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 ABOUT THE PRESCHOOL

INTRODUCTION

Glenora Preschool is a parent operated cooperative operating under the umbrella of the Glenora Community League.  We are a non-profit organization, putting all our funds back into the preschool.  We are licensed for a maximum of 15 children per class.  Vacancies during the school year are filled from the waiting list on a 'first-come/first-served' basis, up until December 31 of the current school year, with priorities as established by the Glenora Preschool policies. Returning students automatically have a spot for the following school year.

As your child grows and becomes more aware of the surrounding world, he or she will also enjoy and benefit from socialization with his or her peers.  Glenora Preschool meets these needs of socializing by allowing children in our community to meet and play together.

The Preschool aims to be a fun and happy place for your child.  We want him or her to be comfortable here, and we want you, the parents, to be comfortable with the school too.  We hope you and your child will make good friends through your association with Glenora Preschool.

PHILOSOPHY AND AIMS XE "PHILOSOPHY AND AIMS" 
Glenora Preschool is a uniquely diverse and inclusive program for children ages three and four.  We provide a safe, nurturing and stimulating environment where children can grow to their full potential through:
· An art-based program

· Quality programming with a focus on each individual child’s needs and interests

· Whole child development wherein each child is nurtured emotionally, socially, physically, creatively, and intellectually

Because of the teacher/adult to child ratio (2 teachers and 1 parent volunteer for 15 children), the teachers are given an excellent opportunity to really get to know your child and what his or her needs are.  
Our aims are fostered through providing the children with:

- time to find an activity that reflects both the interests of your child and their needs;

- an adult nearby to facilitate your child's play as well as provide support and stability; and

- a wide variety of activities and materials to appeal to the interests of all children in the program.

Most importantly, we believe that the cooperation between parents and teachers in reinforcing common goals, hopes and caring is an unbeatable combination.  Parents provide knowledge of the child acquired through a loving and caring relationship and the teachers can add educational expertise and objectivity.  Together, they can strengthen and enhance the quality of your child's first experience in an organized social, learning situation.  Please feel free to discuss your child's progress or kindergarten readiness with the teachers at any time. 

CO-TEACHING

Glenora Preschool is fortunate to be able to utilize a co-teaching format.  Our teachers share equally in the preparation of the program and in classroom duties.  Our teachers are available and willing to discuss any problems or concerns you may have.

PROGRAMS

Three-year-old Program

Children must be three years old by December 31 of the current school year to enroll in this class. Due to licensing requirements, children may not start the program until they have reached their third birthday (i.e. a child with a November 4 birthday may not start until then). In order to hold the position for the child until such time, the monthly fee(s) must be paid. Children who are not toilet trained will not be able to enter the program until they are trained.  

Program Days:

Tuesday, Thursday

Program Hours: 
Morning - 9 a.m. to 11:30 a.m.

Four-year-old Program

Program Days:

Monday, Wednesday, Friday

Program Hours:  
Morning - 9 a.m. to 11:30 a.m., or






     Afternoon - 1 p.m. to 3:30 p.m.

Three/Four-year-old Blended Program

Children must be three years old by December 31 of the current school year to enroll in this class. Due to licensing requirements, children may not start the program until they have reached their third birthday (i.e. a child with a November 4 birthday may not start until then). In order to hold the position for the child until such time, the monthly fee(s) must be paid. Children who are not toilet trained will not be able to enter the program until they are trained.  

Program Days:

Tuesday, Thursday                                                                

Program Hours:
Afternoon - 1 p.m. to 3:30 p.m. 

Program availability is subject to enrolment

CHILDREN'S DAILY ROUTINE
9:00 - 9:15 a.m./1:00 - 1:15 p.m. Children arrive
Teachers' focus will be on greeting children.  Children will do attendance marker and then choose a book to read. Once all the children have arrived, the teachers will do a short circle time with the children outlining the day’s activities.

9:15 - 10:15 a.m./1:15 - 2:15 p.m. Free Play & Craft
Children will choose their own activity centre and play freely, with positive encouragement and suggestions from the teachers and parent helper. Children will complete daily craft during this time as well.
10:15 - 10:25 a.m./2:15 - 2:25 p.m. Clean - up 

Teachers and parent helper aid children with this task.

10:25 - 10:35 a.m./2:25 - 2:35 p.m.  Circle Time
Structured time with the teachers, includes group discussion, songs, finger plays, story-time, new ideas (ie. to do with theme), memory games.

10:35 - 10:40 a.m./2:35 - 2:40 p.m.
Wash up 

A trip to the school washrooms.

10:40 - 10:50 a.m./2:40 - 2:50 p.m.
Snack 

We will sit as a group and freely chat, remembering good manners!  Snack is a special time for all-like a family dinner!  We like the atmosphere to be relaxed and happy.

10:50 - 11:00 a.m./2:50 - 3:00 p.m.  Circle Time
Structured time with teachers. 

11:00 - 11:30 a.m./3:00 - 3:30 p.m. Outdoor Activity (or in bad weather, Gym time).

11:30 a.m./3:30 p.m.

Parents collect children.

MEMBER (PARENT) RESPONSIBILITIES & INFORMATION
PLEDGE

Each family is required to agree to a $250 pledge to Glenora Preschool, which will be charged if the following responsibilities are not met.
a) payment of the required tuition fees, registration fees, and contributing towards the annual fundraising events,
b) taking responsibility for your assigned job and completing your job requirements as outlined in your job descriptions;

c) attending assigned roster duty (special) days;

d) completing one or two Cleaning Bees per family registered in the Preschool;

e) attending two General Meetings of the Preschool, however one meeting may be attended by a proxy.  A proxy is another preschool parent who may represent your family. The proxy may only represent ONE family at the meeting and you may only use a proxy ONE time.  You must advise the secretary IN WRITING prior to the start of the meeting that a proxy will be in attendance for you.
f) contributing to the annual Fundraising event with volunteer time and donations
COMMUNITY LEAGUE MEMBERSHIP

Please note that a Community League Membership is required if you wish your child to attend Glenora Preschool, as the preschool is covered under Community League insurance.  Community League memberships must be purchased prior to August 31.

There is a non-refundable $105.00 registration fee due at the time of registration

Monthly Tuition Fees

Monthly fees are set in accordance with the needs of the program.  
All fees will be collected via the TUIO registration system.

It is the responsibility of the parents to ensure the fees are paid at the required time.  The teachers are not responsible for collecting fees, as their attention during school will be on the children.  Your child will not be allowed to begin school until all required fees have been submitted.
Fees are payable in full whether or not your child attends all the sessions to which he or she is entitled.  Fees will not be refunded for illness or holidays.

PREPARING YOUR CHILD FOR SCHOOL

The following hints in preparing your child for school may help alleviate some anxieties your child may have about school.

1. Speak positively about school, and the good things it offers.

2. Try to be on time, not too early and not too late, and stay with your child until the classroom door opens to signify school beginning.  We prefer the child to enter the classroom alone.  Only children of volunteer parents should be in the room before opening time.

3.
Saying good-bye is easy for some children; for others there is a natural fear of being left by their mother or father, even when it is just for a few hours. In some cases, it may be easier to leave promptly at the door and allow the teachers to handle the situation.  The teachers are very experienced in handling separation anxiety of both the parents and the child, and will be happy to discuss coping strategies.

4. Ensure you leave a phone number where you can be reached on the list outside the classroom door.  Telephone calls will be made in cases of emergency or illness.

5.
Do not be late when picking your child up at the end of the day.  To be the only child left at school can be very traumatic. 

TEACHERS-PARENT COMMUNICATION

If you have concerns or worries, please bring them to the teachers’ attention. It can be difficult to talk at drop off or pick up times, so feel free to set up a time to talk with the teachers outside of class time. In this way, the teachers may devote their full attention to the problems and solutions.

The teachers will also appreciate knowing if your child has been sick, or if any joy or trauma has occurred at home which could affect your child's behavior at school.  This information will help the teachers in finding a suitable activity for your child, should he or she appear uncomfortable.

PARENT INVOLVEMENT

1.
Job List

We operate as a parent cooperative, and therefore each family will be required to either take a committee position, or to take on a particular job. When you register your child for preschool, you will be required to prioritize your choice of job.  Every opportunity to fulfill first choices will be attempted, however there is no guarantee.

2.
Roster Duty (known as 'Special Days' to the children)

Parents should be prepared to take a turn in the classroom approximately once every four to six weeks. Due to licensing requirements, siblings and non-registered preschool children are not permitted on your roster day.

If a parent is unable to attend on their scheduled morning or afternoon, they must make their own arrangements to have the session covered by someone else (i.e. emergency parent, grandparent, nanny, baby-sitter, etc.).  You may find it necessary to trade days with someone else on the roster list.  The substitute must be eighteen years of age or older. 

Please do not expect the Roster Parent to do your arranging for you, once the roster is drawn up.  If you have any particular requests (i.e. requiring roster duty on Thursdays only) please communicate with the Roster Parent before the list is drawn up, so that they can accommodate you then.  Once this list is posted, it is your responsibility to conform to it. 

The 'special child' may bring one (1) favourite toy or stuffed animal from home on these days only.  This will be shared with the class during “Show & Tell” with the class at circle time. Otherwise, children are not allowed to bring toys from home into the classroom or into the playground.

In consideration of the teachers dependence on your help, please be prepared to:
a)
help set up equipment
b)
review the day's plan with the teachers and check the roster parent duty list as posted in the classroom
c)
receive any extra instructions or information necessary for the day

d)
acclimatize yourself to the room 

e)
spend a few quiet moments with your child so he or she can show you his or her favourite things at school; and

f)
review the cleaning duties as posted in the classroom.

The teachers will appreciate your participation in activities such as help with cleanup, supervision, and ensuring politeness and good manners are part of our preschool day.  

HELPFUL HINTS FOR YOUR ROSTER DAY

1.
On your duty day you may not recognize your child. Do not be alarmed.  Some children react differently when their own parents are with them at school.  It is not always easy for a child to share his or her parent, and many complications may ensue.  Be patient, relax, let your child know you are happy to be at his or her school.

2.
Wear comfortable clothing so that you can paint or crawl on the floor without concern or discomfort.

3. 
When children are playing happily, don't interfere.  However, there will be times when your presence and interest stimulates the children's interest.  The teachers will help direct you to an activity.

SNACKS

Snack time is a welcome and looked-forward-to break for both the children and the teachers.  
Each child is responsible for bringing their own snack and water bottle each day. Please send snack in a small lunch kit or Ziploc bag that is clearly labeled.  Please keep snack simple and healthy.  

 NOTE:  DUE TO SEVERE ALLERGIES, THAT HAVE THE POTENTIAL TO BE FATAL TO SOME CHILDREN, IT IS OUR POLICY THAT ALL NUTS OR NUT PRODUCTS BE BANNED FROM PRESCHOOL SNACKS.  PLEASE NOTE THAT WHILE THERE MAY NOT BE A CHILD IN YOUR SON OR DAUGHTERS' CLASS WITH A NUT ALLERGY, IT IS IMPORTANT TO REALIZE THAT THE SMELL OR TOUCH OF SOMETHING THAT HAS BEEN EXPOSED TO NUTS, HAS THE POTENTIAL TO TRIGGER THESE CHILDREN'S ALLERGIES.  PLEASE READ ALL LABELS ON SNACK MATERIALS CAREFULLY LOOKING FOR NUT OR NUT PRODUCTS.  IT IS ALSO IMPORTANT TO NOTE THAT BULK FOODS COULD POSE A RISK AND SHOULD NOT BE BROUGHT TO PRESCHOOL AS A SNACK.

Snack Suggestions:


NO NUTS

raw fruit or vegetables


cubes of meat with crackers/cheese

small sandwiches

muffins

At drop off we ask that you place your child’s snack and water bottle in their cubby.  The children will be responsible for getting their snack and water bottle from their cubies daily on our return from washroom break.  It will be much easier if the children aren’t searching through backpacks. Snack kits and water bottles must be taken home daily to be washed. 
FIELD TRIPS

The teachers will book field trips throughout the year and will send out permission slips and choose parent volunteers. Signed permission forms must be returned to the teachers or your child will not be allowed to attend.  Volunteers will be chosen fairly and a record will be kept so that everyone will get a turn to attend a field trip if they wish to do so. Please note if we do not have enough volunteers a trip may be cancelled. Teachers will bring the class binder to any off site field trip which contains all emergency information.

BIRTHDAYS

Parents are welcome to try to arrange their duty roster day as close to their child's birthday as possible.  Bringing a cake or cupcakes is fine, but not necessary.  Please do not send balloons or party extras.

BIRTHDAY INVITATIONS

Please do not send birthday invitations to school as they can cause a lot of hurt feelings or be lost or left in the cubbies.
MEETINGS

Committee meetings involving the Chair, Vice-Chair, Secretary, Treasurer, Treasurer’s Assistant, Registrar, Registrar’s Assistant, Community League Representative, Fundraiser Coordinators, and the teachers are held at regular intervals throughout the year. Members are welcome to attend. Please contact the Chair if you would like to attend a Committee meeting.

General Meetings will be held in the Community League building two times over the year. 
The General Meetings provide a time for the teachers to share requirements, needs, concerns and anecdotes about life in the classroom with your child.  They need and want your input so the school environment will as best as possible suit your child and his or her needs, and so the school itself will be an association you are happy to be a part of.  The Committee also depends on your input and expressed desires for the sake of administering the school.  Prior to the meetings, agendas and minutes of the meetings will be distributed for the parents to read.

PARENT BULLETIN BOARD

This will be located just outside the classroom doors.  Please keep in touch with the bulletin board, as the teachers will be posting up-to-date notices about themes and special items needed.  Agendas, minutes and other notices will also be posted.

WITHDRAWAL FROM THE PROGRAM

A notice to withdraw a child from Glenora Preschool must be served by a member to the Chair on or before the last day of a school month to be effective on the last day of the following school month.  Withdrawing members who do not provide the required notice shall be responsible for all tuition fees covering such notice period.

For example: 

If the Chair receives written notice on Sept. 30, the member/parent is responsible for October fees
If the Chair receives written notice on Oct. 1, the member/parent is responsible for October and November tuition fees
SUSPENSION

A member may be asked to withdraw from the Preschool by the Committee for the following:

a) failing to fulfil the responsibilities outlined on pages 5 and 6.

b) just cause pursuant to the recommendation of the teacher(s). The Committee reserves the right upon recommendation of the teacher(s), to ask a child to leave the program for just cause. Unresolvable difficult behaviour may be just cause. 
c) fees that are in arrears by 30 days.
HEALTH AND SAFETY
DISCIPLINE POLICY

The first step in achieving good behavior and discipline is through prevention.  The children are provided with a good atmosphere in which to play that includes separate play areas, varied program planning, diversion and good example.  We also have 'rules' in the classroom, for example, we are not allowed to grab, but must ask for a toy; we are not allowed to hit; etc.  The children know these rules and know there will be 'follow-up' on the part of the teachers if they are broken. Some examples of how the teachers discipline include: a) getting down to the child’s level and making eye contact; b) removing the child from the situation; c) offering alternatives or other problem-solving approaches.  
The children are made aware of our three main classroom rules, Play Safe, Be Kind and Do Your Best on a regular basis.  These rules promote a successful classroom.

At no time are derogatory comments or physical contact used to discipline children.  We operate on a philosophy of positive reinforcement. 

MEDICAL CONSIDERATIONS

If your child has any chronic health problems (i.e. diabetes, asthma, allergies, etc.), you as parents are responsible to inform the teachers and make arrangements for medication or treatment if necessary. This is very important for both the child and the teachers. Allergies are recorded in the classroom, and parents are responsible for seeing the allergy notes are up to date.  

Please be sure to keep children at home if they are sick or unwell.  If a child becomes sick in class, the teachers will call to have the child picked up.

In the event your child comes down with a communicable disease during the course of the school year, you are required to inform the teachers of the illness as soon as it has been diagnosed.  This will permit other parents to be warned to look for the symptoms and hopefully limit the spread of the disease.  The ill child cannot attend Preschool sessions until the medically defined incubation period is over.

In the specific case of chickenpox, a child is still infectious during the period of vesicle formation and until all the vesicles are crusted. Therefore, he/she cannot attend Preschool until all the spots have formed scabs.

Children with temperatures of 100 degrees or higher are not permitted to attend Preschool. They may return to Preschool after they have had a normal temperature for 48 hours (without medication such as Tylenol or Motrin to bring the fever down).
Children who have been prescribed antibiotics for contagious disease such as strep throat, tonsillitis, bronchitis or pneumonia are not permitted to attend Preschool until they have taken the medication for 24 hours.

Children who are vomiting or have diarrhea are not permitted to attend Preschool.

In the event of a medical emergency the staff shall judge whether ambulance services are required.  If an ambulance is used, parents shall be responsible for the cost.

If a child is identified as ill, not requiring ambulance transportation, the parent or emergency contact will be contacted immediately. Teachers will care for and monitor the child in an isolated area until an appropriate responsible adult arrives.

Medications are stored out of reach, in a labeled area as appropriate for the particular medication.  Each medication must be labeled with the child’s name and have a visible expiry date present.  In order to administer medication, parents must have filled out an Individual Medical Record form.  If teachers administer medication, they must fill out the Individual Medical Record form with the date, medication, dosage, time and signature.
The first aid kit is kept well stocked and in a marked cupboard.

There is no smoking anywhere inside the premises and no smoking is permitted anywhere a child is present.

OUTDOOR GUIDELINES

As much as possible, we will go outside every day.   Our philosophy is to go outdoors, unless it is colder than -15 degrees Celsius, wind chill considered, so please be sure your child is dressed for the weather!  However, if the sun is shining and the day reasonable (say around ​–20 C) we will go out for approximately 5-10 minutes. So, please send your child to school with snow pants, boots, hats, mitts, etc. even if the temperature is below –15. This is a time for children to run and jump, roll and throw, skip and hop, developing large motor skills.  It is also a time to share playground equipment and to 'feel' the weather. Do not worry about your child being outside for very long, because the teachers get cold long before the children do! 

NOTE:  If you do not want your child to play outside for whatever reasons, please arrange to pick him or her up before outdoor play, as the parent volunteer is needed either outside helping with the other children, or inside, finishing necessary chores.

SCHOOL CLOSURES

Class cancellations may be necessary during severe weather conditions, i.e. blizzard, extreme cold, or mechanical problems.  If this is necessary you will be contacted with as much advance notice as possible.

CLOTHING

Please clearly label all clothing, shoes, scarves, mitts, hats, etc. with your child's name.

We recommend, for safety reasons, your child's clothing does not have drawstrings or hood strings, which may catch on playground equipment.  We would also suggest neck warmers instead of scarves.
It is preferable children wear washable, durable play clothes to school.  

Please have a pair of indoor shoes that are labelled and kept in your child’s cubby.
Outdoors, for the sake of your child's health and comfort, it is up to you to see he or she is appropriately attired.  As stated, we will be outdoors daily.  Our playground area is sand or grass.  If it is wet, your child should wear boots, splash pants and a raincoat; if it is cold, hats, warm mitts.  In winter snowsuits/snow pants will be necessary.

FIRE DRILL

We are required to have six fire drills per year.  The teachers will prepare the children for these.  At the time the bell rings, the children will line up in front of the teachers and we will follow the evacuation plan.
EMERGENCY PLAN

Evacuation

In case of emergency:

1.
Teachers evacuate children through the fire exit located in the classroom or out the front door of the Community League building.  When in the gymnasium, teachers evacuate children through the gym doors leading outside.  Teachers will take class records binder containing all safety and emergency information any time they exit the building.
2.
The teachers check bathrooms, classroom, and front hall area for any lingering children.

3.
The teachers will take roll call outside, at the specified meeting place, in the playground.

4.
The parent on duty will go for help or to the telephone if necessary; and collect coats on the way out, if possible.

Relocation

1.
Children will walk to the gymnasium, Westminster Junior High School, 13712 - 104 Avenue.  Parents will be phoned from there.

2.
Glenora School is our alternate relocation facility.

Medical Emergency

In case of a medical emergency with an individual child, the child will be sent by ambulance to a hospital with one of the teachers.  Parents shall be responsible for the cost of the ambulance.  EACH MORNING OR AFTERNOON PLEASE SIGN THE BINDER OUTSIDE THE CLASSROOM AND LEAVE A PHONE NUMBER WHERE YOU CAN BE REACHED.

Teachers will immediately contact parents by phone, if no parent is available, the emergency contact will be contacted.  The Teachers will do their best to ensure treatment is received directly.

Teachers will complete a written accident/incident report.  

Hazards are identified and removed as appropriate.  The children are permitted to play only on age-appropriate outdoor equipment. 

Any incidents of a serious nature will be reported immediately to the Regional Child Care Office.  Any incidents are documented directly to ensure accuracy.

Incidents are analyzed annually and a report is submitted directly to the Regional Child Care Office as appropriate.
RECORDS
Registration information is kept in the classroom binder which accompanies the teachers whenever they leave the building.  This information includes all pertinent health and safety information as well as medicine requirements.  Please ensure you update this information as appropriate so the teachers are able to deal with an emergency situation efficiently.

Administrative records including attendance, accident/incident, individual medical records forms, fire drill information, registration, contact information and evacuation policy are kept on site and current at all times.

Parents must sign in, attendance markers are planted and children are dismissed to a responsible adult.

At least one teacher is always in attendance whenever children are present.  Teachers are required to do a head count on an ongoing basis whenever the children are playing on the outdoor play equipment.  Also, verbal dismissal is conducted and cross referenced with attendance record for each class.  


