BEARSPAW PRESCHOOL SOCIETY

POLICIES

I DESCRIPTION AND PROGRAM PHILOSOPHY 
Bearspaw Preschool is a not-for-profit, community-based society that offers both morning and afternoon programs for three and four year old students.  The school is dependent on parent volunteers to operate.   A five member executive board, consisting of a President, Vice President, Secretary, Registrar and Treasurer, is elected in each year to operate the school.  Eight classroom coordinators are also recruited to be a liaison between the executive board, the teachers and the parents.  Any remaining members are included in decision-making by attending general meetings, volunteering in the classroom (based on a rotating schedule), and participation in classroom activities and events. 
The three and four year old programs are developed and implemented following a play-based philosophy.  The students have the opportunity for free play, structured play and direct teaching in a stimulating environment that promotes the development of the whole child; creatively, emotionally, intellectually, physically and socially.

The program is non-competitive and there is no testing of ability or direct comparison to peers.  

Program Requirements

· Renew under the Alberta Child Care Licensing Act – every 1 to 3 years 

· Arrange inspections as required:


Fire Prevention Inspection Report - annually


Calgary Health Region, Social Care Inspection - every 2 years
· Carry adequate insurance for both the classroom and Board of Directors

· Renew rental agreement with the Bearspaw-Glendale Community Association as necessary

II 
REGISTRATION/WITHDRAWAL POLICY

Admission Requirements
· To enter three (3) year Preschool, a child must be three (3) years by the end of December of the current school year.

· To enter four (4) year Preschool, a child must be four (4) years by the end of February of the current school year.

· Children must be toilet trained; the teacher will not change any diapers.

· Registration is open to all residents within the Rocky View boundaries, as well as the City of Calgary.

· Enrolled students must possess a current membership to the Bearspaw/Glendale Community Association (BGCA). 
The preschool reserves the right to ask a student to withdraw from the program if any one of these conditions is not met.  
Registration

Registration is not determined on a first-come, first served basis, but rather follows the priority levels as outlined below.

· Pre-Registration for the coming year commences at the beginning of the calendar year with the date to be determined by the Board.

Priority at pre-registration will be given in the following order*:

(a)  Children currently enrolled in Bearspaw Preschool, same time slot

(b)  Children currently enrolled in Bearspaw Preschool, change of time slot
(c)
Siblings of children currently enrolled in Bearspaw Preschool
(d)
Siblings of children previously enrolled in Bearspaw Preschool

(e)  Children enrolled in a program who withdraw prior to current year registration (minimum four weeks attendance)

· Regular Registration for the current year commences in February of the calendar year with the date to be determined by the Board.
Priority at registration will be given in the following order*:

(a) Bearspaw residents (as defined by the Bearspaw School boundaries), proof of residency required 

(b) Siblings of children previously enrolled in Bearspaw Preschool

(c) All other registrations will be given spots based on availability

*If, at any level of priority, more applications are received than spots are available, positions will be filled by lottery.  Once all spots are taken, the remaining registrants will be put on the waitlist in an order also determined by lottery.  

After the registration nights, any new registrations will be processed on a first come basis for any remaining spots.  
· During pre-registration, students may only enroll in either the three year or four year program.  (The Alberta Child Care Licensing Act states that we can only provide a maximum of four hours per child per day.)
· Once a participant has been formally accepted, the child’s priority of acceptance cannot be pre-empted.

· Registration and/or wait lists will remain open throughout the school term until classes are filled.

· Completed registration forms will not be accepted unless accompanied by : 
(a) a photocopy of current immunization records or a signed statement for families who    have chosen not to vaccinate 

(b)  $100 non-refundable registration fee,  

(c) all required post-dated cheques (specified under fees)  
· A current membership with the Bearspaw/Glendale Community Association is mandatory for participation in the preschool program.

· A copy of the Policies is available for all members at the school and on the Preschool website.

Fees

· $100.00 Registration fees are non-refundable once a position has been offered and accepted, per registrant

· Postdated cheques for program fees for the entire term must be submitted on registration day for the upcoming school year.  Tuition will be in three installments with the first covering the first 3 months and the final month’s fees. The second installment is for the months of December, January and February. The third installment covers the months March, April and May. See current fee schedule for tuition fees.

· Participation in fundraising activities and events is on a volunteer basis and is not a program requirement. If it is determined that a program requires additional funds for specific goals, parents are encouraged to participate.

Withdrawal

Once registered, cancellation will result in forfeiture of the non-refundable registration fee.

One month’s notice must be submitted to the Board prior to withdrawal. Failure to provide sufficient notice will result in forfeiture of the next month’s tuition. The Bearspaw Preschool Society reserves the right to discontinue a child for reasons of non-payment of fees or inability of a child or parent to adjust to the program. If a child is discontinued the parent will not forfeit the next month’s tuition.

If a child is withdrawn for any period of time (i.e. vacation), fees must be paid to maintain the child’s place in the program.

Verbal abuse towards the Teaching Staff or Board Members will not be tolerated.  The Board reserves the right to ask a family to withdraw a child from the program if abuse is reported.  
Class Size

Entrance shall be limited only where necessary to meet Provincial Government regulations and physical and financial constraints.

The maximum number of children enrolled in each class is:

4 year Preschool
16
3 year Preschool or 3 / 4 multi-age
14 (Fire code restriction of 6 students under age 3 prior to Dec. 31)

Should class size reach maximum enrollment, children wishing to enroll will be placed on a waiting list, and will be contacted should an opening become available.

School Calendar

The Board determines the School calendar with respect to holidays, days off and professional development days (In service). All members will receive a copy of the school calendar at the start of the school year.  A copy will also remain posted on the Preschool website in the Parent Handbook.  

III
PARENTAL OPPORTUNITIES AND DUTIES

1.
 It is mandatory that parents are to commit their time and energy to assist the Preschool programs as follows:

(a)
Assist with field trip transportation and supervision, and the staging of special events and parties for the classes.

(b)
Volunteer as a parent helper in the classroom on a rotating basis.
(c)
Volunteer for classroom cleanup and toy washing, maximum two times per school year 
(d)
Complete and update all registration information.
(e)
Assist in any optional fundraising projects, should it be deemed required.

2.
If a parent is unable to fulfill a commitment with respect to the above, the onus is on the parent to find a substitute.

3. Parents are responsible for transporting registered children to and from school.

4. It is a Parents’ responsibility to ensure safe entry to the classroom and to advise the teacher if someone other than a parent is picking up their child after class.

5.
A student should be in the classroom no earlier than 5 minutes prior to class, and should be picked up promptly at the end of class.

6.
Please inform the Preschool if your child is going to be absent.

7.
Parents are not permitted to bring non-enrolled children into the class on their parent helper days, unless there are extenuating circumstances and have teacher approval. Exceptions are sometimes made for class celebrations, and parents will be notified of these exceptions.

IV
DISCIPLINE POLICY

The Teacher is responsible for setting clear expectations and consequences with respect to acceptable and not acceptable behaviour in the classroom.  The Teacher and the Teacher's Aide will work together to encourage and enforce these expectations in appropriate ways.

Discipline will be administered through a series of escalating actions as follows:

1. Allow the children a reasonable length of time to solve the problem on their own, with zero tolerance for violence (hitting, kicking, scratching, etc).

2. The Teacher will talk to the children regarding the incident, guiding them to consider the rights and feelings of others and assisting with finding a solution.

3. Teacher intervention may involve distraction, redirection or separation of the children, if necessary.

4. For unmanageable disruption or incidents that interfere with the well-being of others, the Teacher will contact the parents of the child(ren) involved, as well as the President, to discuss the behaviour problem(s) and what actions may be taken to remedy the situation.  The Teacher will document the behaviour in an incident report and an action plan may be formally written up.
5. An action plan defines:


a. observed (unacceptable) behaviours of the child;

b. method(s) of approach to deal with the concern(s);

c. indication from all parties of their support of the approach;

d. a schedule for follow up meetings.  

If an action plan is created, teaching staff will write down a simple log of observations (positive and negative) on a regular basis so that the situation can be more objectively assessed.

6. If, after reasonable efforts on the part of the teaching staff and parent, a child cannot cope within the guidelines of the program, he/she will be asked to leave the program.  This will be evaluated by both the Teacher and the President, based upon the written action plan and the observations/evaluations with respect to the child's behaviour since the creation of the action plan.

Feedback/Communication Guidelines
If a parent has a concern or issue with the Teacher, the Teacher's Aide or the running of the classroom, the first step is to seek clarification from the teaching staff.  If this does not address your concerns to your satisfaction, you should inform the President.  

If a board member has a concern with regards to a Teacher, a Teacher’s Aide, or the running of the classroom, he/she may discuss this directly with the President.

If the teacher or the Teacher’s Aide has a concern with regards to the preschool operation, other staff, board, parents or children, he/she should notify the President. It is at the discretion of the President to consult with the executive Board Members if necessary.

V
SICK CHILD POLICY

Injury

Our teachers are required to have a First Aid Certificate. Should an accident or injury occur, the following steps will be taken:

Minor--
Minor treatment, for example bandages, may be treated by the teacher, teacher’s aide or parent volunteer. The teacher will advise the parent(s) of any incident at the end of class.

Serious--
The Teacher, aide or parent volunteer will contact the parent or emergency contact person. If unable to make contact, the child will be taken to the nearest medical clinic or Hospital. We would use the Ranchlands Medical Clinic and the Children’s or Foothills Hospital. The child will be accompanied at all times by a parent designated by the Teacher until the child’s parent arrives. The teacher will make the decision as to whether or not an ambulance must be called. Any fee incurred is the parent’s responsibility. The incident must be documented on an injury form. Two adults must remain with the class while the injured child is attended to.

Medications will not be administered to children unless the appropriate medication form has been completed and signed by the parent, and provided to the teacher.

Sickness

An ill child should not be sent to school. If a child has a fever or bad cold, he/she is deemed to be ill. Should a child appear to become unwell during school, the teacher may contact the parent to take the child home. If your child develops a communicable disease (i.e. chicken pox, whooping cough, impetigo, lice, etc.) the parent is expected to inform the school immediately.
VI

CHILD RELEASE POLICY
1. During registration, parents must list the names of all persons, other than the parents, who are permitted to pick up their child on a regular basis (e.g. friend, neighbour, nanny). 

2. If the person picking up the child is not known to the teacher or is not listed on this form, information about the person must be provided to the teacher at time of drop off, including the following: name, phone number, and physical description. This person may be asked to show picture ID.
3. A verbal indication of someone who is on the class list will be accepted, for example one parent/caregiver (with child attending the program) is picking up two friends for car-pooling, play dates, etc.

4. As the teachers see a parent/caregiver ready to pick up (outside the door), then the child is dismissed one at a time.

5. If an unauthorized person arrives to pick up a child, the child will remain under the supervision of the teacher at the preschool. The teacher will try to contact the parent to clarify and will explain to the individual the policy that no child will be released without authorization from the parent or guardian. 

6. If difficulties arise, all reasonable efforts will be made by Bearspaw Preschool staff to ensure the safety of the child and the other children. If necessary the police will be called for assistance. 

7. The door of the portable classroom is locked for security reasons throughout the class and to avoid having all of the parents/children in the entryway at the same time.

VII
SCHOOL CLOSURES/EMERGENCY

School closures may happen due to inclement weather or any other unforeseen problems associated with the safe operation of the classroom (mechanical, plumbing, or water failures).  The Preschool has the authority to cancel classes under these circumstances.  In general, the Preschool follows the Bearspaw School with respect to closures in the winter.  In the event of any closure, Classroom Coordinators will be contacted as soon as possible and asked to initiate an emergency fan-out to families. 

Should the Teacher deem it necessary to cancel a class already in progress, the school will notify parents of the shortened class and parents/emergency contacts will be required to pick up their children.  If the emergency contact can not be reached, the Teacher will stay with the child until the child can be picked up by the appropriate parent/caregiver.

In the event of a school closure, there shall be no pay deductions for staff.  

Emergency
In the event of an emergency, the children will be evacuated to the Bearspaw School. Parents will be notified to come and pick up their children.
Fire Drills
The children will be instructed on fire drill procedures on a regular basis.  The Teachers must record each fire drill in a classroom log.  

VIII
STAFF POLICY

The Preschool teacher must possess a recognized degree or certificate in education with a concentration in early childhood education, a current First Aid Certificate and Child CPR.  Acceptable degrees or certificates may include a Bachelor of Education degree, a Masters of Teaching degree, or an Alberta Teaching Certificate.
The Preschool teacher aide must possess a Child Development Assistant Certificate (previously identified as Level 1).  The aide will be allowed six months to obtain certification upon employment; however they will have no unsupervised access to children until certification is complete.
The Preschool program requires a primary staff: child ratio of 1:12, that is, 1 adult for every 12 children, in accordance with Regulations of Family and Social Services. The Primary Staff: Child ratio is to be met at all times.
All staff members are required to have current criminal checks. 

All staff members are required to review and abide by the following:

· Bearspaw Preschool Society Policies

· Alberta Children’s Services Protocols for Handling Child Abuse

· Bearspaw Preschool Information Booklet (Parent Handbook)
IX

EVALUATIONS

Program and/or Staff Evaluations

A Program Evaluation Coordinator, qualified in Early Childhood Education, and not a member of the Society or the general membership, may be asked to attend the Preschool Program for the purpose of observing interaction between students and Teacher(s), and between the Teacher and Aide to determine overall effectiveness of each program. This position is for observation and feedback purposes only. Any forms used for the evaluation will be developed by the Board and reviewed by the teaching staff prior to the evaluation/observation date(s). Resulting evaluations must be discussed with the Teacher and President of the Board. Requests to have the Program Evaluation Coordinator attend a class or classes may be made by either the Board or the Teacher.

Student Evaluations

The Preschool teacher informally monitors each student’s progress during the year. Interviews or informal meetings may be arranged at the Teachers’ or parents’ request.
X 

MEETINGS

The Bearspaw Preschool Society Board is the decision making body for the Preschool programs. Decisions shall be arrived at through the use of parliamentary procedures.

Board meetings -- held every 4 to 6 weeks between General Meetings. The Board meeting provides the opportunity to coordinate activities between the different classes. Any member of the Society (parent of enrolled student) may volunteer to participate on the Board. If a Board member cannot attend three (3) consecutive meetings, she will be asked to relinquish her position.

General Meetings -- held three times during the school year.  Parents and teachers are encouraged to attend all General meetings so they may have input on the decisions being made.  Minutes are to be either publicly posted or distributed by the Secretary promptly after each meeting.
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