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Welcome Back!

  We hope you had a wonderful summer.

The following package contains information for parents and students attending the Before and After School program this school year.   Please take the time to read the information and the various policies attached.

The staff are getting the rooms ready for the children and we look forward to seeing all of you on the first day of school.

We welcome many new families to the Program this year and we are excited about seeing all of the children from last year. 

If you have any urgent matter you need to discuss with me prior to the first day of school please email me and I will reply or contact you by phone.
Beth Hawkins
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August 18, 2015
Dear Families,
Very soon the children will be heading back to school. I trust that everyone is having a wonderful summer and that you are anxious to begin a new school year.   I’m looking forward to catching up with all of you as well as getting to know our new families.  

It’s been a busy summer!  I had a wonderful time with my boys and completed some long over due projects around my house. Both of my boys celebrated their birthdays in July, Nathan turned eleven and Patrick is now fifteen!  I can not believe how quickly they have grown!
I am very please to announce that we have a full Program going into this school year.  All of the staff except Samnatha will return to their regular positions and I am currently in the process of hiring two teachers. One teacher will replace Samantha at John G. and the other will be temporarily hired to replace Lisa until she returns from her Maternity Leave in December.
Kiera will continue to work with our older children at the John G.Althouse site and she will assist in the supervion of the Program.  
Aqsa and Natalie will oversee the Kindergaten Program and Barb, Sam and Laura will work with the school-age group.  Peter will assist with supervision of the morning Program.  We have such an amazing and talented group of people working with your children.  
We will keep you informed about staffing changes as they come up.  Between the two programs we have over 110 children so things may get busy from time to time, if we miss introducing parents to staff we would ask that you please take a moment and introduce yourself to any teachers you have not met.  
I will continue to oversee all three Programs with a majority of my time being spent at Princess Margaret location. I can always be reached during the day and I enjoy the opportunity to speak to parents, please feel free to call me for any reason.  The phone number for the office is 416-394-6989.
Attached you will find the new fee schedule. Please submit your postdated cheques for October to June before the end of the first week of school.  We appreciate your co-operation with this policy if for some reason you have a concern with this policy please feel free to speak to me.  
There are no other options for payment.  All nine post-dated cheques must be handed in by Friday, September 11.     

We would like to congratulate Sam on his up and coming wedding to Mariah.  The happy couple will be married on September 5, in Huntsville.  We wish them all the best as they start a new chapeter of their life together.  Sam will return to the program on September 14. 
THE FIRST DAY OF SCHOOL

Kindergarten    JK SK
· All parents should bring their child to room #17 before 8:00 am or to room #1 after 8:00 am
· Place personal items on a coat hook in the hallway
· If you are leaving your child please inform the staff that your child is present

· If you are staying with your child on the first morning, do not sign your child in.

· When the school bell rings at 8:45 a.m. the staff will escort the children to their rooms.

· At 3:25 the school teachers will escort the children to meet our Program staff
· Attendance will be taken
· Parents should pick their child up in Room #1 before 5:30 or in room #17 before 6:00 p.m.

Princess Margaret School-age    grade 1-5
· All parents should bring their child to room #17 before 8:45 am 
· Place personal items on a coat hook in the hallway

· If you are leaving your child please sign in and inform the staff that your child is present

· If you are staying with your child on the first morning, do not sign your child in.

· When the school bell rings at 8:45 a.m. the staff will escort the children to their rooms. Or if the teachers are meeting students outside our staff will take the children out and help them find their teacher.
· At 3:25 when the school bell rings the staff will pick children in the primary hallway up at their classrooms, older children will come immediately to room 17. Teachers will have a list of all students in the Program.

· Attendance will be taken
· Parents should pick their child up and sign him/her out in Room #17 before 6:00 p.m.

John G. Althouse School-age      grade 6-8
· All parents should bring their child to the John G. lunchroom before 8:45 am 
· If you are leaving your child please sign in and inform the staff that your child is present

· If you are staying with your child on the first morning, do not sign your child in.

· When the school bell rings at 8:45 a.m. the staff will release the children so they can go to their homeroom.  Staff will assist students who are not certain of where to go.
· At 3:05 when the school bell rings the students are to immediately bring all of their belongings and homework to the lunchroom.
· Attendance will be taken
· Parents should pick their child up and sign him/her out in the lunchroom before 6:00 p.m.

The children quickly develop a routine.  Your child’s safety is our priority.  We will always ensure your child is in attendance and gets to and from their class safely.  If children in grades 1-8 do not arrive quickly at the end of the day our staff will take the following measures.
1) Ask classmates if they know where they are 

2) Go to the child’s class and ask their teacher

3) Inquire at the school office

4) Call the parents

A couple of reminders for parents and children.
1. If your child will be absent from the program you must inform us in person or by calling and leaving a message.  The school does not advise us when children are absent.
2    All children must be signed into the program each day.  Adults must sign in children in       

      grades 1-4.  No child should ever be left in the hallway alone. Parents should come into room     

      17 across from the Library to sign their child  in.  After 8:00 a.m. parents with children in the     

      Kindergarten Program must inform the staff that    

      their child is present and the staff will sign them in. Students in grades 5-8 may   

      sign in on their own.  All children must be signed out by an adult at the end of the day.     

     Grade 8 students may sign out on their own with written permission from a parent.  
3    Students in the Adventure Club are not permitted to arrive at the Program and      

      advise the staff that they are not attending, unless arrangements have been made in   

      advance and the staff has received permission from the parents. 

4     If you are not able to pick up your child and wish to send another adult please ensure that      

       we have the persons information on file.  We can not release children to people who are     

       not listed on the child’s emergency card.

5     All information about your child must be kept current.  Parents must advise us if their    

       work phone numbers and personal information has changed.
6      Due to the number of children in the Princess Margaret program, we expect to have the     

         same problem with lack of space in the coat cupboards.  Please help your child keep the         

        storage area tidy and take home belongings that are not needed.
7      Most new parents will not have their security key before the first day of school.  I am presently   

        looking into alternatives for leaving the door open until keys are delivered.  I will have to     

        discuss this with the principal and let you know as soon as I can.
8.     Parents must enter the school to pick up their child.  Under no circumstances are parents    

        allowed to jump over the Kindergarten fence or pick their child up over the fence.      

        Parents must not take their child from the playground without signing them out. 
Thank you for your co-operation.  

Looking forward to another school year.

Sincerely,







Beth Hawkins RECE.C

Program Director
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Parents will be provided with a P.A. Day Information Sheet outlining all the details of the P.A.Day events, trips and activities.  
A survey to determine the child care needs of our families during non-instructional days (Christmas Break, March Break and summer) will be provided early in the month of September.  We can not guarantee that the Program will open during these periods. 
ATTENDANCE PRACTICES
Purpose:

To ensure the safety of the children at all times. To define practices for Program staff for taking and tracking attendance during operating hours.  

Guidelines:

1.
Daily, upon arrival, parents must sign their child into the Program, indicating time and initialing in the appropriate space provided on the sign in sheets.

2.
Daily, upon arrival and after the child has been signed in by a parent the supervising staff member will place a check mark beside the child’s name indicating that the child is in attendance.  Staff will consistently do headcounts of the children in attendance. 

3.
During transitions (where children may move from one room to another) the staff will track the attendance of children by placing an X through the original check mark.  The child’s name will then be checked off on the attendance board in the new room.  Walkie talkies will be used in every room so staff can quickly communicate.

4.
At the end of the morning session when all children have been released or escorted to their classrooms, the attendance of all children will be marked with an X indicating they are no longer in our care.  Any child not in attendance will be marked A for absent.

5.
Upon the dismissal at the end of the school day.  JK/SK Students will be picked up at the Kindergarten classrooms and attendance will be taken.  Grades 1-8 will leave their classrooms and proceed immediately to their designated playrooms.  Attendance will be taken.

6.         Any child who has not shown up to the program after school will be highlighted on the attendance sheet and the staff will immediately locate his/her whereabouts either by asking the school secretary or calling the parents.

7.         When parents arrive at the centre to pick up their child in the evening they are required to sign their child out by indicating the time and initially in the appropriate space provided on the sign out sheets.

8.         When the child has been signed out the staff will place an X through the check mark on the attendance board indicating he or she is no longer in our care.

9.          Attendance sheets will be filed in the office filing cabinet and kept for a minimum of           

             three years.

DAILY SCHEDULES
John G. Althouse School-age Program
Daily Schedule

Morning

	7:00
	-
	7:15
	room preparation, teacher planning time

	7:15 
	-
	8:00
	free choice activities, games, arts and crafts

	7:45
	-
	8:15
	BREAKFAST CLUB   (Monday, Wednesday and Friday)

	8:00
	-
	8:40
	group activities, gym, outdoors, homework

	8:40
	-
	8:45
	tidy up and dismiss for class


Afternoon
	2:30
	-
	3:00
	room preparation, teacher planning time


	3:00
	-
	3:30
	Attendance, hand washing and snack


	3:00
	-
	5:30
	arts and crafts, games, homework, free choice activities, science activities

	
	
	
	

	4:00
	-
	5:30
	gym, outdoors, special activities


	5:30
	-
	6:00
	quiet activities and games


	6:00
	
	
	tidy up, program closes 


Princess Margaret School-age Program
Daily Schedule

Morning

	7:00
	-
	7:15
	room preparation, teacher planning time

	7:15 
	-
	8:00
	free choice activities, games, arts and crafts

	8:00
	-
	8:40
	group activities, gym, outdoors, homework

	8:40
	-
	8:45
	tidy up and dismiss for class


Afternoon

	3:00
	-
	3:30
	room preparation, teacher planning time


	3:30
	-
	4:00
	Attendance, hand washing and snack


	3:30
	-
	5:30
	arts and crafts, games, homework, free choice activities, science activities


	   4:15
	-
	5:30
	gym, special activities and outdoors



	400
	-
	5:00
	SPECIAL INTEREST CLUBS:  CHILDREN SIGN UP WEEKLY



	5:30 
	-
	6:00
	                                            quiet activities and games
5;30    -     6:00     QU

	6:00
	
	
	tidy up and program closes

	
	
	
	


Kindergarten 
Morning

	7:00
	-
	7:15
	room preparation, teacher planning time

	7:15 
	-
	8:00
	free choice activities, games, arts and crafts in School-age room

	8:00
	
	8:15
	MORNING SNACK

	8:15
	-
	8:20
	tidy up and move to Kindergarten Room

	8:20
	-
	8:40
	arts and crafts, games, free choice activities, science activities

	8:40
	-
	8:45
	tidy up and dismiss for class


Afternoon
	3:00
	-
	3:30
	room preparation, teacher planning time


	3:30
	-
	3:45
	pick children up from classrooms, attendance, hand washing 


	3:45
	
	4:15
	AFTERNOON SNACK



	3:45
	-
	4:30
	arts and crafts, games, free choice activities, science activities
small group activities

	4:30
	
	5:15
	gym, outdoors, physical activities


	5:15
	-
	5:30
	tidy up and prepare to go to school-age room


	5:30
	-
	6:00
	quiet activities and games


	6:00
	
	
	tidy up, program closes 
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Ensure your child has the following items in his or her school bag
· A change of clothing

· A hat for sun protection
· Sunscreen

· Indoor shoes

Do not send the following items with your child
· Electronic devices i.e.( i pods, DS, PSP)

· Students in grades 6-8 may have cell phones on them for the purpose of contacting parents students will not be permitted to talk to their friends or play games on their cell phones
· Personal items and toys from home
We are not responsible for lost or missing items that children bring in from home.
If the staff feel a child is not dressed appropriately for the weather                                                                       the child may be kept indoors.

John G. Althouse Before and After School Program

2015-2016 Fee Schedule Effective September 1, 2015
School-age Program (grades 1-8)
Full-time only:         

          $353.00 a month        1 child





          $686.00 a month        2 children

	Cheque Date
	Details

	August 1
	Sept 7 - Oct 2

	October 1
	Oct 5 - Oct 30

	November 1
	Nov 2 - Nov 27

	December 1
	Nov 30 - Jan 8

	
	

	January 1
	Jan 11- Feb 5

	February 1
	Feb 8- Mar 4

	March 1
	Mar 7- April 8 

	
	

	April 1
	Apr 11- May 6

	May 1
	May 9 – June 3

	June 1
	June 6 –July 1

	
	


1.  Two week deposit is required upon registration.  Please write this on a separate cheque    

        from all other fees.  This is refundable or applied to your child’s final two weeks of   

        care. Two weeks written notice must be provided.

              1 child:         $176.50                             2 children:    $343.00

2. Security System and Key Card

All parents at Princess Margaret must provide a 20.00 fee per child.
3. Registration Fee

If you registered your child on the waiting list in advance you would have paid the 50.00 registration fee, if you have not provided this, please add this fee to your cheque for the security key.

For children attending the P.A.Days there will be an additional fee of $22.00 per day charged to parents.  This fee will reflect the total cost of each P.A. Day of $38.23.

If the program operates for March Break Camp the fee will be $40.00 a day.

            Post-dated cheques for October 2015 to June 2016 will be collected on the first day       

            of school.  Thank you for your co-operation.  
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 Vera Cvetkovic                   May 21st, 2015  

Approved on behalf of the Board of Directors                Date

Kindergarten 2015-2016 Fee Schedule Effective September 1, 2015
JK SK Third Party Extended Day Rates

Full-time only:         

          $482.00 a month        1 child





          $944.00 a month        2 children

Each monthly payment covers four weeks of child care. The operation of camps during non instructional days (Christmas Break, March Break and Summer) will be determined in advance and based on the number of children who require child care. 

	Cheque Date
	Details

	
	

	August 1
	Sept 7 - Oct 2

	October 1
	Oct 5 - Oct 30

	November 1
	Nov 2 - Nov 27

	December 1
	Nov 30 - Jan 8

	
	

	January 1
	Jan 11- Feb 5

	February 1
	Feb 8- Mar 4

	March 1
	Mar 7- April 8 

	
	

	April 1
	Apr 11- May 6

	May 1
	May 9 – June 3

	June 1
	June 6 –July 1


1 Two week deposit is required upon registration.  Please write this on a separate cheque from all other fees.         This is refundable or applied to your child’s final two weeks of care. Two weeks written notice must be provided.

                                                  1     child:            $241.00                               2     children:    $472.00
2    Security System and Key Card

All parents must provide a 20.00 fee per child to obtain a security key for the school door.  

       3     Registration Fee

If you registered your child on the waiting list in advance you would have paid the 50.00 registration fee, if you have not provided this, please add this fee to your cheque for the security key. 
If the program operates for March Break Camp the fee will be $40.00 a day.

For children attending the P.A.Days there will be an additional fee of $16.00 per day charged to parents.  This fee will reflect the total cost of each P.A. Day of 38.16.
            Post-dated cheques for October 2015 to June 2016 will be collected on the first day       

            of school.  Thank you for your co-operation.  
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Vera Cvetkovic                       May 21, 2015 

Approved on behalf of the Board of Directors                Date

Fee Policies
Registration Fee 
Before we can place your child on the waiting list or enroll your child in the program parents will be asked to provide a non-refundable registration fee of $50.00 per child.  This fee secures your child’s space in the program.
Initial Two Week Deposit
Registration forms for September enrollment must be received before May 31.  When you return your completed registration forms we will require a cheque for two weeks of child care (half of the monthly fee).  Once you have provided the Supervisor with two weeks written notice of withdrawing your child from the program, this payment will be applied toward your final weeks of child care. 

Post-dated Cheques

It is our policy to collect post-dated cheques for the entire year in advance.  

In September, all parents will be requested to submit 10 cheques before the end of the first week of school.  Post-dates cheques should be dated for the first day of each month.  There will be no exceptions to this policy.  
NSF Cheques
Cheques returned non-sufficient funds will be subject to a $20.00 service charge.  After two NSF cheques you will be required to provide the program with certified cheques.
Late Fees
We are closed at 6:00 p.m. each day.  We realize that there may be occasions when parents will be late i.e. bad weather or traffic.  Staff are prepared to stay with your child until you or one of your emergency contacts have arrived.   Late fees are paid directly to the staff on duty.   A late fee of  $1.00 a minute will be charged after 6:00 p.m. We appreciate your consideration and 

co-operation with this policy.  
Early Fees
We open at 7:15 a.m. each day.  The staff monitors and records arrival times of each child.  If you or your child sign into the program prior to 7:15 a.m. there will be a five dollar fee per day.  Fees are paid directly to the staff on duty or will be billed to you at the end of each month. We appreciate your consideration and co-operation with this policy.  
CHILD ABUSE:  DUTY TO REPORT

Duty to Report
The Child and Family Services Act (section 72) states:

In accordance with the Child and Family Services Act, it is the responsibility of every person in Ontario including a person who performs professional or official duties with respect to children, to immediately report to a Children’s Aid Society if she/he suspects that child abuse has occurred or if a child is at risk of abuse.  This includes any operator or employee of a day nursery.  An individual’s responsibility to report cannot be delegated to anyone else.

Failure To Report

It is an offence under the Child and Family Services Act for a professional to contravene one's reporting responsibilities.  The penalty imposed (a fine up to $1000) emphasizes that a child’s safety must take precedence over all other concerns.

Confidentiality

The duty to report suspicions of child abuse overrides the provisions of confidentiality in any other statue specifically those provisions that would otherwise prohibit disclosure by a professional of official.  The only exception to this is solicitor/client privilege.

Protection From Liability

All persons making a report of suspected child abuse are protected against civil action, unless that person is proven to have acted “maliciously or without reasonable grounds for belief or suspicion”.

Day Nurseries Act

The Day Nurseries Act requires behaviour management policies to be in place, which can be found in the Policy Manual.  It is also required that if a staff person is suspected of abusing a child, the City of Toronto Children’s Services will be notified within 24 hours and a serious occurrence report will be submitted.  Refer to the Serious Occurrence Policy in the Policy Manual.

WITHDRAW POLICY
Purpose:

To define and outline terms for withdrawing children from the Program.

Guidelines:

1. When a parent has made the decision to discontinue child care at the John G. Althouse Before and After School Program they must provide written notice two weeks in advance of the child’s last day in the Program.

2. Once the letter has been received by the Director, the child’s last day will be recorded in the daily log book.  The space will be offered to the first family on the waiting list.

3. The initial two week deposit will be refunded to the parent or applied to the final two weeks of child care.  A cheque will be issued and mailed to the child’s home address or a parent may come in to the Program and pick the cheque up directly from the office.

4. If a parent fails to provide written notice two weeks in advance to the child leaving, the two week deposit will not be refunded.

            Withdraw of the child by the Program

1.
In the event that it is determined that the Program is not capable of meeting a child’s individual needs the Director will meet with parents to discuss alternative child care options or referral agencies that may assist the family.

2.   If a child has become disruptive to the Program where the safety of other children   

      and staff  is a concern i.e. bullying, physical and verbal abuse.   The child may be  

      Immediately suspended or removed from the Program.  Notice may not be 

      provided.

       3. Any issues or events involving children who may pose a risk to other children or  

           staff in the Program must be documented by the staff and the Director.  All reports 

           must be shared with the parent within 24 hours of the issue or event that occurred .         

           Parents must sign the report indicating they are aware of their child’s behavior.  

6. If a child’s behavior does not improve within a given time period the program has the right to discontinue child care. Notice may be provided. 

7. Child care fees must be paid on the 1st day of each month.  Failure to do so may result in withdraw of the child from the Program.

Princess Margaret: 416-394-6989             John G. Althouse:  416-394-6847


