian to Report Issue/
Concern:

Steps for Staff / Supervisor in
responding to issue/concern:

Program Room-Related

E.g.: schedule, slee
arfangements, toile
training, indoar/outdoor.
program activities, feeding
arrangements, etc.

Raise the issue or concern to

e The classroom staff
directly or the
supervisor or
licensee

General, Centre-or
Operations-Related

E.g: child care fees, hours
of operation, staffing,
waiting lists, menus, etc.

Raise the issue or concern to
the supervisor

Staff-,Supervisor-, and/or
Licensee-Related

tRaise the issue or concern
0:

e The individual
directly or

e The supervisor or
licensee

All issues or concerns about
the conduct of staff, duty
parents, etc. that puts a
child’s health at risk should
be reported to the supervisor
as soon as parents/guardians
become aware of the
situation.

Document the issues/concerns in
detail.

Documentation should include

Address the issue/concern
at the time it is raised or

Arrange for a meetin
with the parent/guardian
within 1-2 business days

The date and time the
issue/concern was
received;

The name of the person
who received the
issue/concern

The name of the person
reporting the
issue/concern;

The details of the
issue/concern; and

Any steps taken to resolve
theissue/concern and/or
information given to the
parent/guardian regarding
next steps or referral
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Student- / Volunteer
Related

It?aise the issue or concern
0:

e The staff responsible
for su erwsmg the
volunteer or student
or

e The supervisor
and/or licensee

All issues or concerns about
the conduct of students
and/or volunteers that pits a
child’s health s_afet?fI and
well-being at risk should be
reported to the supervisor as
soon as parents//guardians
become aware of the
situation.

Provide contact information for
the appropriate person if the
person being notified is unable to
address the matter. Ensure the
investigation of the issue. Concern
is initiated by the appropriate arty
within 1-2 basiness days or as
soon as reasonably possible
thereafter. Documient reasons for
delays in writing.

Provide a resolution or outcome to
the parent(s)/guardian(s) who
raised the issue/concern

Notify Director Allison Barrow
that a’concern has been identified
and address how the situation was
rectified

Code of Behavior

The following expectations are intended as a guide to maintaining the atmosphere at our school
as a comfortable, safe learning place.

The staff, child and parent shall be:

e Courteous

e Use acceptable language
e Conduct themselves in a manner that enables one to feel safe from any types

of abuse

e Respect the building and equipment, as well as the personal property of all

people

Failure to meet the above expectations will result in any of the following:

Memberships

Informal meeting
Contact with parents
Formal meeting
Counseling

Removal from program

Discovery Preschools hold memberships with the Ontario Reggio Association and various
professional organizations to support ongoing training and development of our teachers.

Www.ontarioreggioassociation.ca
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www.reggioemilia.it
www.adco.ca
www.cfib.ca

Program Statement (continued from page 4)

An emergent curriculum engages children and teachers in observations, to hypothesize and
predict, to develop a dialogue of thought provoking questions, to document events, and to
celebrate the joys of learning. The child’s voice and ideas are to be encouraged as it is the basis
of the curriculum. Careful choices are made to select projects for research and study. Children
enjoy a curriculum that is meaningful to immediate experiences.

Your child will experience:
e Joy filled curriculum that connects cognitive processes with imagination
e  Qur teacher’s co-construct the children’s concepts to provide an
organizational framework for exploring methodically
e Incredible modeling for education holistically as we research ideas that have
endless connections, ie. literacy, math, science, building, etc.

The process of the groups work is of extreme importance and much of the learning comes from
making connections and retracing steps than from the final product itself. The process of
documentation makes the learning visible. It is an invaluable contribution by the children and
teachers that depicts the emotional and intellectual value of the curriculum. It has the potential
to involve the viewer into this dialogue to create a community of learners: the child, teacher and
parent. The work documented not only enhances teaching, but it also transforms it into a
valuable history that frames the school.

How does this happen?

e Our Observation Sheets illustrate how the teacher has connected the
children’s ideas 10 the curriculum: everyone can revisit the construction and
reconstruction of the event, ideas and theories

e [nformal journals and panels show the children’s competence and connection
to immediate and abstract ideas

e The work of the child is celebrated with a group and individually
create a community of learners: the child, teacher and parent.

The curriculum depends on the continuity of time and the flexibility to avoid unnecessary
transitions that may interrupt work and discovery. Washroom breaks will be guided by the
children’s natural flow of time and as needed. Indoor and outdoor curriculum learning will be
based on the flow of the day.

You will notice:
e Certain appointments in the day that must be kept are snack, Meeting time,
lunch, and rest

19 Approval Date: January 08, 2024
Revision: R16


http://www.adco.ca/

ﬁl)fscovcrg
Prcschool Parent Handbook

e We may keep working with a group of children and switch outdoor schedule
with another class
e We respect that individual learning takes time, practice and support

The environment plays a very important part of a person’s day and sends non-verbal messages of
how to react in that space. Our environment creates the concept of a third teacher. The
importance of our work, respect for all people, self-accomplishment and pride, the promotion of
teamwork are planned for in the workspaces designed. Many materials will be made available to
the children to encourage new skills and refinement of skills previously acquired.

Our environment supports:
e Children find joy in using space that is organized and respected
e Useful work tools to sustain the cognitive processes for constructing and
research
e Materials that offer independence and negotiation for children and teachers
e A balance for an ongoing challenge of experience and provocation.

Mutual respect and admiration builds strong relationships and fosters co-participation
between peers, teachers and parents. The dynamics of negotiation and cognitive coordination
enrich children’s ideas and concepts of the world around them. This relationship context is what
children and families desire in order for connections of the school experience to be stronger and
continuous.

We connect with children to:
e Work in small groups. Working together in this way encourages familiarity
and support based on interactions and discussion.
o Support a child’s ability to self-regulate and interact with others in positive
ways.
e Have a meeting to revisit the work accomplished in the day and plan for next
steps.

Your family has the right to be involved in your experience at the school. You have the
opportunity of involvement in many creative ways. We respect that you are experts on your
children. We value that you bring diverse social, cultural, and linguistic perspectives to our
school. Please feel free to bring in recycled materials, offer to help out in the garden, or to
provide a service to the school by means of your profession and hobbies. The more resources
that the school can draw from, the richer the children’s experience can be.

Your family will enjoy:
e Our family meetings as they encourage parents to come and be a part of a
project projection and activity enhancement
e Collecting materials as a way to bridge home and school relationships
e A phone call when your child has information to be shared
e Communication that is valued and shared each week via Classdojo with our
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families. This is an incredible resource in the life of our school.

The Educators are competent and capable, curious, and rich in experience. They are
knowledgeable, caring, reflective, and resourceful professionals. They bring diverse social,
cultural, and linguistic perspectives. They collaborate with others to create engaging
environments and experiences to foster children’s learning and development. Educators are
lifelong learners. and their understanding of the individual children and families they work with.

We believe in a lifetime of learning by:

e Integrating knowledge from theory and constant research

e Taking time and responsibility for our own learning and make decisions about
ways to research combined with experience

e Seeking guidance from Early Intervention, and other professional resource
partners when a child is in need of further support

e Supporting local partners in the community that broaden our perspective and
accept resources outside of the school walls.

Discovery Preschools embrace a strong sense of respect for the people who use the school and
the community that supports us. We believe that it is an integral part of being a good citizen.
Making connections between adults and children is the most important connection that we can
make with children. This interconnectivity focuses on our emotional and cognitive development
providing a successful adult/child social connection.

Both the adult and child need to continuously develop skills that support successful relationships,
solving problems, and the adaptation to different social settings. We focus all our actions on self-
awareness, self-regulation, being cooperative, and above all to be caring.

What you’ll notice:
e  Qur teachers are constantly responding to “clues’ that the children present to
us to communicate how they are feeling
We interpret why a child may be feeling and responding accordingly.
We strive to be face-to-face with them when coaching
Calm caring voices that are warm and responsive
We model thoughtfulness and genuine encouragement
We involve the child in resolving the situation, both positive and corrective
instances
We encourage them to listen in return
e Physical contact as a supportive and loving language; we hold children
appropriately eg; by the hand or trunk of the body.

Discovery Preschools have instilled these principals since 2002. We have been leaders in our
community in the support of many educators, and we have studied with and about all the leading
experts that these principals are based from. We keep documentation and reviews about how the
Program Statement and its respective strategies affect our learning environment.
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What you’ll notice:

e Throughout the years, Discovery Preschool has adapted reflective evaluations
to support our directives. This will aid us in the delivery of the new
regulations for the Program Statement Implementation policy

o All staff will be required to review and sign the Program Statement;
committing themselves to curriculum strategies

e We will document and review the impact of the strategies in the Program
Statement as an ongoing commitment for the children and their families. All
changes and comments will be kept in our Program Statement Binder and will
show a history of all the reflections made. This will be reviewed on an
ongoing basis and a yearly statement will be discussed by the Director and
Curriculum Consultant and documented accordingly.

Prohibited Practices
In accordance with the CCEYA, the school shall not permit the following;

e corporal punishment of the child;

e physical restraint of the child, such as confining the child to a high chair, car
seat, stroller or other device for the purposes of discipline or in lieu of
supervision, unless the physical restraint is for the purpose of preventing a
child from hurting himself, herself or someone else, and is used only as a last
resort and only until the risk of injury is no longer imminent;

¢ locking the exits of the child care centre or home child care premises for the
purpose of confining the child, or confining the child in an area or room
without adult supervision, unless such confinement occurs during an
emergency and is required as part of the licensee’s emergency management
policies and procedures;

e use of harsh or degrading measures or threats or use of derogatory language
directed at or used in the presence of a child that would humiliate, shame or
frighten the child or undermine his or her self-respect, dignity or self-worth;

e depriving the child of basic needs including food, drink, shelter, sleep, toilet
use, clothing or bedding; or

e inflicting any bodily harm on children including making children eat or drink
against their will.

Contraventions to the above regulations will result in Disciplinary measures that will include
immediate suspension/dismissal of an employee or removing a student/volunteer from the
school. If the teacher is registered with the College of ECE, reporting these types of incidences
are within the responsibility of the Director to do so.

Thank you for being part of Discovery Preschools!
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