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Providing quality child care programs for children ages 4 to 13 years old

Two locations to serve all your school-age child care needs

Princess Margaret Junior School

65 Tromley Drive

Etobicoke, ON

M9B 5Y7

John G. Althouse Middle School

130 Lloyd Manor Road

Etobicoke, ON

M9B 5K1
416-394-6989
Email:    johngkids@hotmail.com
Website:   johngkids.com
Parent Handbook Review

I have read the John G. Althouse Before and After School Program Parent Handbook and I am fully aware of the routines, rules and policies outlined in the Parent Handbook.

_______________________________________         ___________________

Parent/guardian signature




date

----------------------------------         -----------------

Parent/guardian signature




date

This form is to be placed in the child’s personal file.
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A complete set of written policies and procedures is located in the office in a binder.  If you are interested in a specific policy 

Please request to see the manual.

Before child care can commence all parents or guardians must read the Parent Handbook and sign a form indicating that it was read and that the information and policies contained in the handbook are fully understood.

History

The John G. Althouse Before and After School Program was opened in September 1989 to meet the needs of 30 children (aged 6-9 years) and their working parents.  The Program is a non-profit organization licensed under the Day Nurseries Act.

The Program was designed, implemented and endorsed by a group of interested parents in co-operation with the John G. Althouse Home and School Association, John G. Althouse Junior-Middle School administration, the Etobicoke Social Development Council, the Board Of Education Child Care Liaison, and the 
Ministry of Community and Social Services.

The purpose of the Program is to provide a warm, safe, stimulating environment and to further develop the individual child’s physical, social, emotional and intellectual needs throughout the school year, before and after school and also on
 professional activity days.

In September 1992, the Program expanded to include 
15 children aged 10 to 12 years.

In September 1996 the Princess Margaret Junior School was reopened and John G. Althouse became a middle school only.  As a result, the Program expanded to provide before and after school care at both the John G. Althouse Middle School and the Princess Margaret Junior School.  
In September 2012 the Program opened a half day Kindergarten Program.  In September 2013 the Full-day Kindergarten classes were provided at Princess Margaret Junior School and the Program agreed to be the third party operator for the Kindergarten age group.  The Program currently provides 20 child care spaces for children in Junior and Senior Kindergarten, 60 child care spaces for children in grades one to five and 45 child care spaces for children in 
grade’s 6, 7 and 8.
The John G. Althouse Before and After School Program is managed by a volunteer 

Board of Directors consisting of parents with children in the Program, representatives from the school administration, and community members.  Each director holds office for a 12 month term and is eligible for re-election.  The Board meets at 

least eight times during the year.

The Program leases space from the Board of Education in the John G. Althouse Middle School and in the Princess Margaret Junior School.  The Program operates on a split shift basis and is open for child care Monday to Friday.  The Program is closed during Christmas and March breaks and does not operate during the summer.
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Mission Statement

The John G. Althouse Before and After School Program is a before and after school day care Program providing child care for children aged 6-13 years during the school year.  The Program is administered by a volunteer Board of Directors.

The Program is dedicated to supporting and strengthening the family unit and caring for the well being of children.  The Program staff and board are committed to continually adapting the Program and approaches to meet the changing needs

 of our families and together will promise to provide:
· Trained and experienced Early Childhood Educators who are registered with the College of ECE in Ontario and/or trained and experienced Recreation Leaders and teacher assistants.
· Superior Programs appropriate for school-age children that encourage inclusive involvement of all participants 

· A safe and supportive environment that recognizes children’s individual strengths and needs 
· Opportunities for everyone to be involved in the growth and development of children.

· Opportunities to encourage and promote participation of parents in all aspects of the organization.

Hours of Operation and Holidays

The Program is open for child care from Monday to Friday.  The Program is closed for the Christmas and March break and does not operate in the summer.  Child care is available on professional activity days from 7:15 a.m. to 6:00 p.m.

Child care is not available on the following holidays: Labour Day, Thanksgiving
 Good Friday, Easter Monday and Victoria Day.

The Program does not provide child care after 6:00 p.m.  A late fee of  $1.00 a minute will be charged after 6:00 p.m.  Parents will also be required to pay $1.00 a minute if their child is signed in prior to 7:15 a.m.
Princess Margaret hours of operation:
7:15 a.m. to 8:45 a.m. and 3:30 p.m. to 6:00 p.m.

John G. Althouse hours of operation:
7:15 a.m. to 8:45 a.m. and 3:00 p.m. to 6:00 p.m.

Arrival and Departure
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The Program is open for child care at 7:15 a.m.  Children are not admitted before this time.  Parents are responsible for the child until they have been signed in and the staff has been notified of the child’s arrival.  It is the parents responsibility to ensure that their child gets home safely.  Children in grades JK-7 are not permitted to sign themselves out.  The Program is not responsible for children who have been signed out of the Program at the end of the day.

If arrangements have been made for someone other than the parent to pick up your child, please inform the staff.  Children in our care are not released to persons who are not noted on your list of emergency contacts.

Children in grades 5-8 are permitted sign in privileges only in the mornings, only grade 8 students are permitted to sign-out in the afternoon.  Special forms must be signed by the parent and arrangements must be made through the Director for this privilege.  If you wish to know more about this policy please speak to the staff.

Staff

Our professional team of staff are qualified in the field of early childhood education or recreational leadership.  ECE Staff are registered with the College of Early Childhood Educators.  The teaching staff are dedicated to maintaining the quality care your child receives at the Program.  Teachers design and implement age appropriate activities and experiences while observing progress and identifying your child’s individual needs.  Our caring teachers ensure a warm and friendly atmosphere which encourages the development of children’s self worth.

Staff are provided with yearly professional development opportunities.  Workshops, training sessions and seminars are available through various organizations which address the needs of the child care professional.

Volunteers and Students      

From time to time the Program may have students or volunteers who work at the Program.  All individuals are required to have an orientation to the 

Program from the Director.  

Volunteers and students must also provide a clear Criminal Reference Check with the Vulnerable Sector Screening before they are able to work at the Program.   Students and Volunteers are not permitted to supervise children on their own; a full-time employee must be present.  

School-age Program   Grades 1-8
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The Program will provide children with a variety of activities and materials which encourage both independent choices and group decision making processes.  Children will be exposed to both recreational and skill building activities in a cooperative and non-threatening environment where the ultimate choice to participate is the child’s.

The daily program will take into account both individual and group needs of the children at two different times of the day.  Children will be encouraged to assist the staff in the planning of the program by sharing personal interests and ideas, and through participation in the following areas:

· active and quiet areas

· indoor and outdoor play

· personal projects and homework

· community events

· special interest clubs

The program will provide a full day of activities and field trips on School Professional Activity Days.  A majority of these activities will be recreational.  During the year the program will also plan and provide a variety of family and special events.  
Age groups may be combined depending on the type of activity planned.  Both schools may be utilized by the program. 
 School-age Daily Snacks and Lunches from Home

A nutritious afternoon snack is served daily, fresh fruit is always available for the children and our menu takes into consideration any allergies the children may have.  A morning and an afternoon snack is available on P.A.Days Children are required to bring a lunch from home, unless otherwise informed.  Bag lunches should meet the requirements of the Canada’s Food Guide.  All bagged lunches must be marked clearly with the child’s name.  Parents are responsible for recording allergies and food restrictions on their child’s health forms.  The Program is a nut-free facility, foods containing nuts will not be served on the premises during program hours.  All parents must ensure that lunches and food brought into the program 

do not contain nuts or nut products.

Professional Activity Days

The Program provides child care on all P.A.Days.
Special events and field trips are usually planned.  Notice is given to parents one week before the P.A.Day, outlining all the details.  Parents are required to sign a permission form allowing their child to participate in the activities planned.  P.A. Day fees are determined according to the cost of event booked for the day.                                     The average cost of each P.A. is $20.00.

Kindergarten Program
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“Explore, Create and Learn”  

We believe that playing is essential for children to develop their physical, emotional and intellectual capabilities.  Children play with purpose and we recognize the need for play experiences to extend a child’s opportunity to learn about relationships between people, materials and their physical environment; ultimately ensuring that the child sees himself or herself as a unique contributor and learner.

Exploration includes activities designed to expand the child’s knowledge of their environment and the world around them. Examples could include sand and water play, experimenting with different materials and instruments such as magnets or microscopes.  Manipulating everyday objects or simply playing with bugs on the playground can be an enriching learning experience.

Play experiences initiated by the child are encouraged to promote decision making skills and emotional attachments.  Teachers often form many of their assessments about a child’s development by observing the children during “Free Play”   It is an ideal opportunity to determine the individual interests and needs of the children in our care.

Creative experiences are designed to encourage self-expression as well as a variety of skills including fine motor skills, organizational skills, decision making skills and creative thinking.  Often these experiences influence and promote early learning concepts such as math, reading and writing.

The daily program will take into account both individual and group needs of the children at two different times of the day.  Weekly Program Plans will focus on age appropriate activities designed to enhance development of the individual child’s:

· Cognitive Learning 
· Social and Emotional Development
· Physical Development
· Creative and Artistic Expression
The program will provide a full day of activities and field trips on School Professional Activity Days.  A majority of these activities will be recreational.  During the year the program will also plan and provide a variety of family and special events.  Age groups may be combined depending on the type of activity planned.  
Fee Subsidy for Child Care 

The Program does have Purchase of Service Agreement with the City of Toronto for the Kindergarten Program.  Parents who are already receiving subsidy can transfer their services to our Program.  For more information about subsidy contact Toronto Children’s Services at 416-392-5437 or visit the website www.toronto.ca/children/subsidy/htm.
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 Quiet Time

The Program does not provide a sleep period for the children.  Children are welcome to bring personal belongings such as blankets or snuggle toys into the Program.  A quiet comfortable area will be provided for children to read, listen to soft music or do quiet activities.  If children happen to fall asleep during this time we will let them rest for up to 30 minutes before waking them to participate in the Program.
Kindergarten Snacks and Lunches for Non-instructional Days
A nutritious morning and afternoon snack is served daily, fresh fruit is always available for the children and our menu takes into consideration any allergies the children may have.  Lunch is provided on non-instructional days such as PA Days or camp days.  

If parents choose to send a lunch with their child it should meet the requirements 
of the Canada’s Food Guide.  All bagged lunches must be marked

 clearly with the child’s name. 
    Nut Free Facility
All parents must ensure that lunches and food brought into the program 

do not contain nuts or nut products.

The Program is a nut-free facility.  Parents must use caution when preparing and packaging food items at home.  Food items that may contain nuts or have come in contact with nuts must not be sent to the Program.  Teachers will monitor lunch periods and observe lunches for any nut products.  Any food items containing nuts will be removed from the room and disposed of. 

Personal Belongings

Children at Princess Margaret are assigned a hook to store their personal items while they are in the Program.  Due to our limited closet space, children in the primary grades may be allowed to use their school hooks.  Parents should discuss this with the staff.  Children in the Adventure Club must bring their school bags down to the program after school.  Portable coat racks are available for the student’s personal belongings.  Personal items are not monitored by the staff and we suggest that students do not leave anything of value left unattended.
The staff would be more than happy to lock valuables in the storage room or office.
Children must wear shoes at all times.  Please ensure that your children have the appropriate shoes for physical activities.
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Extra Ciricular School Activities

Some children may wish to participate in after school activities such as the chess club.  If your child will be arriving late to the program because of after school activities, please inform the staff so that we may record all necessary information.  The Program does not assume responsibility for children who are not in attendance.

Absenteeism

If your child will be absent from the Program please inform the staff as soon as possible.  We expect your child will arrive everyday after school.  When a child is missing we become very concerned.  The school will not inform us if your child was absent from school.  Please call the Program or leave a message on the answering machine.

Child Guidance

Our primary concern is the safety of your children.  The rules we establish are for everyone’s welfare.  Should it be necessary to deal with a child who is not managing within the guidelines, the staff will remove the child from the situation and work with the child to decide how best to improve the behaviour.  All discipline will be handled in a positive manner and used as a learning experience.  The staff will discuss situations of a serious nature with the parent.

 If circumstances ever arise whereby the staff have to use physical guidance to de-escalate a volatile situation the parents will be contacted immediately and the incident will be discussed and documented.  The parents and the staff will develop an action plan to address future incidents
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School Closures
If for any reason the Toronto District School Board should decide to close the schools, for example in the event of a labour dispute.  Our program will not be allowed to operate in the schools.  If possible we will attempt to find a suitable alternate space in the community where we can operate our Program.  Child care fees 
can not be refunded if the schools are 

closed by the School Board.

Emergency Evacuation

Should it be necessary to evacuate the facility the children attending the Program at John G. Althouse will be escorted to Princess Margaret Junior School

 located at 65 Tromley Drive.

Children attending the Program at Princess Margaret Junior School will be escorted to John G. Althouse Middle School, located at 130 Lloyd Manor Road.  Parents will be contacted and asked to pick their children up at the designated school.  In the event of a neighborhood evacuation both programs will be evacuated to St. Phillips Lutheran Church

 located at  61 West Deane Park Drive.

Emergency Information for Child’s Records
All parents must keep current information on file at the Program, e.g. addresses, phone numbers, emergency contacts, allergies etc.  It is important that parents you inform the staff if information they have recorded on the admission papers has been changed.  In case of an emergency a parent or a guardian must always be able.  Parents are required to give the names of two emergency contacts who the 
child may be released to.
Emergencies

Our Program strives to provide a safe, clean environment for children to play.  The staff are always alert to potential hazards and take steps to ensure safe conditions.  All staff are trained in emergency first aid, ECE staff are also trained in CPR.  In the event of an emergency requiring medical attention, children will be transported to a hospital.  Parents will be contacted and asked to meet the child and a staff member at the hospital.  A signed consent form will permit the

child to be examined by a physician.
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Illnesses, Medication and Epi-pens

Any child who is ill will not be accepted into the Program.  Children may not attend the Program if they are running a fever, have diarrhea, vomiting, have undiagnosed skin rashes or infections, have head lice or any infectious illness.  If your child becomes ill during Program hours the parent will be contacted and is required to pick up the child as soon as possible.  If the parent can not be reached an 
emergency contact will be called.

If your child is ill with a communicable disease or an infectious condition such as head lice please inform the staff so that other parents may be notified.  Children recovering from a communicable disease may return to the Program with a doctors note.

Staff will administer any medication prescribed by a doctor.  Over the counter medication must be accompanied by a doctors note, indicating dosage and consent.  Parents are required to sign a consent form allowing the staff to 
administer the medication.

All children with severe allergies who require the use of an epi-pen will be required to wear their epi-pen belt during program hours.  It is the parent’s responsibility to ensure their child has their belt on before signing them into the program each day.  Epi-pen belts must be kept in the children’s school-bag and brought to the program in the morning and in the afternoon.  The Program is also required to have an epi-pen that is available to the staff at all times.  At the beginning of the school year the 
parent will provide an epi-pen to the program with their child’s name clearly 
marked on the container.  Children may not be accepted into the 
program unless their epi-pen is on site.
School Security 

Your child’s safety is our number one concern.  Both schools have strict routines they follow with regard to the locking of exterior doors to the schools.  In 2013 we installed a security system on the door most often used by our Program at the Princess Margaret Junior School.  This added safety measure provides peace of mind for staff and parents.  All exterior door to the Princess Margaret Junior School are locked during program hours.  Each parent is provided with a key card when their child is enrolled.  The cost for the card is $20.00.  Cards are ordered through the school board.  The cards are not refundable.  Parents are responsible for keeping their cards safe and must use them each time they pick up or drop off their child.

John G. Althouse Middle School is unique in that it houses a City of Toronto Parks and Recreation Community School.  Recreational programs are provided in the evening and the community requires access to the school.  The doors are locked at certain times during Program hours and then reopened to allow city run programs to             commence in the evening.  
Each month our Program practices fire drills and lock down drills with the children.
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Parent Communication

Should you have any concerns regarding the Program or your child please feel free to discuss them with the staff.  We also enjoy hearing your ideas and suggestions.

Several times throughout the year we will host family events.  We encourage your family to become involved in the activities and we welcome you to join us at any time during the hours of the Program.  A parent bulletin board is located in the hallway, please take note of the programming information so that you may be 
informed about your child’s activities and any upcoming events. 
We encourage your family to provide an e-mail address where newletters and information can be forwarded and you can access information about the Program at your convenience.  It is very important that parents read the information we provide. Overlooking information could directly impact your child’s experiences while in the program.  If your family prefers a paper copies of letters and information please indicate this upon enrollment.   For your convenience, your family is assigned 

a file folder for newsletters and memos, it is the parents responsibility to               check the folder daily.  
Payment of Child Care Fees

A deposit for two weeks of care must be received before child care can begin.  This deposit will be refunded once you have provided the Program two weeks written notice upon terminating your child care agreement.  Parents will receive a fee schedule in September and will be requested to submit 10 postdated cheques for the entire year.

(October to September). September fees are deposited on August 1 in preparation for a new school year. Tax receipts will be issued in February.

Fees are not charged when the Centre is closed during Christmas Break, March Break and the summer months.  There is no reduction in fees for children who are absent due to illness or for children who may be absent for any other reasons

such as family vacations.

The Program has the right to discontinue care if payments are not received.

Rates are subject to change annually.
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Termination Policy

Two weeks written notice must be given to the Director should you wish to withdraw your child from the Program, failure to do so would result 
in the loss of your deposit fee. 
The Program reserves the right to suspend or discontinue child care if a child is at any time determined to be a threat to himself or others.  Acts of bullying and physical aggression will not be tolerated and will be immediately addressed by the 

staff and the Board of Directors.
Children who have been previously enrolled in the Program are not given priority for

re-admittance.  If you should decide you would like to reinstate your child he or she will be placed on a waiting list and will be enrolled 
only when a space becomes available.


Thank You for taking the time to read this handbook, if you have any questions about the Program or the policies please speak to the Director.

Duty to Report

To uphold legal responsibility and ensure the overall welfare and safety of the children, it is our duty to report any suspected cases of child abuse.  

The Child and Family Services Act 1984, states:

“ every suspected incident of child abuse must be reported immediately ”

“ persons failing to report suspicion of child abuse are subject to legal action and a fine if convicted ”  Section 68 (2) (5) (4) and Section 81 (1b)

Staff will observe the children on a daily basis and keep a written record of any unusual behavior’s or signs of physical or emotional abuse or neglect. Staff will immediately consult with the Director when suspicions of child abuse arise. The Director will examine the child and provide guidance on whether or not a report should be made to the Children’s Aid Society. If the Director does not file a report, the staff involved are legally responsible to report any suspicions directly to the Children’s Aid Society.

Violence and Harassment in the Workplace
The John G. Althouse Before and After School program is committed to preventing workplace violence and harassment.  This policy defines behavior that constitutes workplace violence and harassment, and explains procedures for preventing, reporting and resolving such incidents.

The Program is committed to providing a safe, healthy and supportive work environment by treating our employees and clients with                                              respect, fairness and sensitivity.
Any member of the John G. Althouse Before and After School Program who believes that he or she is being threatened or who experiences or witnesses any workplace violence as defined in the policy, must promptly report the occurrence to the Director.

When threatening or violent behavior is connected to the John G. Althouse Before and After School Program or carried out on the school property during program hours the employees must report incidents immediately.  A complete written policy can be found in the office in the Policy and Procedure Manual.
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Anti-Racism Policy

Purpose

To ensure an environment that is free of racism and discrimination in any form, the John G. Althouse Before and After School Program, as a service provider and employer is committed to equity for all races, cultures, and languages.  This will be reflected in our program, it’s policies procedures and relations with clients, staff and the community.
Guidelines

Employment and Service Equity
The John G. Althouse Before and After School Program will :

· identify and eliminate all barriers that may exist in obtaining or accessing services or employment

· provide services to all families in need, insuring equitable treatment for all individuals 

· assist service users and employees in accessing or obtaining multilingual resources or consulting services

· ensure that all promotional material and information made available to the public will reflect the multicultural community served

· ensure that all application forms and job descriptions are written in clear language and are free from discriminatory questions and requirements

· ensure that all aspects of the recruitment process are free of bias and employees are hired and evaluated in a fair and equitable manner

· provide opportunities to employees for professional development and training in  multiculturalism and inclusive programming.

Community Representation, Participation and Decision Making

The John G.Althouse Before and After School Program will:

· ensure the opportunity for participating members of the Board, employees and volunteers to represent the various racial, cultural and linguistic groups identified in the community

· support and remain sensitive to the needs of culturally diverse groups when developing, implementing and evaluating the program and it’s policies

Environment and Curriculum

The John G. Althouse Before and After School Program will:

· implement an anti-bias curriculum which will promote inter-racial, inter-cultural and multilingual social and educational activities and experiences

· ensure that learning materials and teaching aids will be non-discriminatory and culturally appropriate

· support the efforts of staff, clients, and board members who take the responsibility

to ensure that their environment is free of racism and discrimination

· ensure that staff respond quickly to racism and discrimination which is identified in the learning environment; confrontations and situations requiring attention will also be used as positive opportunities to teach and initiate discussions among children

Handling Complaints
· A copy of the Anti-Racism Policy will be provided to all board members, employees and service users

· All issues and concerns will be investigated by a committee comprised of the Director and selected board members, maintaining confidentiality will be a priority

· Complaints lodged against the Program with respect to the Anti-Racism Policy

will be brought to the attention of the Board Of Directors immediately
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November 1, 2014
Dear parent please note the following additions to this handbook:

Changes to the Anaphylactic Policy include:
            Each staff and volunteer will receive specific training based on the individual child’s plan provided by the parent and approved and signed by the physician.  Annual training will be provided by a designated trainer (assigned staff) who has been trained by each child’s parent.   All staff will sign forms indicating they received training for every child enrolled in the Program with an epi-pen.
Changes to the Serious Occurrence Policy include:

Within 24 hours the delegated Supervisor will report the occurrence in the Child  Care Licensing System (CCLS).  The Supervisor will also contact the City of Toronto at   416-397-7359 (after hours 416-540-3725) to report the Serious Occurrence. In the event that the Supervisor is unable to access the CCLS within 24 hours they will inform the Program Advisor directly by telephone or by calling the Toronto Regional Office at 416-392-0652
If you would like complete copies of these policies please feel free to ask for copies.

Beth Hawkins RECE,C

Director






 





Serious Occurrences        


In the event of an incident deemed to be serious in nature it is required that the program complete detailed reports and forward the reports to the Ministry.   Beginning November 1, 2011 details of Serious Occurrence reports filed with the Ministry must be posted for parents and the community to observe.  The Program will post Serious Occurrence notification forms close to the license in the hallway of both schools
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