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INTRODUCTION 
Our role in the care of young children within the Preschool is both, to care for and nurture them in a healthy 
and safe environment so as to promote their development and learning.  
 
The importance of Preschool education is highlighted in the Early Years Study report by Hon. Margaret 
McCain and J. Frazer Mustard. The report emphasizes the development of the brain in the first three years of 
life, sets the base of competence and coping skills for the later stages of life.  
 
The measure of brain development is in five general domains: physical health and well being, social 
competence, emotional maturity, language richness, general knowledge and cognitive skills. 
 
It is our aim to provide a “child-centred” education. We aim to provide development through a carefully 
prepared environment in the following areas. 
 
INTELLECTUAL 
 
A child’s intellectual development is affected by the richness and variety of educational material, available for a 
child to touch, manipulate and use. By providing a range of experiences through computers, books, games, 
toys, sensory material, worksheets, pre-writing, pre-math, art and craft, drama and pre-reading activities, as 
well as music and monthly field trips, we develop the child to his /her full potential. Carefully graded 
experiences encourage cognitive growth and constructive, creative thinking.  
 
Our curriculum for the year is well defined and stimulating. It is developed to provide a holistic experience for 
each child. Each week we follow a different theme and all our daily activities revolve around this topic. A typical 
day includes language (conversation period), worksheets (hand control, alphabet, numbers, thinking skills), 
computers, group activities, music and fine motor skills, gross motor skills (outdoor play), art and crafts and 
rest time. 
 
Infants will be provided with a good, healthy diet, good physical care and also affection and attention from 
caring adults who will respond to their tears, smiles, gestures and desires to explore the environment around 
them. Our aim is to focus and develop their abilities in a safe surrounding. 
 
PHYSICAL DEVELOPMENT 
 
The role of the Preschool is to make sure that all the physical needs of a child are met in a safe environment. 
By following programs such as “Rainbow Fun” and “Spring into Spring” the children remain healthy, have fun 
and settle down more easily for other activities. Physical activity strengthens the body and the mind. Outdoor 
physical play strengthens bones, muscles, the heart and lungs. It also improves flexibility, co-ordination, 
balance, maintains a healthy weight and improves sleep. It increases a child’s self esteem, is an outlet for 
stress, improves learning and builds co-operative skills. 
 
SOCIAL DEVELOPMENT 
 
In the early years the strongest impact of the environment is social influence. Therefore, we provide a model 
from which the child can absorb acceptable social behaviour and cultural norms. It is our aim to teach our 
children to work as part of a group and independently, to concentrate for sustained periods of time  according 
to their age and to seek help as required. 
 
Our teachers direct the whole group without losing touch with each child’s needs. The children are taught to 
use all equipment according to the purpose that it is designed for, use it with care and respect, share and 
return it to its designated spot. Manners and table etiquette are encouraged at all times. 
 
EMOTIONAL DEVELOPMENT 
The manner in which a child is treated and handled in the first six years is critical to her/his emotional 
development.  We provide a “caring” environment with educators who are always smiling and pleasant. The 
Maple Tree Preschool environment is warm, inviting and offers the child and family a sense of belonging. Our 
aim is to provide a smooth transition from home to Preschool and later from Preschool to school.  
MUSIC  
 
We have a piano at most sites and a music teacher gives music lessons twice a week. Music and rhythm is 
taught depending on the age of the child. 



 
COMPUTERS  
 
We have integrated computer learning into the curriculum. Children have individual computer time in rotation 
with other activities so that they have FUN while learning. The educational software is an excellent tool for 
learning and is chosen from the best educational games on the market. 
 
Computer software teaches the children letter and number recognition, hand-eye co-ordination, spatial sense, 
computation, colors, shapes, patterns, and relationships. It is a tool to develop a child’s listening - speaking 
skills, left to right directionality and phonics. The children make progress in their creative and logical thinking 
and reasoning ability as they are required to problem solve. A great deal of enjoyment and creativity is 
achieved while they use art, science building and music programs.  
 
The computers are connected to a printer so the children learn to print cards. They also use the keyboard 
once they are familiar with the alphabet and numbers. Most software programs have increasing levels of 
accomplishment and this keeps the children challenged builds their confidence and keeps them interested. 
 
Some programs are designed to generate progress reports. Detailed computer reports are supplied to the 
parents so that they see the learning objectives, problems attempted and the percentage of problems 
mastered in different areas of learning.  
 
OUR VISION 
 
To provide a happy, safe and caring environment. Our aim is to develop our children into life long learners and 
become the best educated and competent population in the world. 
 
OUR MISSION 
 
We will provide a ‘child - centred’ education. The children’s positive self-esteem are enhanced by care and 
guidance in a warm, loving, stable, stimulating and creative environment. The children’s physical, social, 
emotional and language development will be fostered by a variety of experiences during school. The basic 
philosophy will be ‘freedom within a structured environment’ to enable the children to be self-disciplined. 
 
OPERATIONS 
The Preschool is a children’s facility licensed by the Ministry of Community, Family and Children’s Services. 
The Staff and parents are encouraged to provide input into program development and program review. 
Through regular newsletters, interviews, postings and meetings, parents will be kept informed on all child care 
matters. We have an active Parent Advisory Board. 
 
PROGRAMS OFFERED  
 
Infants (St. Benedict / Laurentian) Aged 3 to 18 months. 3 children per educator. 
 
Toddlers    Aged 18 months to 30 months. 5 children per educator 
 
Preschoolers   Aged 2.5 years to five years. 8 children per educator 
 
Alternate Day JK   Aged 3 yr. 8 months to 5 years. 10 children per educator. 
 
Before/After School  Aged 6 years to 12 years. 15 children per educator 
 
Children attending Junior Kindergarten may enrol at Maple Tree Preschool for the Alternate Day Junior 
Kindergarten program. The school board provides transportation to and from our centres, to designated 
schools.  
 
 
PROGRAM TIMES  
 

Full Day   8:30 A.M. to  4:30  P.M. 
        Morning          8:30 A.M. to 12:00 P.M. 
      Afternoon           1:00 P.M.  to  4:30 P.M. 
   Before School     7:00 A.M. to  9.00 A.M. 

After School       3:15 P.M. to 5:30 P. M (6:00 P.M. @St. Benedict & Laurentian sites) 



 Extended Days  Over 9.00 hours 
 
Children are required to attend a minimum of two sessions per week. The children are expected to follow the 
above schedule so that they do not disturb the program. The number of hours a child is calculated to be 
present at the Preschool is based on the schedule start time of the program the child is attending. 
 
If your child is sick, please inform us before 8:30 A.M. or leave a message on the answering service. Please 
know that you pay for the days you have booked a spot. If your child takes a bus to school from Maple Tree 
Preschool please notify us if he / she will not be on the bus. 
 
Parents are encouraged to take note of DAILY information posted in the front entrance. Please do not let 
medication be carried in a child’s backpack. Please give the medication to a teacher and sign an authorization 
slip. 
 
Please check your child’s locker daily to pick-up dirty clothes and/or toys. Worksheets and art work will be 
given out every Thursday. 
 
We have a nut free environment (and pork free at John Street). Please ensure that you have completed the 
Child Allergy Survey. 
 
DAYS AND HOURS OF OPERATION 
 
The Preschool is open from 7:00 am to 6:00 p.m. (5:30 p.m. at John Street site) throughout the year from 
Monday to Friday.  
 
The  school will be closed for eight statutory holidays: New Years Day; Good Friday; Victoria Day; Canada 
Day; Civic Holiday; Labour Day; Thanksgiving; and Christmas Day. Fees will be charged at the normal rate on 
the Statutory holidays. The Preschool will be closed for one week between Christmas and New Year (no fees).  
At John Street we may close for two Jewish holidays. (Advance notice will be given) 
 
ARRIVAL AND PICK-UP 
 
Parents are responsible for dropping their children off and picking them up from the Preschool. The child will 
be released only to those on the “authorised release form”. All children must be signed in/out when they attend 
the school.  
 
As children are dropped off and picked up, parents are requested to sign children in/out as this is a mandatory 
requirement under our license. Please leave your child with an educator and please supervise him / her at all 
times during arrival and departure. A fixed time should be established to pick up and drop off children for their 
safety and staff planning purposes.  If you are running late please notify the site supervisor. 
 
In the event  an authorised person arrives to pick up a child, in a state of intoxication or other circumstances, 
the staff are instructed to arrange for an alternate authorised person. If unsuccessful, staff will contact the 
police and the Children’s Aid Society. 
 
If by 6:00 p.m.(5:30 p.m. at John Street site) a parent has left no message, the emergency person named on 
the admission form will be called. If this person can not pick up the child at once the Children’s Aid Society will 
be called. Please adhere to timings on the drop off and pick up forms to enable us to plan our staffing 
requirements. 
 
 
 
 
 
ADMISSION POLICY 
 
An interview will be arranged to familiarize you and your child with our environment, answer questions and 
complete admission forms prior to enrolment. We require one week to complete the registration process. 
 
Written notice of withdrawal must be given at least two weeks in advance. 
 
WAITING LIST POLICY 
• Our  waiting list is based on the date the registration forms are filled and submitted.  



• The registration for full time children will be given preference. Every effort will be made to match parents 
with part time requirements so that all the spots are kept full.  

• The child on top of the list will be offered a spot as it becomes available.  The parents will have the option  
to take the spot or decline and wait for the next available spot.  At all times we will work with parents in a 
collaborative effort so that no vacancies occur. 

• Children already on part time admission will be given preference in attaining a full time spot. 

• The start date can be altered and the date of change will determine the position on the waitlist.  

• If a child needs to take a long leave, parents are expected to pay for the leave. If, however, that spot can 
be given to another child, a credit will be issued.  

 
FEES 
 
Monthly fees will be charged at the beginning of each month. The fee will be charged on the basis of the 
number of days booked. All children will be entitled to sick / annual leave which will be flexed to their 
attendance. A NSF charge of $20 and late pick up fee of $1 per minute on the centres clock is applicable. An 
interest at the rate of 2% per month may be charged for late payments. 
 
EXTENDED DAYS 
 
Some parents  require  keeping  their children in the Preschool for over 9 hours in a day primarily  due to  work 
requirements and traveling time. A charge of $5 per day per child will apply. This fee will be added to the fee 
for each group category. 
 
ANNUAL AND SICK LEAVE   
 
The annual/sick leave of 10 days will be apportioned monthly and flexed to the number of days each child 
attends the Preschool. The leave will be accrued and taken at the end of the year. Leave forms must be filled  
2 weeks in advance.  
 
This supersedes all earlier policies and is applicable to new admissions from September 1, 2003. The above 
guidelines may not be comprehensive and each situation will be addressed on its own merit. We welcome 
suggestions, or if you have any concerns please do not hesitate to contact us. 
 
We are open during the summer months and will also run the Summer Program for school aged children. Daily 
rates will apply . 
 
The children who do not attend Maple Tree Preschool in the summer will be required to re-register for 
September and will follow the normal waitlist procedure. Parents are requested to give 2 weeks notice or more 
when they plan to withdraw their child. 
 
Subsidised spots are available to eligible families. Further information may be obtained from the Supervisor. 
The schedule of fees is enclosed separately.  
 
 
 
 
 
 
ADMISSION PART TIME OR ON A SCHEDULE AND RELATED FEES 
 
Each site offers 15% part time spots.   Depending on space availability,  part time admissions may be offered 
for short term periods. Children already on part admission may be given preference, for a full time spot. 
 
If parents desire part time spots  for their child  they may take the spot at an increased fee, depending on 
availability.   There will be an additional fee of $5 per child for toddlers/ preschoolers and $10 per child for 
infants. This fee will be applicable till such time the vacant days are filled.  
 
CHILDREN WITH SPECIAL NEEDS 
 
Children with special needs are integrated into our program. We are members of Child Care Resources and 
have access to the teaching and technical support offered through Child Care Resources.  



 
PROBATION POLICY FOR NEW CHILDREN 
 
All new children are on probation for a period of four weeks. It is our endeavour to provide comfort and support 
to families and children during this probationary period respecting some children will be faced face separation 
anxiety. 
 
In the event that a new child to the program is unable to follow routines and adapt to the environment due to 
disruptive behavior or has a high level of special needs, different strategies and methods will be used. 
Continual communication will occur and if after four weeks no progress is made, the parents, will have an 
option to consult a Resource Consultant from Child Care Resources or a professional in the field. Written 
authorisation from the parents’ will be required. 
 
All observations and analysis will be put in writing, by the Maple Tree Preschool Supervisor and the teacher in-
charge.  If and when it is jointly decided that the child is not benefiting from the program,  the parents will be 
given the choice of looking at different options.  The final decision will be made by the Maple Tree Preschool in 
consultation with the parents and professionals involved with the child. 
 
Maple Tree Preschool welcomes children and their families regardless of race, religion, sex, social 
backgrounds or special needs. We follow a policy of inclusiveness, diversity and multiculturalism. Our 
academic based program ensures that each child develops to his / her full potential through the holistic 
curriculum. The program has the flexibility to accommodate all children.   
 
BEHAVIOUR MANAGEMENT POLICY 
 
Children will be disciplined in a positive manner at a level that is appropriate to their actions, attitudes and 
ages. This serves to promote self - discipline, respect for the rights of others and to ensure health and safety.   
The Preschool will encourage the children to be self disciplined by teaching them what is and what is not 
acceptable behaviour.  Behaviour management, or child guidance in no way will include physical or emotional 
punishment. 
 
Methods of discipline will be discussed at staff meetings. Consistency is the key, and will be adhered to on a 
daily basis. 
 
Positive reinforcement will be communicated through verbal praise, and through non - verbal communication 
such as hugs. Consistent acknowledgement of acceptable behaviours will send messages to the child of 
acceptance and self - worth. 
 
The Preschool Staff will be aware of their total play area, and the moods and actions of the children in their 
care. Foreseeing any negative action, a teacher will redirect a child into a more positive action or activity. For 
example, if the child is running, he / she may be redirected to a quieter activity such as doing a puzzle. 
 
Simple Safety Rules will be explained to the children. Reminders will be in the form of verbal explanations from 
the staff, and signs through out the Preschool. 
 
The preschool will recommend three simple rules for children to govern their behaviour: 

 You may not hurt yourself. 
 You may not hurt others (emotional or physical) 
 You may not hurt things (furniture, toys etc.) 

 
These rules will be made easy for the children to understand by explaining them in a simple way, stating limits 
in a positive manner and by encouraging  care and co-operation. 
 
An outline of the Preschool behaviour will include: 

 Praise a child’s appropriate behaviour with a smile, hug, or kind word, so that he/she builds self esteem   
 Consistency with rule enforcement 
 Endorse positive reinforcement 

 
 
 



Set reasonable limits: Children will have to be taught and guided to learn to share, respect one another’s 
feelings and to practice good manners. Let the children know what you expect of them with positive words. 
In situations where immediate action is required : 

 The child will be distracted. 
 Calm a child by touching his / her shoulder or hugging. 
 Let the children know you understand their feelings before you correct their behaviour. 

 
A child may be placed away from the group. This will allow the child to sit quietly until he / she is ready to rejoin 
the group. 
The direct removal of the child from an activity to another or the removal of a toy, when done consistently  will 
teach the child  the behaviour is not acceptable. 
 
With preschool and school aged children, more talking and explanation may take place. The children are 
taught  manners and socially acceptable behaviour. The child will learn to recognize and tell the teacher when 
he /she is ready to resume his / her activity. When a child is ready, the teacher will explain his / her choices 
and any consequences involved, and the child will be permitted to resume the activity. 
 
Spanking or other corporal punishment , harsh or degrading measures of discipline WILL NEVER BE 
PERMITTED. Deprivation of a child’s basic needs (food, shelter, clothing or bedding) will not be permitted. At 
no time will a child be humiliated in any way. 
 
The key to GOOD DISCIPLINE is to approach the situation positively and consistently, always respecting the 
child as an individual. 
 
Discipline at the Preschool will be handled by the teachers. Parents will be informed of the behaviour if the 
teacher feels the need for reinforcement within the home. However, if a child and teacher have resolved the 
matter satisfactorily, the matter should be dropped. Children should not be placed in the position of being 
disciplined twice for the same action. 
 
Teachers will encourage children to work out their own solutions. Shy children will be encouraged to stand up 
for themselves; aggressive children to verbalize. 
 
Recurrent discipline problems with a child will be discussed with  staff, and a program will be designed to 
assist the child in dealing with his / her inappropriate behaviour.  
 
The Preschool reserves the right to discharge a child , who in the opinion of the director and staff, has special 
needs that cannot be adequately met by the school. Parents will be involved in this process, and all attempts 
to review or revise programming will be made towards averting the discharge.   
 
A written policy regarding staff contravention of disciplinary measures will be provided upon the 
commencement of employment with each teacher. 
The school will not permit: 

 Corporal punishment of a child by an employee, Supervisor or by another other child. 
 Deliberate degrading measures that would humiliate or undermine a child’s self - respect. 
 Deprivation of a child of basic needs including food, shelter, clothing etc. 
 Locking a child in a room. 

Staff share a common philosophy of disciplinary measures to ensure the performance of their duties are 
protected. This will set a criterion for prohibited disciplinary practices in order to protect the emotional and 
physical well being of children in our care. 
Corporal punishment in any form is not permitted. The children will be disciplined in a positive manner at a 
level that is appropriate to their action and ages. The aim is to promote self discipline, ensure health and 
safety, respect the right of others and to maintain the equipment. Children will be encouraged to settle 
differences with “words instead of actions”. If they are unable to manage their behavior, a brief explanation will 
be given and the child will be encouraged to return to the group.  
When the incidence is of a serious nature, the child will be removed from the group for no more than five 
minutes. A teacher will remain with the child adopting a supportive attitude, during this time. On going 
problems will be discussed with the parents and staff in order to develop  mutual resolution. 
 



STAFFING 
 
Maple Tree Preschool staff are competent, enthusiastic, responsive, computer literate and highly experienced 
individuals.  We observe pro-social behavior, so that children are encouraged to share and respect each other.  
The staff maintain a weekly diary and forecast as well as academic and social records for each child.   
 
CODE OF ETHICS 
♦ The school accepts children regardless of race, religion, sex, social background or appearance. 
  
♦ Respects cultural practices or ideals of different faiths. 
  
♦ Communicate respectfully and honestly with parents on issues regarding their children. 
  
♦ Ensure complete confidentiality with regards to  information on the child and the family. 
  
♦ Inform the parents on all aspects of the child’s day and activities. 
  
♦ Inform parents in advance of any changes in the routine or school schedule. 
  
♦ Encourage the love and well-being of the child and family. 
  
♦ Be receptive to advice and suggestions to help improve performance. 
  
♦ Welcome parents participation and input towards progressive ideas. 
  
♦ keep abreast of current practices and procedures 
 
 
FIELD TRIPS 
 
Fieldtrips will take place throughout the year. A notice will be sent home each time in advance informing 
parents of destination, time and date. A permission slip will be signed and returned.  Parents are always 
welcomed.   A school bus is chartered as required.   Children are encouraged to wear the bright colour school 
T-shirts on the field trips. 
 
REST POLICY 
 
The Ministry of Community, Family and Children Services, our licensing body requires us to ensure that all 
children rest/sleep in the afternoon unless they are in the Junior Kindergarten program. 
Cots, sheets and blankets are provided. 
 
CLOSURE DUE TO BAD WEATHER  
 
When weather dictates closure of community services the Preschool will remain closed. The parents are 
responsible for listening to the local radio stations for announcements. If the closure occurs during the day, the 
parents will be contacted immediately to pick up their children. The children will remain inside if temperature 
falls below -28°C. 
 
SAFETY AND EMERGENCY  
 
Safety is of prime concern to us at Maple Tree Preschool. Please do not send hard toys, coins, small objects 
to school. 
 
The children and staff participate in regular monthly fire drills. Evacuation plans have been approved by the 
Fire Department. 
 
It is vital that the Preschool has up-to-date phone numbers for you and the emergency contact person. 
 
 
 
HEALTH & ADMINISTRATION OF DRUGS. 
Every morning when a child arrives at school a quick, general assessment of his / her health will be made. In 
the event of a serious illness the parent will be contacted immediately. If the parent is not available we will 



notify the emergency contact person. Parents must fill out the Child Medical Report and Emergency Medical 
Care Permission Form which will allow us to seek emergency aid for their child. 
 
Prior to admission to the school each child must be immunized as recommended by the local medical health 
officer. A complete medical assessment certificate will also be submitted by parents. Regulations require daily 
outdoor play, therefore if a child is too ill to play outdoors he / she should remain at home. If the child becomes  
ill during the day, parents will be notified for pickup. 
 
ADMINISTRATION OF DRUGS  
Prescription and non prescription drugs will be administered in accordance with provincial legislation. This 
requires: 
· Written authorisation, including dosage, date of purchase and times the drug is to be given. 
· Medication in original container, clearly labelled with child’s name , name of drug, dosage, date of 

purchase and instructions for storage and administration. 
· Medication must be given directly to a staff member. 
· Any child who receives minor cuts or bruises will be tended to, by First Aid certified personnel.  
· Under strict guidelines with regard to disease control there may be times when a child will have to be 

sent home or not accepted if any of the following symptoms are visible: 
- Fever of 101° F (38.5° C) 
- Persistent diarrhoea, twice or more in the previous 24 hours or an increased number of stools 
compared to a normal pattern. 
- Severe coughing 
- Difficult or rapid breathing  
- Conjunctivitis - child may return after taking an antibiotic for 24 hours. 
- Unusual spots or rashes 
- Vomiting twice or more in the previous 24 hours 
- Yellowish colour or tint to the eyes or skin (Jaundice) 
- Difficulty in swallowing. 
 

Other symptoms which may indicate the possible presence of a contagious disease. If your child is diagnosed 
with a communicable disease please notify us. 
Parents will continue to pay regular fees when their child is absent due to illness. 
A tooth brush and toothpaste will be provided by the school. 
 
SUNSMART POLICY 
Maple Tree Preschool  SunSmart Policy has been developed to ensure that all children attending the 
Preschool are protected from skin damage caused by the harmful UV rays. It is implemented year round, with 
particular emphasis for the period October to April. 
 
1.  Parents will be informed of the SunSmart policy at enrolment 
2.  Parents are requested to provide a suitable sunscreen for their child; asked to provide SPF+, broad-

spectrum, water resistant sunscreen; encouraged to apply sunscreen once, before the child arrives at 
Preschool; give authority and directive for the staff to administer sunscreen; and encouraged to practice 
SunSmart behaviors themselves. 

3.  Children are required to wear hats which protect  the face, neck and ears whenever they are outside. 
4.  Children who do not have their hats with them will be given a Center’s hat or asked to play in an area 

protected from the sun. 
5.  Children will be encouraged to use available areas of  shade for outdoor play activity. 
6.  The playground will be provided with sufficient number of shelters and trees providing shade in the play 

ground, as far as possible. 
7.  Excursions and all other outdoor activities will be scheduled before 11 am and after 3pm daylight saving 

time whenever possible. The availability of shade will be considered when planning excursions and 
outdoor activities. 

8.  Staff and parents will act as role models by: 
a.  wearing appropriate hats and clothing outdoors 
b.  using SPF 30+ sunscreen for skin protection 
c.  seeking shade whenever possible 

9.   Learning about skin and ways to protect skin from the sun will be incorporated into programmed         
      activities. 
The SunSmart Policy will be reinforced in a positive way through parent newsletters, notice board displays and 
meetings. 
 

SNACKS AND MEALS 
 
In accordance with Canada’s Food Guide, two snacks will be provided during the day and a nutritious lunch at 



mid day. Please inform us of any allergies.   
 
Infant parents will provide the child’s prepared formula labelled plastic bottles.  We will provide pureed food.  
 
CLOTHING AND POSSESSIONS  
 
Your child should be dressed in clothing that is appropriate for physical activity, the weather and the season. 
To encourage independence we recommend elasticized pull down pants, indoor shoes that the child can put 
on himself / herself. 
 
Labelled items to be left in school:  

• Indoor and outdoor shoes/slippers. 

• Indoor clothes (shirt, pants, undergarments, socks). 

• Outdoor clothes (snow/wind pants, mittens, hat, coat). 

• Sun block SPF 30+. 

• One soft toy for sleep time purposes, if necessary . 

• If applicable, a child attending 5 full days should bring an average of 20 diapers every Monday mornings 
as well as wipes. 

 
We will assist with toilet training.  We require several complete changes of clothing.  
 

PARENT ADVISORY BOARD  
 
A Parent Advisory Board is established at each site. The Parent Board assists in formulating policy, 
fundraising and special projects. 

 
OPEN DOOR POLICY 
Parents are always welcome in the Centres. If you have any comments or suggestions please feel free to 
discuss them with us or use the suggestion box. 
 
Please retain the handbook for future reference. 


