Centrepointe Artistic Preschool and Kindergarten

117 Centrepointe Dr Suite 125

Ottawa Ontario

K2G 5X3

Website: cap.zidabuisness.com

Email cap@zidabusiness.com

Tel.613-226-6257  Fax. 613-228 – 1886

Philosophy

Welcome to Centrepointe Artistic Preschool.  This school was created to serve the growing need for the education and care of young children for families in the Ottawa area.  Our main goal is to facilitate the development of children in all the different areas.  The progresses of each child are evaluated and adjustments will be made within each program to suit the children’s needs.  Professional music, dance and visual arts teachers reinforce the classes taught by the Registered Early Childhood Educators.  The school is professionally designed and regulated under the Child Care and Early Years Act.  It is an ideal place to educate young children.  Although the school is only a block away from the city of Ottawa Public Library the preschool has set up its own reference library with more than fifteen hundred books.  The school allows the children to explore their environment by providing age appropriate activities and amply opportunity to learn through play.
Program Statement

Centrepointe Artistic preschool is a quality child care centre which provides care to children between the ages of 18 months to 5 years old. Our goal is to provide young children the opportunity to grow in the areas of social, emotional, physical, cognitive and creative development. We try to focus on the arts by providing unique music programs, Tae Kwon Do and dance classes. We provide a bright, clean and safe environment where children are free to explore, use their creativity and learn through play. Our staff are trained in Early Childhood Education, first aid and CPR. We use observations and discussions around the staff, children and parents to help develop a creative curriculum based on the children's interests.   The goals for our program include the four foundations set out in Ontario’s Pedagogy for the Early years – Belonging, well being, engagement, and expression.  

Belonging – Our goal is for all of the children who attend our centre to have a sense of self, a feeling that they belong to a group and part of a community.  We want them to feel valued, share their thoughts, feeling and experiences with others in a non judgemental environment.  We will achieve this by encouraging everyone in our centre – staff, students, parents, and volunteers to form respectful, caring and positive relationships with one another.  We encourage children to educate their peers and staff about their culture and experiences and our programming will reflect this.   We will provide the children with a safe, clean environment in which they are free to explore and learn with positive interactions, communication and we will help with developing their social and emotional development. The staff will often document different areas of development with the use of pictures of the children engaged in different activities posted in the centre which we hope will give children a sense of pride, accomplishment and belonging.  They can look at the pictures and remember what it felt like to be involved in the activity, show their family and friends and be proud of their work.  The staff will support and encourage the children to be unique and creative and we will celebrate the individuality of each child in our program.

Well Being-  Centrepointe Artistic Preschool is a centre that is promotes children to be more active in their daily lives.  We provide each child in our care the opportunity to play outdoors for at least two hours a day (for children attending more than 6 hours a day).  We encourage the children to explore the environment and take guided risk.   We offer a dance class, Tae Kwon do and yoga classes where the children are engaged in active play developing their muscles and strength.

 We provide two healthy snacks throughout the day and are monitoring what the families are sending in their child’s lunch.  We ask that all families provide a healthy lunch that follows Canada’s food guide and if we notice that the children does not have sufficient lunch we will provide them with healthy food to supplement.  Our staff provides a positive environment for the children to eat and are responsive to the children and their cues if they are hungry or not.  We encourage the children to use their self help skills in both the toddler and preschool room. The older children are learning to serve themselves milk and water and some of the snacks in order to encourage appropriate portion control, self help skills and the feeling of accomplishment.

We are in constant communication with families through newsletters, communication books and daily conversations that may include discussions about the children’s overall well being, sleep habits, eating habits and level of activity.  In our newsletter we will often have different resources either attached or mentioned to help inform the parents with different ideas, tips, or community activities that will help with the development of their child. 

Engagement-  Centrepointe Artistic Preschool is a play based centre which believes that all children learn through play.  We have developed a child directed curriculum which involves the children’s interests to dictate what the activities will be based on.  At the beginning of each month the staff will begin a web with the centre being what the children in the program have expressed an interest in that day or week.  Throughout the month they will add to this web with different ideas and interests that have been expressed and observed and will plan developmentally appropriate activities for the children to engage in.  The staff will foster the children’s curiosity and creativity through different play based activities and we will provide materials that will draw them in to encourage active play.  The curriculum will provide experiences that challenge individuals both with indoor and outdoor activities.  We will have open ended materials offered for exploration, manipulation and investigation.

It will be the responsibility of the staff to not only observe the children’s play but to be involved in it and encourage the play to grow and expand to other areas.  The staff will make ongoing observations and documentations of the activities that we provided for the children and will be making reflections afterward to help evaluate what things worked and did not work for the children and how we could make improvements and changes.

Expression- It is the responsibility of all educators at Centrepointe Artistic Preschool to help foster the children’s communication and development.  The staff will encourage the children to express their emotions, thoughts and ideas with their peers and the educators through verbal and non verbal communication.  We will use a variety of materials to help encourage creativity and communications such as music class with a variety of instruments, exploration of music and movement, dramatic play as well as art. The staff will be there to provide positive interactions in a child lead activity and help encourage communication skills with one another.  We will ask open ended questions, help with creative problem solving and critical thinking.  We will provide different materials and ample time for the children to be engaged in a project that will allow the freedom of expression.  We have an extensive library of children books that are available for the children to read or a staff member to read with them and we will encourage discussions about what we read and have activities in the classroom that we can use as an extension of the stories that interest the children the most.

Different cultures and languages that are spoken at home are celebrated here at Centerpointe Artistic Preschool.  We ask the parents to help the staff learn some words in their first language and learn about the different cultures from around the world.  We educate the children about a variety of different holidays and encourage the parents to come in with different materials to help support our education on what they celebrate.

We will use observation skills and documentation of the children’s language in each program and with the children we can look back and reflect the growth and development of their language skills.
Language
Centrepointe Artistic Preschool teachers speak both English and French to the children through out the day and in the preschool program we have incorporated Mandarin classes on a weekly basis.

Licensing

The school is licensed under the Child Care and Early Years Act of Ontario.  It is required to meet all regulations of this act as well as, the Health and Fire Regulations of the City of Ottawa and the Regional Municipality of the Ottawa – Carleton area.

Admission Policy
1. The child care school is licensed to accommodate 16 preschool aged children (2.5 to 6 years old) and 15 toddler aged children 18 months until 3 years old) from 7:30 am to 6:00 pm
2. The program is run on a 12 month basis.

3. When registering a child, the parent must complete a registration and consent form.

4. Proof of immunization and an Immunization and Tuberculosis Assessment form must be filled out and produced prior to the child first full day in attendance.

Withdrawal and Dismissal Policy
1. One month written notice from the parents is required at the time any child is withdrawn from the program.  If notice is not received full program fees will be charged.
2. If an individual child’s behaviour becomes detrimental to his child care experience. Or disruptive for the other children, the school will take the following actions:

a. Meet with the parents to discuss concerns

b. Develop a plan which may include use of outside services and / or volunteer assistance.

c. Maintain ongoing contact with parents to monitor the situation

d. If in the opinion of the supervisor and management of the school, child care needs have not been met the parents will be given 2 weeks notice to withdraw their child.

3. If the family were required to make alternated child care arrangements, the child would be eligible for re-admission when the circumstances involving the withdrawal of the child were resolved and a space becomes available.

4. The school reserves the right to immediately dismiss a family in the event of a serious contravention of the code of behaviour.  No notice may be required.

Sharing Space Policy
1. Space sharing in an option for parents who are interested in part time care.  One full time space may be reserved for two families and shared.  The supervisor will be responsible to find another child to share the space with.

2. Part time children will be permitted to attend without sharing a space but the hours will have to be determined before admission.

Waiting List Policy

1. Upon occupation of all the spaces, a waiting list will be maintained by Date of Initial Request by the parents and start dates of the child.  The children will be moved into available space according to their start date.  If more than one child was enrolled on the same day the date of initial request will be used to determine priority.  A $100 deposit is required for any full time children and a $50 deposit is required for any part time children.

2. When offering spaces staff shall contact the parents by telephone or email at the information provided by the families.  If the parents can not be reached or calls are not returned the space will be offered to the next name on the waiting list.
3. Parents with whom staff is not able to make contact with on the second occasion will have their name moved to the last position on the list.

4. Parents shall have a two week period with the right of protest for re-instatement to the waiting list. 
Child’s Records
1. The child’s records are confidential and kept at the school for a five year period.  The file includes: Registrations form, consent forms, medical forms, and any accident reports, up to day immunization records and other pertinent information.  The parent may have access to this at any point. 

2. If the child has left the school, the file is put into storage.  There is a $25.00 fee to retrieve a file from storage and will be charged and paid in advance.

3. The school must be notified of any changes in status or information.  ESPECIALLY TELEPHONE NUMBERS, immediately so that we can update our records.

Fees
1. There is a one time registration fee due at the time of registration.  The fee is subject to change at the management’s discretion.  The fee as of 2012 is $ 50 for a part time space and $100 for a full time space.

2. Fees can be paid in cash, cheque, post- dated cheques, debit cards or credit cards.

3. An administration fee of $30.00 will be charged to parents in case of insufficient funds.

4. Parents are required to give at least one months notice when withdrawing a child from the centre. One month fees are due in lieu of notice.

5. The school reserves the right to deny child care services to any child who is two weeks behind in the payment of fees.  An administration fee of $30.00 will be added to the fees if payment is delayed for mare than one week.

Hours of Operation
1. General business hours are from 7:30am until 5:30pm Monday to Friday.

2. The child must be in school according to prior arranged time.  Please notify the office in the event of a change in time or absents.

Statutory Holidays

1. The school is closed for the following statutory holidays

a. New Years Day

b. Family day

c. Good Friday

d. Easter Monday

e. Victoria Day

f. Canada Day

g. Civic holiday (August)

h. Labour day

i. Thanksgiving Day

j. Earlier closer on Christmas Eve

k. Christmas Day

l. Boxing day

m. Early closer on New Years Day

Child Pick up and Release
1. On arrival and departure times it is essential that each child be signed in and out daily on the attendance posted in your child’s classroom.
2. Only individuals whose names appear on the registration form under emergency contacts or authorized pick up on the will be permitted to pick up the child, unless a written note is received or a verbal requested is made in person by the parent to a staff member.  If the staff has not met the person picking up the child we will ask them to show a piece of identification and ensure that it matches the name we were given before we release any child.

3. The school is NOT responsible for the child until they have reached the school.

Late Pick Up Policy

1. The school closes at 5:30PM.  The parent must inform the school in advance of any delay.  A late fee of $10.00 for the first 15 minutes or part thereof and $5.00 for every subsequent five minutes thereafter will be charged.
2. All charges are to be paid within two days.

Arrival and Departure

1. All parents dropping off and picking up a child must sign the attendance sheet located in their child’s classroom.

2. It is the parent’s responsibility to dress and undress the child upon arrival and departure.

Clothing and Other requirements

1. All clothing kept and worn to the school must be labelled with your child’s name or initials.

2. The following is a list of required clothing to stay at the center:

a. Two changes of clothing – including socks and underwear (if applicable)

b. Extra mittens in the winter

c. Neck warmer for the winter – please do not send scarves

d. Indoor and outdoor shoes

e. Sun hat for the fall, spring and summer and winter hat for the cold days.

f. Sunscreen from May to October – to be provided by individual families

*****The school is not responsible for lost articles*****
Clothing Safety Standards

All strings or cords must be removed from your child’s clothing.  The school reserves the right to remove or cut off strings and cords before allowing your child on the play structures or any of the outdoor equipment.  Scarves are not permitted at the preschool we prefer neck warmers. We ask that you do not send hats with ties or strings as well. We ask that the children have running shoes with non-slip soles during the warmer weather or shoes that they children can run in safely outdoors.  We prefer you children not to wear flip flops during the summer for safety reasons.
During the winter season we require your child have all the necessary clothing to play outdoors in the cold. (Snow pants, boots, hat, mittens and neck warmer)

If your child is not dressed appropriately for outdoor play we reserve the right to refuse your child for outdoor activities on that day.

Transportation
Transportation to and from the school is the responsibility of the parents to arrange.  When there is bussing to and from school it is the parents responsibility for the coordination arrangements between the school and the preschool.  Please advise the school of all transportation arrangements at the time of enrolment.

School Closures

In the event of the school bus cancellation prior to 7:30 am, the Kindergarten children are welcome to come to the preschool all day if the space allows for it.  Please make arrangements by calling the preschool in the morning to inquire if we have the space for them before dropping your child off.  It is important that the school follows the teacher to child ratios laid out by the  Child Care and Early Years Act  and we can not exceed that at any time.

Evacuation Plan

All the children in the school will evacuate the premises when required.  Children will exit through the emergency exit door and meet at the predetermined area (The Ben Franklin Place).  In the event that the children cannot return to the preschool the children will remain at the emergency shelter and the parents will be contact to pick up as soon as possible.

Fire Drills

The school conducts fire drills monthly to familiarize the children with the proper routine and escape procedures.  All fire drills are documented.
Behaviour Management

1. In accordance with the Child Care and Early Years Act, no child shall be disciplined by physical means.  Ridicule, sarcasm and threats, as well as other such techniques are not acceptable methods of discipline.

2. Discipline is approaches as a means of re-directing, destructive or negative behaviour and assisting the child in expressing his or her feelings in a socially acceptable way.  All children’s feelings are respected and can be expressed verbally.  The role of the early childhood educator is to censor and discourage negative and aggressive behaviour, while recognizing the child’s right to express them.

3. When disciplining a child, the emphasis is place on the behaviour itself and is not a reflection of the individual.

4. Redirection is done in a positive manner such as “Please walk” rather then “Don’t run”.  The age of the child is considered when discipline is occurring, i.e. a five year old might be given a warning regarding the consequences of his actions while a three year old might need two or three warnings.
5. Discipline occurs as soon as possible after an unacceptable behaviour and is related to the behaviour.  The staff’s expectations of the children must be made clear to them as are the consequences of not following the agreed upon rules.

Code of Behaviour

1. A Code of Behaviour has been developed to ensure that the school provides a physically and emotionally safe environment for children, families and staff.

2. The school believes that children develop a capacity to understand which behaviour is acceptable in both the school and community.

3. The school believes that the children should be encourages to learn at accept both responsibility for their actions and appropriate consequences.

4. The school believes that children should be encouraged to have confidence in their ability to handle potentially aggressive situations.

5. The school believes that the policies of the school should ensure that a non-violent theme is reflected in all aspects of programming.

6. Finally, the school believes that children should be assured that while they are developing concepts, skills and confidence, this school will act on their behalf in all situations that are out of their control.

Therefore, The Centrepointe Artistic Preschool have adapted a code of behaviour which states:

1. Children and families will respect the personal rights of each other.  Any form of physical, emotional or verbal aggression is unacceptable.  No behaviour of this nature will be tolerated.

2. Children and families will respect the property of other people and the school.  Any damage done to the school itself or its contents, including the property of other children and teachers, is unacceptable and appropriate consequences will be implemented.

3. Established consequences as outlined in the Parent Handbook: Demission Policy Section will follow any aggressive, abusive and or violent acts.

Lunches and Snacks

1. The school provides two nutritious snacks for the children, once in the morning and once in the afternoon.

2. The parents will provide a nutritious lunch for their child that contains one item for each food group listed on the Canada’s food guide.

3. The families will be made aware of any snacks or lunches that are provided by the school that are different from our daily menu.

4. Milk and water are provided for the children during snack and lunch as well as through out the day when needed.

5. Please see attached form with food requirements for children in a licensed child care facility (located on the next page)

6. During special events and holidays the staff may provide the children with different treats and candy.  We are very conscience of every individual allergy and would never give the children something that contains these items.  It is important that the parents understand that there may be some days that we offer your child a special snack or bake something that may not be on our usual snack menu.

We ask that all parents sign off on this on the registration form allowing their child to participate in these special occasions.  If this is something that you feel your child can partake in please sign the form.  If you are not comfortable with your child having a special treat from time to time just let one of the staff know and we can give you an opportunity to provide your own.

Allergies

1. If your child suffers from any kind of food allergy or other life threatening allergy the school must be informed. 

2. Children with multiple allergies to food products must sign off on any of the snack items or provide their own snacks on the day that are not approved by the parent.

3. If for any reason, your child allergies change, a doctor’s note confirming this change must be provided and kept in your child’s file.

4. If your child has an allergy that produces an anaphylactic shock or other life threatening reaction, your child must have an Epi-pen or the equivalent to be left at the centre.

5. The school can not be responsible for the preparation of the child’s lunch.

6. No peanuts or nut products are permitted in the preschool.

Health

1. A child cannot attend the school if he or she has any of the following symptoms:

a. A fever of 100 F or 37.7.C or higher.  ( The child must be fever free for 24 hours before returning to the school) If the child has a lower temperature but cannot functions in the program a parent must make arrangements for them to be picked up immediately.

b. Continual vomiting or diarehha ( Must be symptom free for 24 hours before returning the school)

c. Any unexplained rash or skin irritation ( must be seen be physician prior to returning to the school)

d. Eyes/ears that are oozing any form of discharge ( must be seen be physician prior to returning to the school)

2. If any of the above symptoms develop while your child is at home it is requested that you keep your child at home and notify the preschool of your child’s symptoms
3. If any of the above symptoms develop while your child is at school you will be notified and it is expected that someone will pick up your child as soon as possible.

4. Children with sever cough, runny nose and congestion should be closely monitored.  Staff may suggest a few days at home to rest or that the child should be seen by a physician

5. We would request scheduling immunization on Friday afternoons as to give your child 48 hours to recover from the side effects.

6. There is no area for sick children to rest during program times.  Please make alternate arrangements for your child if he or she can not function in the program.  The schools policy is if your child is too ill to go outdoors he/she should not be at school as we are scheduled to play outside twice a day and there may not be an extra staff to stay inside with your child.

7. We reserve the right to refuse a child we feel is too sick to function in the program.

8. If your child will not be attending the school please notify is as soon as possible.

Children’s Diseases
1. In the event that your child contracts a communicable disease (i.e. measles, impetigo ect) he/she must stay at home.

2. Your child will be allowed to return to the school once he/she is no longer contagious.

3. The staff will inform you of any incidents of communicable diseases that are in the school and ask you to watch for symptoms in your child.

Administration of Drugs

1. Prescribed medications will be administered by the school when it is required during the program hours.

2. All medication must be prescribed by a physician or accompanied by a written note from the physician with specific instruction before administered.  This includes Tylenol, cough syrup and other non prescribed drugs.

3. A drug or medication will be administered to a child only from the original container as supplied by the pharmacist and the container or package must be clearly labelled with the child’s name, the name of the drug or medication and the date of purchase and instructions for storage and administration.

4. The parents must complete a Medication Authorization form indicating the times the medication is to be given as well as the dosage, storage and side effects.

Accidents

1. When an accident involving a child in the program occurs, the staff will administer first aid if required.  An accident report will be completed vu the staff for all accidents within 24 hours of the occurrence.  Parents will be asked to read and sign these reports and they will be kept in the child’s file.

2. In an injury is more serious in nature, the parent will be contacted immediately and informed of the situation.  If emergency treatment at the hospital is necessary, parents will be told to meet the staff at the hospital.  In addition to an accident report, a serious occurrence report may be completed and filed with the Ministry of Education within 24 hours.  All reports will be kept in the child’s individual file.
Child Abuse
1. The four areas covered under the term child abuse are physical abuse, sexual abuse, emotional abuse or child neglect.  In an individual case there could be only one form of abuse or combination of types of abuse.

2. Child abuse is a serious occurrence by definition of the Child Care and Early Years Act. It is the legal responsibility of every person including volunteers, students, or support staff who has contact with a child care centre or school to report the suspicion of abuse to the Children’s Aid Society of Ottawa Carleton.  Persons failing to report the suspicion of child abuse are subject to legal action and a fine if convicted.

3. The Executive Director will contact the parent to discuss the school’s concerns before CAS is called (Child and Family Services Act, 1984, section 68(2) (3) (4) and section 81(b).

Field Trips

1. Occasionally the children will go on a special outing.  Parents will be notified of any planned outings and are welcome to join in the fun.  A parent’s signature will be required on a Field Trip Authorization form prior to your child attending the excursion.

2. At the time of enrolment and monthly thereafter parents will be asked to grant permission for their child to participate in some common activities outside the school.  These may include a walk to the park or local stores etc.  Parents will be informed of these activities as they occur.

Vacations
1. We all look forward to a change of pace in our lives and so does your child.  No matter how much fun your child had a preschool it does become routine.  Just as you look forward to your vacation from work or school your child needs a break as well.  Please keep this in mind when planning vacation time for your family.  We recommend a minimum of two weeks plus a few unscheduled long weekends during the year.  Your child’s teacher will advise you if they feel your child needs time away from the school.

Serious Occurrences

As of November 1 2011 all serious occurrence must be reported to the ministry within 24 hours of the incident as well the serious occurrence must be posted on the parent’s board in the front lobby for a minimum of 10 business days.  The reason for this is to inform any existing or new parents to the centre of any occurrences that have happened at the child care centre.  This form will be posted on the parents boards located in the front lobby near right next to the license and licensing summary chart.  These forms will be kept in the centre for a minimum of 2 years following the date of the occurrence and will be made available to any existing parents, prospective parents, licensing and municipal children’s service staff  upon their request.

Allegations of Abuse

If there is an allegation of abuse within the center a serious occurrence form must be completed and reported to the ministry within 24 hours.  If the Children’s Aid Society is involved and has finished their investigation (if needed) the form should be clear concise and the information should be posted for parents to see.  The form will identify whether:

-CAS had verified or not verified the allegation

- The operators’ actions required by CAS or the Ministry

* If you are unsure whether or not to post the serious occurrence form please contact the program advisor. 

Students and Volunteers
All college or high school students or volunteers over the age of 16 will provide the supervisor with a clean criminal reference check to work with people in the vulnerable sector before starting to work with the children.  The students or volunteers will read the policy and procedure binder and sign off that they have read and understood all of our policies.  They will never be left alone with the children; they must be supervised by a staff member at all times.  They are not to be counted in the child to staff ratio.
