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The Company History

The Chestnut Tree Pre-school Inc., is a public trust, non-profit charitable organization
with the Companies Branch of the Corporation Division with the Ministry of Consumer
and Corporate Relations established in April 1994 formed under the Corporations Act of
Ontario to engage in the services of Nursery Care for Pre-School Children, and is to
operate in accordance with the Regulations of the Day Nurseries Act, R.O.S. 1990,c.D.2,
0O.REG.262., of Ontario.

1) Philosophy
The Chestnut Tree Pre-school Inc, attempts to promote a positive learning environment
for your child that enhances his or her level of development through play experiences and

the guidance of specially trained staff. Your child will be exposed to situations that will
stimulate:

a) Curiosity, initiative and independence;

b) Self-esteem and decision making capabilities;

c¢) Interaction with and respect for others;

d) Physical activity and developing gross motor skills;
e) Communication skills; and

f) Fine motor development

2) Program Development

Programs are re-evaluated annually to reflect changes within the Day Nurseries Act, and
ideologies on early childhood education. A monthly newsletter is sent home informing
you of topics of interest, events and pre-school news. You are invited to contribute to
these Newsletters.

3) Goals

a) To promote the social, physical, emotional and intellectual growth at a level that
is appropriate to the individual child’s development.

b) To encourage a natural sense of curiosity and knowledge through peer interaction
and play. Children learn best through play.

c) To encourage each child to participate in both group and individual tasks and
activities. Building life skills.

d) To encourage the beginnings of independence and gain self-confidence by giving
children a positive, warm and caring opportunity to begin their education while at
pre-school.
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4) Admission & Disch arge

An interview can be arranged prior to enrolment to familiarize you and your child with
the surrounding, answer any questions, and complete the admission forms. A registration
fee is required and can be paid at the time of registration. The registration fee is fully
refundable up until Jul 31* of the calendar year of enrolment. For the first time child, it is
encouraged that you stay with your child on their first day of preschool to reassure them
and minimize the fear of separation anxiety until your child becomes more comfortable.

Written notice of permanent withdrawal must be given four weeks in advance. If notice
is not received, full program fees will be charged. A permanent space cannot be
guaranteed of you wish to temporarily withdraw your child. Therefore, your child will be
placed on a waiting list. The Chestnut Tree Pre-school may terminate services if policies
are not followed, fees are not paid or if the program is unsuitable for the child.

If a child is absent from school for more that 30 days due to illness, the parent is required
to give written notice, and the child’s place will be held. Payment of the fees is still
required. In the event the child withdraws due to illness, 30 days written notification is
required and the remaining fees will be refunded.

5) Age of the Children

The Chestnut Tree Pre-school has facilities to accommodate the following children: 24
preschoolers, age 2 '5 to 5 years of age, in four different programs: 2 day morning
session, 2 day afternoon session, 3 day morning session, 3 day afternoon session.

6) Hours of Operation

Part-Time Care is provided for approximately 41 weeks a year depending on the calendar

year.

Class #1: 3 half days a week ~ Mon, Wed, Fri 9:00-11:30 am
Class #2: 3 half days a week ~ Mon, Wed, Fri 12:30-3:00 pm
Class #3: 2 half days a week  Tues, Thurs 9:00-11:30 am
Class #4: 2 half days a week  Tues, Thurs 12:30-3:00 pm

7) Holidays & Sick Leave

The Chestnut Tree Pre-school observes the following Statutory Holidays in addition to
Spring Break:

¢ New Years Day, ¢ Family Day
¢ Good Friday, ¢ Easter Monday,
¢ Victoria Day, ¢ Civic Holiday,
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¢ Labour Day, ¢ Thanksgiving Day
¢ Christmas Day, ¢ Boxing Day

8) Fees and Fundraising

First and last months fees are required prior to your start date in September, along with
monthly post-dated cheques for the balance of the year.

A registration fee of $20.00 and cheques should be made payable to The Chestnut Tree
Pre-school in order to secure your child’s spot. This amount is refundable up to and
including Jul 31* of the calendar year of your enrolment, after which no refund will be
issued without proper termination notice. Annual receipts will be issued for income tax
purposes. Fee’s listed below are per month based on 10 months operation.

Fee Schedule

Class Total Fee
Class #1 $245
Class #2 $245
Class #3 $164
Class #4 $164

9) Arrival & Departure Release

Young children depend on regular routines for there own security. It is therefore
recommended that you adhere to the pickup and drop off times. When your child arrives,
please wait in the foyer of the pre-school until the classroom doors open at the start of the
session. Notify a member of the staff as to his or her presence. Similarly, when you are
picking up your child, enter the building and make sure that the staff knows you are
leaving. Unless otherwise arranged, children will not be released to any person other that
those who are specifically on the admissions form. Please be prompt.

10) Parking

A parking area is provided at the front of the building in front of the pre-school entrance.
Whether you are dropping your child off or staying to help with the days activities, please
be certain to respect disability parking spaces, even if you are only going to be there a
few minutes. Please ensure you do not leave unattended children in the car or do not
leave your car running unattended.

11) Parent Involvement

Daily contact with the parents and staff will be supplemented by individual interviews at
request. You are encouraged to participate in the daily program whenever possible, and
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on special occasions and events. Please let the teachers know when you wish to stay and
visit your child while at creative play, as a classroom helper.

12) Contact us

Have a comment? Need an answer? We want you as parents to know that if you ever
have any questions, concerns or would like to share a compliment with us we invite you
to speak to us after the class. If your child is going to be away we kindly ask that you let
us know...voice mail is available 24/7. Please call 905-662-5485. If you would like to
put your comments in writing you can e-mail us at info@chestnuttreepreschool.com or
use the postal service:

288 Barton Street,
Stoney Creek,
Ontario L8E 2K6

We welcome your invaluable feedback.

13) Childrendéds Daily Schedul e

Each session shall begin with a small group time. The pre-school environment is safe
and child enriched. Children are provided with plenty of opportunities to express
themselves through creative art media and dramatic play. Cognitive games and toys are
available for children to increase their intellectual skills. Physical needs are satisfied
through a variety of climbing and gross motor equipment. Children have the opportunity
to socialize and interact with peers and learn positive ways of dealing with conflict
situations. Time is set aside each day for the teacher to work with small group activities
such as cooking, science actives and special art activities.

The curriculum is based on weekly themes which are planned by the staff. (eg) autumn,
pets, farm animals, families etc.. All activities that take place in the pre-school relate to
this time. If possible the children take field trips that correspond with the theme, and
while doing so learn more about their community.

Attending pre-school helps children to become more independent, learn more about their
peers and other families while increases all aspects of experience that children who attend
pre-school are well prepared for kindergarten. They learn life skills such as putting on
their own boots, an item that will help theme through their day. Each session will close
with a goodbye song to leave the children humming.

14) Field Trips

Throughout the year, trips are made to special places of interest. A notice will be posted
and sent home in advance of the excursion informing you of the destination, time, date
and any cost involved. It will also include a permission slip to be signed and returned to
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the school. You are welcome and encouraged to accompany us. Siblings may attend if
space is available and providing that they are 5 years of age or younger and any
additional cost must be covered by the parents. Adequate supervision for the additional
children is the responsibility of the parents.

15) Clothing and Possessions

Your child should be dressed in clothing that is appropriate for physical activity, the
weather and the season. A second set of clothes should be kept in the child’s school bag
in case of accidents. Also all clothing and toys should be labelled with your child’s
name. Please remember that children should wear comfortable and safe footwear. Shoes
or sandals should fit snug to the feet to prevent accidents and injury in the classroom.

16) Behaviour Management

The key to effective discipline is to establish mutual respect and to expect cooperation.
Children respond to respect and positive expectations. The following methods are to be
used in accordance with the ECE Child abuse handbook for Early Childhood Educators.
The following methods are to be used to discipline children effectively:
¢ Distract the child
Ignoring misbehaviour when appropriate
Structuring the environment
Controlling the situation, not the child
Involving the child through choices
Planning time for loving
Letting go
Increasing your consistency
Noticing positive behaviour
Excluding the child with a time out.

O 00000000

Children are disciplined in a positive manner, at a level that is appropriate to their actions
and their ages, in order to promote self discipline, ensure health and safety, respect the
rights of others and maintain equipment. The Chestnut Tree Pre-school does not permit
spanking or other forms of corporate punishment, neither by staff, nor members.
Methods of discipline are discussed at staff meetings and consistent with recommended
best practises in Child Care Management. Troublesome behaviour will be discussed with
the parent in the event a difficult situation arises.

Staff is expected to comply with the programs stated policies and procedures and the
requirements of the Day Nurseries Actvith respect to behaviour management. Failure to
comply will result in written warning and finally dismissal. It is the policy of the
Chestnut Tree Pre-school that each staff member undertakes and obtains a clear criminal
reference check.
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17) Health & Administration of Drugs
i. Immunization

The day Nurseries Act stipulates that prior to admission; each child must be immunized
according to the local Medical Officers Health. Their recommendations are as follows;

G Diphtheria C Polio C Rubella C Pertussis

C Measles C Mumps C Tetanus C Haemophilias HIB

The Chestnut Tree Pre-school also requires that a signed medical certificate confirming a
complete medical assessment including immunization be submitted. The child medical
forms are included in the registration package.

All employees must be fully immunized, a primary series plus a booster every ten years is
required. Volunteers who give more than 25% of a work week are also required to follow
the above recommendation.

ii. Medication Use

It is our policy that children too ill to play remain at home. If a child becomes ill during
the day, temporary care will be provided until you can be contacted and your child can be
taken home. The Chestnut Tree Pre-school will administer both prescription and non-
prescription drugs to children in accordance with Provincial legislation. This requires
that parents provide:

a) Written instructions, from the doctor, including the dosage, times and drug that is
to be given,

b) Medication in the original container, clearly labelled with the child’s name, date
name of the drug, instructions for storage and administration of the drug.
Medication is not to be left in the cloakroom area or child’s school bag. Kindly
give it directly to a program staff member.

Please remember your child is too sick to come to pre-school when; a fever, a cold, a flu
or if a rash is present.

iii. Nutrition

Nutritious snacks consisting of foods that promote good dental health and do not interfere
with the child’s appetite for meal times are to be served mid-morning and mid-afternoon.
Canada’ food guide is to be followed with suggestions to a balanced pre-school snack.
Monthly snack calendars are to be posted along with any changes to the calendar daily for
parents. Children with special nutritional needs or allergies are to have written
instructions from the parents or guardian, and posted through out the pre-school and
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kitchen areas for the staff to follow. The chestnut tree pre-school is a peanut free
environment. A sample menu is provided in the parent hand book.

iv. Snack

Nutritious snacks, consisting of foods that promote good dental health and do not
interfere with the child’s appetite for meal time, are to be served midmorning and mid-
afternoon. Canada’s food guide is to be followed with suggestions to a balanced
preschool snack. Monthly snack calendars are to be posted along with any changes to the
calendar daily for the parents. Children with special nutritional needs of allergies are to
have written instructions from the parent or guardian, to be posted in the kitchen for all
staff to follow.

v. Hot Beverages

It is a policy of The Chestnut Tree Preschool that no coffee, tea, hot chocolate or any
other hot beverage is to be consumed during class times, or during class functions, in the
interest of safety.

18) Fire & Safety Procedures
Policy:

Under the Act, the supervisor must make sure that duties and procedures are posted and
that they are explained to each new member of the staff, including volunteers. A record
must be kept of all fire drills. Every staff member should be familiar with the fire
procedures for any set of circumstances in the preschool. Drills will include evacuation
from all areas. Practices will be held on different days of the week and at different times
to provide rehearsals for all staff or volunteers. Drills will be held weekly until the
children are familiar with the procedure, then monthly throughout the year. Newly
enrolled children will be taught the fire drill procedure.

§ The teacher is responsible for checking that everyone is safely evacuated from the
building.
§ The evacuation shelter for the Stoney Creek Center is located at:
Mountain View School,
299 Barton Street
Stoney Creek, Ontario.

This shelter is to be used to accommodate the children should they be unable to
return to the building, or in bad weather.

§ A fan out system will be executed by the Executive Directors for informing the
parents.

§ The person who discovers a fire should blow the special fire whistle immediately.
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§

§

wn

Telephone the Fire Dept. The telephone number is to be clearly posted beside the
telephone.

Other staff members will immediately undertake their pre-assigned emergency
duties as rehearsed in fire drills.

Assist anyone in immediate danger.

Direct children safely outside.

Supervisor will make a final search of the premises, including toilet areas, closets
and other hiding places for children.

Retrieve the emergency telephone list of parents and current attendance record
and check the number of children posted on the wall.

Once outside, count the children to make sure every child is present and confirm
the attendance record.

19) Fire Drill

The best approach is for the Supervisor to tell the children in a matter-of-fact way that
this is what they should do if there is a fire. Discussion should be calm and instructional.
There is to be a direct emphasis that the children respond promptly to the whistle, and
that speed, without rushing or excitement is important. The children are to leave what
they are doing and act quickly. Many will need physical direction. The suggested time
limit for evacuation is posted and should be used in all monthly practices.

In Advance;
§ Teach the children an immediate response when the whistle is heard.
§ Stand up and face the teacher.
§ Children are to line up along the wall.
The Drill;
§ When the whistle sounds, the children are to immediately stand in line.

§

w W W W W

Once in line, they should be led outside, one adult leading, and the others at
intervals and at the end.

Retrieve the class list with a current attendance record.

Close all doors.

Once outside, count the children and confirm with the attendance record.
The supervisor makes a final search of every room to ensure that all
Responsibilities have been fulfilled and all persons have left the building.
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20)

Nursery Treasure List

NURSERY TREASURE LIST

You may not know it, but things you throw out would be a real treasure to the preschool.
Since storage space is limited, we would appreciate your storing them at home until they
are called for in the monthly newsletters.

CREATIVE GLULNG & SAND & UTENSILS NATURE
WORK CARPENTRY | WATER

furs wood scraps plastic bottles pots pine cones
fancy paper cardboard ice cream spoons chestnuts
cloth floor tiles containers jelly molds seed pods
confetti wood shavings | plastic cups sieves bird photos
string chair rungs honey squeeze | egg beaters acorns
sequins pine cones bottles funnels seeds
netting boxes detergent cookie cutters | cocoons
eggshells calendar rolls bottles nests
tissue toilet rolls toy cars no leaves
velvet scrap jewellery | wheels magnets
felt spools berries
gift wrap golf tees postcards
wool corks animal pictures
ribbons meat skewers

plastic dowels

lace pill boxes

satin spoons

raffia toothpicks

flowers

In closing, please return this manual at the end of the school term to help
reduce the cost of producing enough for the following year.
Again, welcome to The Chestnut Tree Preschool and thank you for your
interest, involvement and support of our community preschool.

Sincerely, The Executive Committee.
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