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Welcome to Meadowest! 

 

Overview of a Parent-Involved Preschool 
 
A parent-involved preschool is a place for families and teachers to work together, creating a positive, supportive and 

enriched educational environment for children. Children and parents learn new skills, build community and 

share in their first school experience together.  
 
For a parent-involved school to run successfully, everyone must work together. There are many duties shared by all the 
parents, and if one parent fails to perform his/her share, then the smooth operation and success of the school is in 
jeopardy.  
 
This handbook is designed to inform each parent of all the facets of preschool and presents many topics for parents to 
consider. We hope that you will find the following information concerning the policies, procedures and practices of 
Meadowest Preschool enlightening and informative.  

 

Program Statement 
 

“It shouldn’t matter how slowly a child learns as long as we are encouraging them not to stop” - 

Robert John Meehan  

 

“It is not what you do for your children, but what you have taught them to do for themselves  

that will make them successful human beings” - Ann Landers  

 

Meadowest Preschool strives to create an environment that allows children the opportunity for individual 

growth at their individual pace. At Meadowest Preschool we have created and designed our Program 

Statement using the ‘How Does Learning Happen?’ document and the Minister’s policy statement on 

programming and pedagogy. We recognize that all children are individuals that are capable, competent, 

curious and rich in potential as we encourage them to learn through group and individual experiences. Children 

learn and develop at different stages and times in their lives. At Meadowest it is important that children’s social, 

emotional, cognitive and physical development occurs through positive interactions with peers as well as 

teachers. This enhancement happens throughout a child’s daily routine which encompasses a balance of 

indoor and outdoor play, active play, individual play and snack time. 

 

Play is the cornerstone of our curriculum since it is essential to the healthy social and cognitive development of 

children. At Meadowest we focus on child initiated, adult supported approach that focuses on play-based 

learning. Through observation and interaction, the teachers at Meadowest will engage children/child with open 

ended questions to encourage an expansion of play. The four areas of focus are belonging, well-being, 

engagement and expression. When this approach is used learning takes place, along with staff understanding 

of children’s development, children’s competence, capacity and potential is maximized. Studies have proven 

that children flourish in all areas of development when they are in supportive, caring and responsive 

relationships with adults whose focus is on the health, safety, nutrition and well-being of all children. This is the 

basis of our quality childcare. 
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Health, Safety and Nutrition 
 

At Meadowest Preschool children are encouraged to self-serve snack as a way of allowing children to make 

healthy choices and learn to regulate how much and what they want to eat and drink. We also allow children to 

take minimal risk while learning their own physical limits. Children may stand on chairs if necessary, with adult 

supervision. When playing outdoors they are given opportunities while being supervised by an adult when 

playing on the equipment in the playground. Throughout the day children wash their hands whenever 

necessary. All center staff, including any duty parents that are replacing a staff member working with the 

children must have a valid first aid certification, including infant and child CPR, qualifications under Meadowest 

first aid policy. All center staff, co-op students and volunteers, are also required to obtain a criminal reference 

check that includes a vulnerable sector screening. 

 

Self-Regulation 

 
Children at Meadowest Preschool have areas in the classroom they can go if they feel they need quiet time or 

alone time (book area, under adult size table.) The teachers understand that every child has individual needs 

and will use this information when helping children to self-regulate if a child needs assistance. Teachers will 

help children label their emotions and feelings when necessary. Parents are another valuable asset, at drop off 

time they are encouraged to inform a teacher about a situation that may have happened earlier. This 

information can assist the teachers when helping a child work through their feelings and why they may be 

feeling this way. 

 

Positive Interactions and Positive Learning Environment 

 
Meadowest Preschool encourages engagement by involving children and their families in the school. Children 

are invited to the storage area to choose toys that they are interested in exploring and playing with. Teachers 

observe children during play time and through their observations will ask open ended questions to see how 

they may be able to expand a child’s play. Parents are encouraged to speak with the teacher if they have any 

questions or concerns. Orientation, general meetings and other events held are times throughout the year 

where parents can speak freely. We have started to send home stuffed animals on weekly bases with one 

child from each class. There is also a notebook that goes home with the stuffed animal that parents along with 

their child will write what “adventures the animal and their child shared”. Upon return to school the child who 

had the animal over the weekend comes to the front of the class and the teacher will read to the class what is 

written in the book and share any photos or pictures that the family may have added. A weekly email along 

with pictures is sent out to all families to update the previous week at school. Any upcoming events are also 

added to the email so that no family misses any event. Parents can also email the teacher anytime they need 

to at teacher@meadowestpreschool.com. 

 

Exploration/Child-Initiated Experiences 

 
At Meadowest preschool children are given opportunities to choose toys from the storage room that they are 

interested in exploring during classroom time through play. Experiments take place during class time. These 

experiments can be teacher or child lead depending on the difficulty level of the experiment and the supplies 

required. Children and parents are also encouraged to participate in show and share days that are scheduled 

days on the calendar. This allows children to bring in a special item from home that they would like to show 

and tell their classmates about. 

mailto:teacher@meadowestpreschool.com
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Activities 

 
Meadowest does provide an outdoor playground for children even though our program does not require 

outdoor time. Outdoor time allows children to use and develop large muscles. Children are encouraged to 

bring items from the outdoors into the class for further exploration and to share with their classmates. These 

items can be but are not limited to insects, bicycles, pine cones, dandelions or snow. Children are also 

encouraged to bring items from home that they may have found while outside with their families. 

 

Community Partners 

 
At Meadowest Preschool we hold an annual garage sale at our school in May. The parents donate items to be 

sold and coordinate the sale. Meadowest is located in a church that is run by the Salvation Army and at 

Christmas time we hold a toy and food drive with the families who attend the school and then donate all items 

to the church. Meadowest works closely with Peel Inclusion Resource Services (PIRS) on an ongoing basis. 

Meadowest Preschool also places brochures at Early Years Centers and Libraries in our community to 

advertise our program for interested families. 

 

Professional Learning 

 
Meadowest Preschool supports our staff in continuous professional learning opportunities to further develop 

their knowledge and to stay current in the profession through workshops, seminars/webinars and conferences. 

We adhere to our Staff training and Development policy. 

 

Documentation and Review and Impact 

 
Meadowest Preschool Supervisor completes daily Program Statement checklist in the daily log book. These 

checks are completed for teachers, volunteers and placement students that are in the classroom. 

 

Program Statement Monitoring Checklist is completed three times a year, Sept-Dec, Jan-March, and April-

June. The Supervisor completes the Teacher review and the President completes the Supervisor review. 

 

Program Statement Review 
 

Meadowest preschool ensures that all new staff, students and volunteers who work directly with the children 

review the program statement, anaphylactic policy and Epi-pen use, Epi-pen training, serious occurrence/ 

notification policy, administration of medication, evacuation policy, supervision of volunteers and placement 

student policy, playground policy, prohibited practices policy, accessibility policy, first aid policy, CRC policy as 

well as signing off on all individual action plans. Review will take place yearly or any time any policy is 

modified. 
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Policies and Regulations 
 

Section 1: Admission Requirements 
 
Children must:  
 

a) Be the child of a member of Meadowest Preschool; and,  

b) Meet the designated age requirements of the current enrolment year.  

c) Meadowest Preschool is a parent-involved preschool. As a member of the school, it is critical that  
you fulfill all your responsibilities. We realize that not all members are able to actively participate.  
We therefore have a choice of two memberships, active membership and non-active membership.  

 

Active Members 
 

a) Must attend our Orientation meeting. Fines will be levied for missed meetings; 

b) Must select a school job that contributes to the ongoing operations of Meadowest Preschool  
and agree to perform all the responsibilities of the position; and,  

c) Must attend duty days within the classroom, as required (usually once or twice a month). If a parent is 
unable to fulfill his/her duty day they may hire one of our duty replacement persons  
at a fee payable by the parent. 

 

Non-Active Members 
 

a) Must attend our Orientation meeting;  

b) Are not required to have a job, but may take on a position if desired; and,  

c) Are not required to attend duty days but must attend special events  
(Mother’s Day tea, field trips, etc.).  

 

If all the spaces for non-active members are filled, you may be placed on a waiting list and have the option of 

being an active member until a space is available.  

 

Members must complete the Meadowest Registration Package. Please contact the Registrar for more detail.  
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Section 2, Part A: Enrolment and Registration 
 

a) Enrolment shall not exceed that permitted by the Child Care and Early Years Act 2014.  

b) Applications are considered in the order in which the forms are received by the Registrar.  

c) The last day to enroll a child in the current year is March 31. Any March enrollment would be at the discretion 
of the teachers.  

d) Once a child is enrolled, his/her parents become members and are entitled to submit nominations,  
vie for a board position and vote at all General Meetings.  

e) If an active member is unable to fulfill the "duty day" requirements, they have the option to contact other 
parents to cover or switch with them. If this option is not available, you must complete your duty day. If you 
miss your duty you will have to pay a fine of $50 (See Section 2, Part D).  

f) The child begins school when the registration package is complete with all cheques. For all members, a 
complete package comprises all forms included in the registration package. For active members, you must also 
complete a Criminal Reference Check (CRC) which includes a vulnerable sector police check, and medical form 
(or Doctor’s note).  
As of the first day of school, if you do not have your Duty Person Medical Form submitted, you will be required 
to pay non-active fees for that month and each subsequent month until the form is submitted.  
If joining part way through the year, you will have 2 weeks in which to submit your Duty Person Medical Form. 
After the grace period, you will be required to pay non-active fees each month your forms are not completed. If 
there are extenuating circumstances which do not allow you to complete this form, please speak with the 
Registrar. It is possible that your grace period may be extended at the discretion of the board depending on the 
reason the form has not yet been filled out/submitted (ie. Waiting for OHIP). While waiting, an active member 
may still perform the duties required before and after class. If needed, Immunization exemption forms may be 
obtained from the teacher. 

g) To be able to provide time to adjust to the program without interruption, registrations for new children will not 
be processed after December 6 for the first school term (September - December), and after  
March 31 for the second school term (January - June) unless extended by the board.  

h) Children will not be allowed to start on a special event or trip day, but can begin on the next scheduled day for 
their class.  

i) Children may transfer from one class to another at the discretion of the caregiver, the Teaching Staff and the 
Registrar. In such cases, fees will be adjusted accordingly.  

 

 

Section 2, Part B: Wait List 
 

A waitlist will be formed when full enrollment for a class has been reached. There is no cost to a family to be 

placed on Meadowest Preschool waitlist. 

 

Procedure 
 

1) The number of the children in the school is governed by the Ministry of Education and can be found on the 
school’s license. 

2) Children will be accepted into the school on a first come first serve basis. 

3) Children can be added to the list over the phone or in person upon parent or guardians request. 
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4) Once a waitlist has been started a notice will be placed at the entrance of the preschool so families are aware 
there is a waitlist in affect.  

5) A shortened copy of the waitlist will be placed in the attendance binder with only a number that has been 
issued to a family. Any parent can view the waitlist upon request.  

6) When a family wishes to be added to the waitlist this will be done by placing the following information  
on the master list: child’s name, parents name date added to list, and contact number family can be contacted 
at. A number will be issued starting with 001. This will be the number on the waitlist families can view. 

7) The numbers will start at 001, 002, 003 etc.  

8) When an opening occurs, the Register will contact the parent or guardian of the first on the list by telephone. 
The family will be given 24 hours to accept or decline the spot. Once a family has been contacted, they will be 
given 24 hours to contact the school or their spot will be forfeited and the next  
family will be contacted. 

9) Once a family is removed from the waitlist every family on the waitlist will move up a position.  
001 will always be the first family contacted. 

10) Children will be removed from the waitlist upon the following reasons: 
 

• Parent or guardians request, or parent or guardian declines acceptance to school 

• Family has moved away or is unreachable by phone  

 

 

Section 2, Part C: Fees 
 

a) Preschool fees shall be determined by the Board of Directors. Preschool fees will be calculated by sessions and 
prorated over 10 months. There is a 5% discount on the monthly rate for a second child  
and 10% for third child registered in the same school year from the same family.  

b) There is a $75 non-refundable registration fee ($25 non-refundable registration fee will be applied to every 
additional child from the same family in the same school year). A $50 registration fee will be charged for 
children returning for a consecutive year.  

c) Members unable to meet a monthly payment or who change bank accounts, etc., are asked to contact  
the bookkeeper. 

d) Tuition fees are as follows: September 1 (first & last), October 1 through to May 1, for a total of  
9 cheques. All cheques are to be made payable to Meadowest Preschool Inc.  

e) Cheques may be held for up to one week after the first of the month if a member requires extra time to ensure 
that funds are available in their account. If this is required, the member must make the request  
to the bookkeeper before the first of the month. An amount of $5 will be charged to the member for this 
service to cover bank service charges for individual deposits.  

f) If a cheque is returned NSF, the member must immediately re-issue the cheque and deliver to the bookkeeper 
within 3 days of notice for the amount of the cheque plus a $20 fee to cover the bank charges and costs to the 
Meadowest. If within the school year a second cheque is returned as NSF then the member will be formally 
instructed by the Board of Directors to pay all further tuition by certified cheque, money order or cash; payable 
on the first of the month. If funds are not received by the bookkeeper on the first of each month, the 
member's child will not be permitted to attend classes until the tuition is paid.  
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Section 2, Part D: Fines 
 

Missed Duty Fines 

An active member who is absent on his/her duty days shall be subject to a $50.00 fine for each missed day.  

In their absence, if another parent steps in to do the unplanned duty day, the fine will be paid to that parent.  

 

An executive will follow up with the individual parent to collect the fine payment. After one missed duty or 

classroom preparation days, his/her membership will be reviewed by the Board of Directors.  

 

Late for Duty Fines 
 

Late fines will be levied from active members for all late duty arrivals on duty days. In the case of a time 

disagreement, the classroom clock will be taken as correct. An executive will follow up with the individual 

parent to collect the fine payment. After two consecutive late duty days, his/her membership will be reviewed 

by the Board of Directors.  

 

Late fines are outlined below:  

● First late duty: $5.00;  
● Second late duty: $10.00;  
● Third late duty: $15.00; etc. 

 

Missed Meeting Fine 
 

There is one Orientation Meeting held at the beginning of the year. Both active members and non-active  

members must attend this meeting. A fine of $50.00 will be levied to members that miss this meeting.  

An executive will follow up with the individual parent to collect the fine payment.  

 

Late Child Pick-up Fines 
 

Children must be picked up from school by 12:00 pm. Once the classroom doors are closed, the child has 

stayed beyond dismissal time and late fines will be levied for each late pick-up. Late parents are required to 

sign the Late Pick-up Book. The classroom clock is the official time by which Meadowest operates. In the case 

of a time disagreement, the classroom clock will be taken as correct. An executive will follow up with the 

individual parent to collect the fine payment. After two consecutive late pick-ups, his/her membership will be 

reviewed by the Board of Directors.  

 

Late fines are outlined below: 

 

● $5.00 for the first 1 -5 minutes; and,  
● $1.00 for each additional minute after five minutes. For example, if your child is picked up 3 minutes late, the 

fine would be $5.00. If your child is picked up 12 minutes late, the fine would be $12.00. 
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Section 2, Part E: Withdrawal 
 

a) Members who choose to withdraw from Meadowest anytime during the school year (full withdrawal or 
vacation) must give 30 days’ written notice or by email to teacher@meadowestpreschool.com before the 
next tuition deposit or one month's fee in lieu of notice.  

b) The last day to submit written notice of withdrawal from Meadowest to receive a refund for any remaining 
portion of the tuition is before March 1

st
, for April 1st withdrawal.  

 

c) The Board of Directors and Teaching Staff may, at their discretion, ask a member to withdraw his/her child due 
to:  

 
● members’ failure to participate; or,  
● the child's inability to adjust to the preschool.  

 

Meadowest Preschool staff works cooperatively with parents, PIRS, Early Years Specialist (EYS) and our 

Quality Initiative Mentor. After 20 days of attending our centre if engagement in the program is not being seen 

by family and educator’s then a plan will be put into place in collaboration with family and any outside agency 

mentioned above. An additional 20 days will be given to implement plan, once all actions have been taken and 

it is apparent the child’s needs cannot be met within the program then withdraw from the program may be 

recommended. Throughout this process of working Meadowest will follow the Continue Placement Process in 

our Inclusion policy. 

 

In such a case, fees will be refunded from the child's last day of preschool.  

 

 

Section 3: Preschool Terms and Hours 
 

a) Our preschool year is 10 months, usually beginning one week after the regular school year commences and 
finishing when the school year ends. The beginning and ending dates of the school year are to be determined 
by the Board of Directors each year.  

b) Although we have the option to operate five morning and five afternoon classes per week, the Board of 
Directors may change the schedule based on enrolment and finances to benefit the school.  

c) Classes are three hours in length. Hours may vary (e.g. Mother’s Day, holiday party).  
On such dates the hours will be noted adequately either in a newsletter, or on the bulletin board.  

d) Meadowest observes all statutory holidays as per the public-school system with the exception of Professional 
Development Days.  

e) Preschool may be cancelled due to severe weather conditions or another emergency. Meadowest Preschool 
will also be closed if there is no school for Peel Region schools. Please check the Facebook page for daily for 
school closure/cancellation information. Since our program operates in the morning, if school bus service is 
cancelled and school remains open, Meadowest will cancel classes for that day. (See Section 33 Part A). 
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Section 4: Class Routine 
 

Time is allotted each day for:  

 

● Circle time;  
● Small group activities;  
● Creative arts;  
● Dramatic centre;  
● Free play with toys, puzzles, other fine motor activities, etc.;  
● Science and nature exploration;  
● Snack;  
● Sensory exploration: e.g. sand, water, etc.;  
● Story time, music, games; and,  
● Indoor/outdoor gross motor play.  

 

Section 5, Part A: What Your Child Needs for Class 
 

Please equip your child with the following items for school:  

 

● Pair of indoor shoes (to be brought to orientation with their name inside and left at school for the year). Please 
no laces or buckles—Velcro or Crocs-style shoes are ideal;  

● Change of clothes (including shirts, pants, underpants and socks). 
 

 

Section 5, Part B: Clothing 
 

When dressing your child for school, please keep in mind the following things:  

 

● We play outside (boots, snow pants, rain gear, hats, mitts, sunscreen … based on weather);  

● Visits to bathroom (bottoms that are easy to pull up and down);  

● Child’s independence (ability to get themselves dressed/undressed); and,  

● Art (your child may get clothing dirty).  
 

The temperature in our classroom varies daily and sometimes hourly. We have found that layering your child’s 

clothing is the most comfortable solution.  

 

Think about how easy it is to play and climb in their clothes. Leggings or trousers are generally a better idea 

than dresses and skirts. Dress your child for comfort and to foster their self-confidence.  

 

Duty parents should consider the practicality of their own clothes too! Art is messy business! Bring appropriate 

outdoor weather clothes for yourself too!  

 

 

PLEASE LABEL YOUR CHILD'S CLOTHES AND FOOTWEAR.  
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Section 6: Fundraising 

 
Meadowest Preschool has only one fundraising event each year in order to raise funds specifically for the 

children’s enjoyment while attending Meadowest. Some of these things include, but are not limited to:  

 

1) Class field trips 

2) Toys 

3) Books 

4) Outdoor play equipment 

5) Food 

6) Craft supplies 

 
All parents must donate either two diaper boxes full of gently used household items or clothing, or at least two 

dozen individually wrapped baked good items. If you do not donate, you will be fined $50.00. 

 

The Annual Garage Sale typically takes place on the Saturday following the long weekend in May. We ask that 

a few parents team up to take this on as their active member job as either the Garage Sale Leader or a 

Garage Sale Helper. As this is our only fundraising event, we need a team dedicated to making this a huge 

success and is able to do the preparation in the months leading up to the sale. Some of the month-to-month 

prep to be done includes: 

 

1. Sending out email reminders to parents 

2. Collecting donations from parents 

3. Sorting and pricing items donated 

4. Canvassing local businesses for donations or gift cards that we can raffle off 

5. Advertising in the paper 

6. Posting signs 

7. Arranging a donation pickup of unsold items 

8. Managing the day of the garage sale (set up, selling, take down) 

 
The Board of Directors are always there to answer any questions or concerns and will help guide you to 

creating a successful and rewarding event. 
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Section 7, Part A: Duty Parents and Duty Days 
 

● The Ministry requires that the ratio of children in a class is as follows:  

1 ECE: 1-8 children 

The ratios apply to classroom and playground areas. The children must never be left alone in the classroom or        
playground.  

 
● Duty persons are to arrive at least 20 minutes prior to class and are to stay until all the children have been 

picked up or until the Teaching Staff permits them to leave. Duty parents are to sign in and note their time 
arrival in the teacher’s Daily Logbook. Duty persons should be dressed to allow full participation in the 
Meadowest program. Please no cell phones and no perfume. Non-registered children (e.g. siblings, cousins, 
friends) may not accompany duty persons. Fines will apply for any person who arrives late for duty. (See 
Section 2, Part D)  

● If more than one child in a family is enrolled in Meadowest, full duty days are expected for each child.  

● If a parent cannot attend his/her duty day they have options on what they can do. (See Section 2, Part A)  

● A member who is absent on his/her duty day shall be subject to fines (see Section 2, Part D) and have his/her 
membership reviewed by the Board of Directors.  

● All duty parents will work an equal number of duty days for the school year. A monthly duty schedule will be 
posted. Any special requests for the schedule must be communicated to the scheduler in the prior month 
before the schedule is finalized.  

● If duty parents are to be used in ratio, they must have valid certification in standard first aid, including infant 
and child CPR, issued by a training agency recognized by the Workplace Safety and Insurance Board or 
otherwise approved by the Director.  

 

Exemption from duty days will be considered for the following reasons:  

 

● Pregnancy leave, if requested (for a maximum of three consecutive months, after and/or before the birth of the 
child, i.e. 1 month before, 2 months after); all arrangements are the responsibility of the member. The member 
must contact the scheduler to ensure that all the Duty Days missed during the pregnancy leave are made up 
during the preschool term; or,  

● Temporary absences or compassionate leave if requested in writing and approved by the Board of Directors. It 
is the member’s responsibility to find a substitute who meets the Board of Directors’ approval and health 
requirements. If a substitute is not found, the member will pay non-duty fees for the duration of the temporary 
absence or compassionate leave or,  

● The member has registered as non-active.  
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Section 7, Part B: Interacting with Preschoolers 
 

The duty person's job is to free the teachers from routine tasks allowing them to spend their time working 

directly with the children. The duty parent is an essential role in the successful operation of Meadowest 

Preschool.  

 

 

Playground 
 

Be constantly alert to the safety of all children. Station yourself nearby when children are climbing, sliding, 

balancing, etc. Step in when equipment is being misused or a child is in physical or emotional danger.  

 

 

Shoes, Coats and Art Bags 
 

The goal is to help the children learn independence through self-help skills.  

 

They will learn to take responsibility for themselves and gain confidence. Assist only as needed. Encourage 

children to do for themselves.  

 

 

Toy Area 
  

The child chooses an activity and can play with it for as long as he or she wants; when finished the child is 

responsible for putting the toy away. Duty parent checks that puzzles and toys are on shelves at the end of 

each session.  

 

 

Creative Area 
 

Help to facilitate that day's creative projects.  
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Section 7, Part C: Duty Parent Responsibilities 
 

● Ensure that you arrive and are READY to begin the duty parent responsibilities by 8:40 am.  

● Before you begin, settle your child with an activity and sign in the duty book.  

● Clean the toilet, sink and floor in the washroom. Refer to the instructions in the next section and on the wall of 
the washroom for the procedure.  

● Vacuum all carpets in the classroom and set out the shoe bags.  

● Ask the teacher what is required for the blue sensory bin and set up. If water or anything messy is used, smocks 
are required.  

● We must have the backpack wherever we go, it cannot be left inside the building. The backpack contains 
emergency information for each child, a first aid kit, tissues and extra clothing in case we have to evacuate. 
These bags are also used on walks and field trips.  

● Any children arriving late will be escorted to the playground by the person dropping them off at school.  

● Please supervise children going down the slide and using the climber. Interact with the children while ensuring 
they are using equipment, toys and interacting with their peers in a safe manner.  

● When the teacher signals that it is time to tidy up the playground, help to collect the sand toys in the bin. When 
all the toys are put away help the children line up in the area designated by the teacher. When the teacher asks 
your child to hold the door take the backpack and help your child hold the door leading back into the school.  

● Once inside, take the backpack back to the teacher's table.  

● Sit with your child during their portion of the circle (weather or calendar).  

● Fill the children's art bags with any information handouts or artwork in the art basket with your class number 
and colour. 

● Please assist the teachers in monitoring all the doors during class to insure the children stay in the room.  

● Please supervise the children in this classroom area. Participating and modeling safe, appropriate interaction 
and use of equipment.  

● Tidy up time! Please arrange items neatly in the art cupboard.  

● Spray all the tables in the classroom with disinfectant and wipe with a clean cloth or paper towel.  
(All cleaning supplies are locked in the cupboard under the sink; this cupboard must always stay locked, never 
set down cleaning products or leave them unattended. When finished all cleaning solutions should be locked 
back in the cupboard). 

● Please see teachers for hand washing policy.  

● Move the snack from the refrigerator and napkins from the cupboard to the snack area.  

● Bring out the bin for dirty dishes.  

● Move chairs to the snack tables to ensure there is one for every child.  

● When the children are sent to the snack tables help them sit safely on their chairs.  

● After all the children have washed their hands, serve snack. Please serve children with alternate snack first. This 
ensures they are not given the regular snack, which they are restricted from eating.  

● When the children are tidying up their snack, clean the sinks with powder cleanser and prepare the water for 
dishwashing using the three-sink method. (As outlined on poster located by the kitchen sink). 
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Section 7, Part D: Washroom Cleaning Procedure 
 

There are two washrooms at front building, two by cubbies and one in the nursery class which are to be 

cleaned  

(a total of 7 toilets and 2 urinals). 

 

Prior to cleaning the washroom, gloves can be found in the cabinet in the handicap washroom, to protect 

parents from any bodily fluids.  

 

Bleach mixture can also be found in the cabinet.  

 

a) Sinks: sinks and faucets must be sprayed with bleach mixture left for a minimum of 10 seconds then wiped 
clean with paper towel. Paper towels to be placed in garbage. 

b) Toilets and urinals: toilets and urinals must be cleaned before the start of all classes. The toilet, seats, lids, rims 
and flush handles are to be thoroughly sprayed with bleach mixture left for a minimum of 10 seconds then 
wiped off using paper towels. Urinals and handles are to be sprayed with bleach mixture left  
for a minimum of 10 seconds then wiped with paper towels. Paper towels to be placed in garbage.  

c) Washroom floor is to be swept (remove all items on bathroom floor before mopping), sprayed with bleach 
mixture and mopped, using mop and container that is located in the handicap washroom. Fill container with 
clean water and mop the bleach mixture off the floor. (Place items back when floor is dry). 

d) After the washroom has be cleaned thoroughly wash hands with soap and water regardless if disposable gloves 
were worn or not. 

e) Sign washroom cleaning log located in handicap washroom. 
 

 

Section 8: Arrival and Pickup 
 

Your child’s program begins at 9 a.m.  Teachers will open doors (that lead to cubby area) to announce the start 

of class.  

 

The teaching staff must be informed in writing if you have made arrangements for another parent or 

adult to pick up your child.  

 

If you wish to speak to the teaching staff, they are available every day after the children have all been 

dismissed to the parents.  

 

Once the teacher has dismissed your child into your care, they become your responsibility.  

 

Children must be picked up by 12:00 p.m.  Once the doors (at cubby area) are closed, the child has stayed 

beyond dismissal time and late fines will be levied (see Section 2, Part D).  

 

Late parents will be asked to sign the logbook in the late section area. The teacher will notify a member of the 

executive and he/she will follow up with the individual parent to collect the appropriate fine.  
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Section 9, Part A: Prohibited Practices Policy 
 

According to the Child Care and Early Years Act 2014 (CCEYA) Section (48) the following practices are 

prohibited: 

 

● Corporal punishment of a child. 

● Physical restraint of a child, such as confining a child to a high chair, car seat, stroller or other device for the 
purposes of discipline or in lieu of supervision, unless the physical restraint is for the purpose of preventing 
a child from hurting themselves or someone else, and is used only as a last resort and only until the rest of 
injury is no longer imminent. 

● Locking the exits of the childcare centre for the purpose of confining a child or confining the child in an 
area or room without adult supervision, unless such confinement occurs during an emergency and is 
required as part of the licensee’s emergency management policies and procedures. 

● Use of harsh or degrading measures or threats or use of derogatory language directed at or used in the 
presence of a child that would humiliate, shame, or frighten the child or undermine a child’s self-respect, 
dignity or self-worth. 

● Depriving a child of basic needs including food, drink, shelter, sleep, toilet use, clothing or bedding. 

● Inflicting any bodily harm on children including making children eat or drink against their will. 
 
 
At Meadowest Preschool the following practices are used to assist/redirect children to more appropriate 

behaviour rather than dwelling on troublesome behaviour. We strive to use techniques that are: 

 

● appropriate to the developmental level or the child 

● designed to assist the child to learn appropriate behaviour 

● use positive and consistent voice tones 

● only intervene if children cannot resolve problems or issues on their own, when physical harm has been 
done towards another child, or if language that is not appropriate is being used amongst children. 

 

In summary, discipline shall be educational rather than punitive in nature. 

 

 

 If intervention is required: 

 

● talk to the child and try to work out a solution together with input from the child or children involved, continue 
to monitor the situation 

● if problem continues, give the child or children a verbal warning that if he or she cannot manage then they may 
need to find another area to play, at this point you will want to again speak with the child or children and 
remind them “what solution they said they were going to use” 

● if the problem persists, remove him or her from the area or activity 

● if there is bodily injury or any kind of aggressive behaviour, remove the child immediately from the situation. 
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Consequences for Violation of Prohibited Practices 
 

All staff volunteers and students are required to comply with the policy stated. Failure to comply will result in 

the following procedure: 

 

● 1
st

 contravention – verbal warning 

● 2
nd

 contravention – written warning 

● 3
rd

 contravention – dismissal 
 

The following are guidelines only. Determination of the appropriate disciplinary measures will be based on 

such criteria as: 

 

● seriousness of the offense, 

● actual/potential risk of harm to the child, 

● past performance of the employee, volunteer or student, 

● frequency of occurrence and previous disciplinary action taken. 
 

This policy will be distributed in the handbook and will be read aloud at the Orientation meeting for all active 

members (who will perform before class 8:30-9 a.m. and clean up duty at 11:30-12 p.m.). Staff, volunteers and 

students will sign that they understand the policy. This policy is to read before staff, volunteers or students 

begin work in the classroom.  

 

 

Section 9, Part B: Prohibited Practices Contravention Reports – 

Procedure for Reporting 
 

The Prohibited Practices Policy is contravened if a member of the staff, volunteer, parent or similar caregiver 

uses prohibited disciplinary actions toward a Meadowest student. 

 

Any person, whether a Meadowest staff member (supervisor, teacher, supply teacher, volunteer or placement 

student), a member of the school-both adult or child, or an outsider who is a witness to any incident, may file  

a Prohibited Practice Contravention report. 

 

If a situation is witnessed which appears to violate the Meadowest Preschool Prohibited Practices Policy, the 

following procedures should be taken: 

 

1) Interrupt the situation by pointing out the inappropriate disciplinary action both to the person doing the 
disciplining and to an adult witness (if one is present). Ensure that the inappropriate disciplinary action is 
stopped immediately. 

2) Console the victim if necessary and ask for assistance from other adults (if possible). Notify a staff member who 
is in charge, or if staff member has caused the inappropriate disciplinary actions,  
then notify the President if possible or another Board of Directors member. 

3) Discuss the inappropriate disciplinary action with the person who was involved and explain what portion of the 
Prohibited Practices Policy that have been violated by their actions. 
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4) When the situation is settled, decide whether the child’s parent/guardian should be notified of the situation 
immediately or at child’s scheduled pick up time. If the action involved is considered a Serious Occurrence, 
then refer to Serious Occurrence procedure policy. If the person involved is a Registered Early Childhood 
Educator, the College will be notified.  

5) As soon as possible after the situation is settled, a Contravention Report should be completed. 

6) The individual who allegedly violated the Prohibited Practices Policy must read and sign the incident report. At 
this point the person should be told to right down any information that they feel is relevant  
to their actions. 

7) The President and the witness will review the report within 24 hours of the contravention. 

8) Follow-up action with the violator by the President or Supervisor, if appropriate, should discuss alternatives to 
the inappropriate disciplinary action and review any previous violations made by the  
same person. Consequences for violation of the Prohibited Practices will be followed as outlined in the 
Prohibited Practices Policy. Prohibited Practices Contravention Reports will be filed for 3 years from the date of 
the report and kept in the person’s file. 

 

Section 10: Nutrition and Snack Policy 
Introduction 

Promoting children’s health is an important aspect of quality childcare. Meadowest Preschool provides snack to children 

between the ages of 30-60 months of age. We recognize the important connection between a healthy diet and a child’s 

ability to participate and learn. Meadowest Preschool recognizes that the sharing of food is a fundamental experience 

for children. Meadowest Preschool does not serve meat, seafood or eat alternatives for snack.  

 

Allergies 

Food allergies are becoming more common among children. Allergic reactions can range from mild skin rashes to severe, 

life threatening reactions with breathing difficulties. It is important to reduce the likelihood that these reactions will take 

place at Meadowest Preschool. 

 

The following procedures and practices will be followed with respect to allergies: 

 No nuts or products containing nuts will be served at Meadowest Preschool. 

 An allergy and food restriction list will be posted wherever food is prepared, and in children’s    play areas.   

 Monthly snack schedule will be posted for parents. 

 Any parent choosing to provide snack or drink for their child must label all containers with child’s name and 

place in fridge when dropping child off at school. 

 

Nutrition 

 Meadowest Preschool follows the Health Canada” Eating Well with Canada’s Food Guide” when serving snack and 

beverages. Milk and water will be served at snack time. Water will be available during class time. Meadowest grocery 

shopper will be given a copy of Health Canada “Eating Well with Canada’s Food Guide” to assist with snack purchases.  

 

 

Implementation of Nutrition policy 

Staff members will read policy annually. New staff will read policy prior to commencing work. Parents will have policy 

made available to them in our school handbook.  The policy will be revised if necessary. 
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Please be aware that Meadowest Preschool is a nut-free zone. Please do not send snacks or treats that are 

labeled: "trace peanuts”, "trace nuts”, “may contain nuts/peanuts”, “made in a facility with nuts/peanuts”, “made 

on equipment with nuts/peanuts”. We discourage parents from sending "birthday treats, as we celebrate each 

child’s birthday the same special way. Please also be aware that we cannot control nuts being brought into the 

room when we are not using the room. The room is the property of the Salvation Army Church and is rented 

out in the evenings for public events and community programs.  

 

Section 11: Children with Non-Life-Threatening Food Allergies 
 

The parent of a child with an allergy to certain foods is responsible for checking the snack schedule at school, 

and for providing a similar snack to that scheduled on the days when their child will be unable to eat the 

regular snack as it may contain an allergen. They will still remain part of the general snack schedule and 

prepare the class snack as normal, on a rotating basis.  

 

Section 12, Part A: Children with Life-Threatening Allergies 
 

The parent of a child with a life-threatening allergy is responsible for providing their child with their own snack 

every day. It should be a similar snack to the scheduled school snack, and for this purpose, the school will 

provide such families with a copy of the month’s snack schedule in advance. An emergency snack should be 

provided by the parent and left at school for the child with the allergies use alone. A child with an allergy will 

not be permitted to remain at school unless the prescribed medication accompanies the child. We 

strongly recommend that such medication remain at school, in a locked drawer, for the duration of the school 

year. Prescribed medicines for allergies must be accompanied by an "Administration of Medication form and 

Individual Action Plan” form, signed by a doctor, which is always kept with the medicine. 

  

Section 12, Part B: Anaphylactic Policy and Procedures 
 

Anaphylaxis is a serious allergic reaction which can be life threatening. The allergy may be related to food, 

insect stings, medicine, latex, exercise etc. This anaphylaxis policy is intended to support the needs of a child 

with severe allergy and also provide information and awareness to parents, staff, supply staff volunteers and 

visitors a Meadowest Preschool.  

 

In accordance with new regulations in the Child Care Early Years Act 2014 Section 39.1 the following 

strategies and procedures are to be followed: 

 

Reduction of Exposure to Anaphylactic Causative Agents 
 

The key to preventing an emergency is ABSOLUTE AVOIDANCE of the causative agents for a severely 

allergic child.  

 

1) Meadowest strives to be a “nut-free” environment. No snacks or food products containing peanuts,  
tree nuts, etc., will be purchased by Meadowest Preschool. Staff, supply staff, parents, and volunteers for the 
school will be advised of this policy prior to their employment at Meadowest Preschool.  
As well, all parents will be advised of this policy through parent meeting where the policy will be read aloud. 
Parents starting throughout the school year will be advised to read the handbook where this policy will be 
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located. Once this policy is read by staff, supply staff, parents, volunteers or support staff they will have to sign 
off that they understand the policy. 

2) Parents are also reminded not to send in any snacks for their child in their school bags. As well they are 
reminded through this policy to wash their child’s face and hands to erase any traces of nut products or other 
possible allergic foods before bringing their child to school. 

3) Staff, who are greeting the children at the door before each program will do a visual observation/check of each 
child before they entre to look for any signs of illness, injuries or any lingering “peanut butter” or other “food 
remnants” on the child’s face or clothing before entering. 

4) An “Individual Action Plan” for a child with an Anaphylactic or other specific medical condition” can be found in 
the attendance binder. 

5) Classroom Allergy list, medical list, and food restrictions list will be posted in the kitchen on the side of the 
fridge, classroom and outdoor shed in the playground. Prior to snack preparation and serving snack, the list is 
to be reviewed by the teachers in the classroom, to ensure that no causative foods are served to the allergic 
child. An acceptable alternative snack is to be served to the child. 

6) Staff are to clean the snack area thoroughly with bleach mixture before and after snack prep, to make sure that 
there is no accidental exposure to a causative agent. 

7) Only vinyl or plastic gloves are to be used for cleaning procedures, food prep or assisting children in changing 
soiled clothes.  

 

 

 

Communication Plan – Anaphylaxis Information 
 

The following strategies are to be followed to ensure that communication of a child’s specific allergies will be 

followed by all staff, supply staff, support staff, and volunteers at Meadowest Preschool. 

 

a) When a specific, severe allergy is indicated by the parent, either on the Registration form or given verbally 
by the parents, the supervisor must arrange for a meeting with the parent to review the specific symptoms 
and reactions to the causative agent, for their child, prior to their child starting to program. An Individual 
plan must be written up for the child, using “Meadowest Preschool Individual Action Plan for Child with 
Special medical conditions”. 

b) The parent or a physician is to provide training to the supervisor and staff, on the administration of an Epi-
pen and or other medication, and other emergency procedures, which are to be followed in the event of 
their child having an anaphylactic reaction. 

c) The supervisor is responsible for communicating the specific procedures which are to be followed for each 
“Individual Action Plan” with staff, supply staff, volunteers and support staff who are present in the 
classroom. After the review each person will sign off that they understand the plan. 

d) The original “Individual Action Plan”, and Administration of Medication form” and “Epi-pen Exclusion Policy” are 
to be kept in the child’s file. Copies of the Individual Action plan will be kept in the attendance binder. Copies of 
the Administration of Medication form and Epi-pen exclusion policy will be kept with the medication in a locked 
cupboard in the kitchen, when child is present at school a teacher will carry Epi-pen and form with her in a fanny 
pack. 
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Individual Plan review and Monitoring 
 

1) Prior to the start of each school year, all Meadowest employees, supply staff, volunteers and support staff will 
review the “Individual Action Plans” of each/any child with severe, life threatening allergies, as well as when a 
new child register at the centre. 

2) All staff, supply staff, volunteers and support staff will review emergency procedures including administration 
of an Epi-pen, (using the practice trainer), relaying information to the “911 operator”, providing necessary 
information. 

3) The supervisor is responsible for reviewing the “Individual Action Plan” and subsequent emergency procedures 
to any staff, supply teacher, volunteers or support staff in the classroom prior to their working in the class. 

4) A sign off sheet for “Anaphylaxis Policy and Epi-pen Use” and “Individual Action Plans” will be signed off by 
staff, supply staff, volunteers and support staff. 

 

Section 12, Part C: Administration of Anaphylactic Medication 

(Epi-pen) 
 

In accordance with the Child Care and Early Years Act 2014, this policy is in place to provide the staff, supply 

staff, support staff and volunteers with specific identifiers and procedures to follow in the event of such a 

reaction. 

Staff, supply staff, support staff and volunteers will review the policy each year prior to the start of school 

before working in the classroom and will be made aware of any children entering the program who have 

allergies. 

 

Allergy/food restriction and medical lists are posted in the kitchen on the side of the fridge, the classroom and 

in the shed in the playground area. Parents of a severely allergic child must provide Meadowest Preschool with 

a physician prescribed clearly labeled Epi-pen to be only used in an emergency. 

 

Objective 
 

The key to preventing an emergency is ABSOLUTE AVOIDANCE of the allergenic food or product, for the 

child with a potentially life-threatening allergy. 

 

The Epi-pen must be available at all times in the event of an emergency. Parents must provide a backup Epi-

pen on field trips. 

 

Possible Symptoms 
 

1) Flushed face, hives, itchy lips, or swelling of tongue, lips or eyes 
2) Tightening in throat, mouth, chest 
3) Difficulty breathing or swallowing, wheezing, coughing and choking 
4) Vomiting, nausea, diarrhea, stomach pains 
5) Dizziness, unsteadiness, sudden fatigue, rapid heartbeat 
6) Loss of consciousness 
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Early Signs or Symptoms 
 

● Irritability  
● Increased heart rate 

● Thirst 
● Pale complexion or sweating 

● Decreased urinary output 
 

 

Action-Emergency Plan 
 

In the event that a child may have been exposed to an allergenic substance, the child’s “Individual Action Plan” 

must be followed, remove action plan immediately from fanny pack and follow as per parent’s instructions. 

 

 

Specific to the Administration of the Epi-pen 
 

● Check the name and expiry date of the Epi-pen.  

               Check dosage (as per Individual Action Plan). 

● When administering the medication, the Epi-pen can be administered through clothing and in the  
upper thigh (halfway between child’s hip and knee area, on the front side where the muscle is). 

● Remove cap, orange to the thigh blue to the sky, hold for a count of 10 seconds until all medication  
has been injected. 

 

After Injection 
● If bleeding occurs at the site, press the site with gauze for a few minutes and stay with the child. 

● Ensure the Epi-pen is not within reach of any children. 
 

Responsibility of the Teachers 
 

The following procedure will be implemented in response to an anaphylactic reaction, in light of the previous 

information. 

 

Teacher (closest to the child in distress)  

● At any sign of breathing difficulty or other severe symptoms in the child, will signal to get fanny pack 
from other teacher if not wearing fanny pack. Follow “Individual Action Plan”. 

● Follow “Individual Action Plan” step by step. 

● Remain with the child. 

● If after following the ‘Individual Action Plan” the Epi-pen was used the teacher will give used  
Epi-pen to the Paramedic or Ambulance attendant. 

 

Teacher #2 

● Will remain with the other children if volunteer is in the room, volunteer will also remain with Teacher 
#2. 
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● If volunteer is in the class, they will call 911 when instructed to do so, if no volunteer is present teacher 
closest to the child will call 911 if possible if not teacher 2 will call 911 when instructed.  

● One Board of Directors member will be contacted to immediately to come to school, again if volunteer 
is in the classroom, they will contact a Board of Directors member, if no volunteer is present one of the 
teachers will contact a Board of Directors member.  

 

Documentation and Follow Up 
 

Supervisor is to refer to Serious Occurrence Policy and follow steps provided. This is to be followed in the 

event that a child who has not been identified and does not have an individual plan already in place. This is for 

a child with no pre-existing conditions.  

 

*Request that the parents provide a replacement Epi-pen prior to the child returning to class* 

 

Section 12, Part D: Administration of Medication 
 

Since Meadowest Preschool provides only half-day programs for children, Meadowest staff will only administer 

prescribed medication in response to incidents or illnesses that are life-threatening (i.e. difficulty in breathing, 

allergic reactions, exposure to allergens, asthma, seizures, diabetes, etc.).  

 

Parents or guardian of children who have been diagnosed with an anaphylactic illness, diabetes, or other  

life-threatening illnesses, must attend a parent/staff training to teach staff how to use any medical items that  

their child may need in an emergency situation (i.e. Epi-pen, air chambers for puffers) this meeting will also 

include the reviewing “Individual Action Plan” for the child. Parents or guardians will have to fill out the above 

mentioned “Individual Action Plan” for child with “Special Medical Conditions” and an “Administration of 

Medication” form.  

Any prescribed medication must have a pharmacy label with child’s name, Doctor’s name amount to be given, 

and if necessary clear expiry dates. If child’s “Individual Action Plan” includes Benadryl, an unopened bottle 

must be provided. 

If a medical issue arrives during class, the teacher who has the child’s medication on their person will follow 

the “Individual Action Plan” that has been provided by the parents or guardian. The other teacher (and duty 

parent if one is in class that day) will focus on the children in the class and gather in an area that is away from 

the child who is suffering a medical emergency so that the child and teacher have privacy. Any time medication 

is administered to a child the time and dosage will be documented on the “Medical Administration sheet” that 

will be kept in the child’s personal file. 

 

Medication will be placed in a locked cabinet, in the kitchen in a clearly marked container when the child is not 

in attendance. If Benadryl is mentioned on the “Individual Action Plan” that will remain in the locked cabinet 

during child’s attendance at school and will be removed if needed. 

 

Epi-pen, puffers and air chambers will be located on a teacher (inside a pouch) with “Individual Action Plan” 

inside. If for any reason the teacher who has the medication with them that day needs to leave the classroom, 

they must give the medication to the other teacher who remains in the room. 

 

Should an emergency arise, all steps will be followed as indicated on the “Individual Action Plan” and on the 

“Administration of Medication” forms.  
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“Individual Actions Plans” and “Administration of Medication” forms will be reviewed annually by staff, duty 

parents, placement students and volunteers. “Individual Action Plans” will only be reviewed by a person listed 

above who will work directly with the child. Once the “Individual Action Plan” is reviewed the person will sign 

indicating they have read and understand the action plan. 

 

Section 13: Criminal Reference Check(Vulnerable Sector Police Records Search) 
 

Effective August 31, 2015 the Ministry of Education Child Care Quality Assurance and Licensing Branch made 

it a requirement of our license to conduct a criminal reference check, this includes vulnerable sector screening 

on all employees (updated every five years) being considered for hire as well as all volunteers joining our 

preschool after that date. This includes parents, nannies, grandparents, care givers, any persons in the 

classroom. Students doing placement from a community college, high school, and supply teachers are also 

required to provide the school with a copy of their Criminal Reference check. Resource personnel from 

Mississauga Community Living or Erin Oaks must provide notice in writing from their employer that such a 

criminal reference check has been verified or by showing the supervisor verification of a recent (within 6 

months) criminal record check. Member volunteers who will be acting as a duty parent and/or board member 

for the preschool will be required to complete the preschool’s Criminal Reference Check form, this also 

includes supply teachers. Any student doing placement from a community college or high school is also 

required to provide a criminal reference check that has been processed within 6 months.  

In the event a member is returning for a consecutive year they will have to sign a Declaration form. All new 

member volunteers registering or those previous members returning from an absence will be required to 

submit a current criminal reference check, this includes Vulnerable Sector Screening for verification by a 

designated officer of the corporation (registrar, or supervisor). Volunteers who are waiting for their criminal 

reference check to be returned from the Police may come into the classroom but will not be left alone with the 

children. A current criminal reference check means a criminal reference check that has a processing date not 

in advance of 6 months from the viewing date by a designated officer of the corporation.  

The license shall submit a current police record check (PRC) in the Child Care Licensing System (CCLS), for 

each director, officer, board and/or governing council member, as applicable, who is responsible for the 

delivery and oversight of Meadowest Preschool operated by the licensee, no later than the 5
th
 anniversary of 

the date of their most resent PRC. The licensee shall notify the Ministry of Education when adding new 

members to its board or council by updating their corporations profile information within 15 business days. The 

licensee must also provide a current PRC for new members when updating the CCLS site.  

The licensee shall provide a current vulnerable sector check (VSC) to the Ministry of Education in the CCLS for 

all directors, officers, board and/or governing council members who interact with children at Meadowest 

Preschool. The licensee shall ensure that any director, officer or board/or governing council member who has 

not provided a current CRC or VSC to the Ministry submits a completed confirmation of non-interaction with 

children in the CCLS and in accordance does not interact with any children receiving care at Meadowest 

Preschool.  

 

 

How to Apply for a Current Criminal Reference Check  
 

Criminal Reference Check forms are included in the registration packages; additional copies are available  

from the supervisor or the school’s registrar. These forms must be submitted in person to the Peel Regional 

Police if you reside in Peel. If you do not reside in Peel you will have to bring the form to your local police 

station for processing.  

Any fees associated with processing will be the sole responsibility of the volunteer or applicant.  
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Designated Officers  
The two designated officers shall be the supervisor and the school registrar. It is recommended that the 

registrar have their own criminal reference check viewed prior.  

 

Hiring of Employees  
When there is a vacancy in staff at the preschool, each applicant will be required to bring a current (6 months) 

criminal reference check to the interview. After an employee is hired, they may sign a declaration for four 

consecutive years. Every five years after hire date employees must redo their Criminal Reference Check,  

this includes Vulnerable Sector screening.  

 

What a Criminal Reference Check Indicates  
A criminal reference check will list all criminal convictions if any from across Canada as well as all outstanding charges 
against the applicant.  
 

Verification of the Criminal Reference Check  
 

The criminal reference check must be viewed by one of the designated officers as soon as the volunteer has 

received it. After the designated officer views the criminal reference check, the form will be returned 

immediately to the prospective member. This releases the preschool from any liability with respect to the 

handling of personal and confidential information. It will be necessary for the designate to record the date of 

completion  

of the criminal reference check as well as the date verified by the designated officer.  

 

A Positive Criminal Reference Check  
 

It is important to emphasize that a positive criminal reference check does not necessarily mean that the 

membership or employment application will not be approved. Consideration will be given to the nature of and 

circumstances surrounding the charges and convictions. The preschool is looking for very specific offences 

that could possibly create and unsafe environment for the children as well as violating a position of trust on the 

Board of Directors. The following convictions or charges would be considered unacceptable by the preschool:  

 

● Any crime against children 

● Any acts of violence 

● Substance abuse 

● Embezzlement 

● Or any conviction that the Board of Directors deems as inappropriate or unbecoming  
of a member.  

 
Upon presentation of a positive criminal reference check, the applicant will have the opportunity to discuss  

the information listed with the designated officer. All information will be kept in the strictest confidence.  

The application acceptance of any member with a positive criminal reference check requires final approval  

of the board of directors of the preschool.  
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Objectives  
Minimizing any risk of mistreatment of the children is the primary objective for mandating this policy within  

childcare programs licensed by the Ministry of Education Early Years Division. This policy will provide 

increased safety, protection, and well-being of the children within the program. The secondary objective is to 

ensure that board members are suitable to hold positions of trust.  

 

Officers and Directors Liability  
The preschool provides Officers and Directors Liability insurance each year to provide protection for its 

directors from any liability which may occur as the direct result of the enforcement of this policy. The Directors’ 

Liability Insurance policy is reviewed annually to ensure it is adequate for the preschool.  

 

Amendments  
The Board of Directors reserves the right to make amendments to the above policy at any time as required and 

as approved by a necessary quorum.  

 

 

Section 14: Playground Safety Policy and Procedures 
 
Meadowest Preschool has its own playground located at the southwest side of Cornerstone Church. Outdoor play is 
an integral part of the program. The playground is accessible to the children during the hours of operation of the school. 
Ideally the children will have access to the playground for the first twenty to forty minutes of school, but not limited to 
these times. The playground experience enhances the development of physical, social, creative and cognitive skill sets.  
 

Playground Protocol  
 
Supervision of all areas of the playground is critical to ensure safe outdoor play. Teachers, volunteers, co-op students 
and placement students should spread themselves around the playground and playground equipment to ensure highest 
traffic areas are supervised at all times. At a minimum one person should be standing on asphalt and another on the 
playground structure surface area.  
 

Required Playground Items  
 
There is one backpack that is required to be taken to the playground. This backpack contains a first aid kit and manual as 
well as emergency contact information for each child. The teachers will also bring the attendance and any required 
medication that an individual child requires.  
 

Playground Safety  
 
Playground Safety Log 
The playground safety log contains a section on daily inspections, monthly inspections, seasonal inspections, annual 
inspection, and playground inspection follow up and maintenance and repair log.  
 
Daily inspections 
A teacher will conduct an inspection of the playground prior to commencement of the program every morning and 
afternoon.  
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Monthly Inspections 
The monthly inspections will be completed by the Supervisor. Monthly inspections will be completed within the first two 
weeks of every month.  
 
Annual Inspection 
This inspection will be completed by a licensed inspector hired by the Board of Directors. A copy of the inspection will be 
placed in the playground binder.  
 
Playground Inspection Plan/Follow-up and Maintenance Repair Log 
Once the annual inspection is complete an action/follow-up plan will be documented and carried out by the school 
maintenance or the supervisor. If work on action plan cannot be completed by the school maintenance, or the 
supervisor then a suitable contractor will be hired by the school Board of Directors to complete the work.  
 
Playground Accident Reports 
If an accident occurs in the playground area, then an accident report will be written by a teacher and placed in the 
playground binder once signed by a parent or guardian of the child. A copy of the report will be placed in the child’s file.  
 

 

Section 15, Part A: Field Trips  
 

Written permission, signed by parents, must be given so that a child can be taken away from the school.  

Parents are notified of any impending trips and any fees involved are to be paid to the executive responsible  

before the day of the trip. We have several excursions planned for each school year. Parents will be assigned  

duty on trip days, as they would any other day. Should the trip be cancelled, class will be held at the school  

and the parent assigned duty will be required to stay for regular duty.  

 

Siblings are not permitted to attend field trips.  

 

Each child will be given a Meadowest armband to be worn for the duration of the trip. Armbands are to be 

returned to the teachers upon arrival at the school.  

 

Section 15, Part B: Missing Child Procedures  
 

When it becomes apparent that a child from the group is missing, the following stops should be taken:  

 

a) Inform the teacher that the child is missing;  

b) One teacher and or 2 parent volunteers will stay with the group of children;  

c) The second teacher will go to look for the missing child;  

d) After 5 minutes of searching the second teacher will return to the group and call 911; and,  

e) Parents of the missing child will then be informed.  
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Section 16, Part A: Health Regulations  
 

a) Immunization records or an immunization waiver form shall be completed and returned annually for each 
child before September 1. These forms should be kept in a confidential file in accordance with the Child 
Care and Early Years Act 2014 and the appropriate copies sent to Peel Health.  

b) Participating parents (or approved substitutes) must be in good health and have had a chest X-ray or 
tuberculosis skin test.  

c) Allergies listed on a child's medical certificate will be posted in the kitchen, in the classroom, as well as the 
playground.  

d) Members are asked to keep at home any child showing signs of fatigue or ill health, as young children are 
very susceptible to communicable diseases. It may be harmful to the child to send him/her to preschool 
and is unfair to the other children. The primary objective in establishing a strict medical policy is to 
ascertain that any child exhibiting symptoms of ill health receives the required medical attention, as well as 
preventing the spread of illness to other children, duty parents and teaching staff.  

e) Any child that is sent to school and shows signs of illness will result in the parent/guardian being called to 
come pick up the child. 

 

The Meadowest teaching staff are not qualified medical personnel. They are required to enforce and adhere to 

the limitations and guidelines of this policy.  

 

 

Symptoms of ill health include, but are not limited to:  

 

● Profuse, thick nasal discharge, greenish in colour;  

● Redness in and/or discharge from one or both eyes and ears;  

● Fever;  

● Vomiting;  

● Any type of rash;  

● Loose, watery or frequent stools; and/or,  

● Any symptom of parasitic infestation.  
 

 

Any child exhibiting any one or more of these symptoms will not be admitted to school until at least one of the 

following conditions is met:  

 

● All symptoms of ill health have been absent for at least 24 hours;  

● Prescription medication has been administered for at least 24 hours;  

● Legal quarantine guidelines as outlined by the Peel Health Department are met; and/or,  

● A doctor's note granting the child's return to Preschool is provided.  
 

When a child returns to school, parents should be certain that their child is able to participate in all aspects of  

the program, including outdoor play. If a child is not able to participate, he/she should not be brought to 

school.  
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Section 16, Part B: Communicable Diseases  
 

Members are asked to report communicable diseases or prolonged illness at once to the Registrar and 

teaching staff. The Public Health Act requires the exclusion of children who are suffering from communicable 

diseases.  

The periods of exclusion are as follows:  

 

● Red Measles five days from appearance of rash; German Measles five days from appearance  
of rash;  

● Mumps until swelling disappears or nine days after onset;  

● Chicken Pox at least five days after onset of rash and for duration of vesicular eruption;  

● Scarlet Fever two days after commending antibiotics or certified fit by physician; Epidemic Strep same 
as Scarlet Fever (sore throat);  

● Lice until appropriate treatment is given and all lice and nits are removed from the head;  

● Impetigo 24-48 hours after treatment has started, and the area is dry with no weeping; and,  

● Pink Eye 24 hours after treatment has started.  
 

If a child develops symptoms of illness at preschool the caregiver or the person designated for emergencies 

shall be notified so that the child may be taken home.  

 

Detection 
If a parasite is detected at school, the child will be removed from the classroom and inspected for signs to 

confirm suspicion. Classmates of the infected child will also be checked.  

 

Confirmation 
Isolate the child from the rest of the children. Call the child's parent to take the child home for treatment.  

Review treatment procedure and return the school policy and procedure with them. In the case of suspected 

scabies infestation, a physician must diagnose and presence medication for treatment.  

 

Communication 
Issue parent alert letter to all children in the class. Opportunity will be made available for more detailed 

information verbally by teachers and/or Health Information Booklet which is kept at the school.  

 

Classroom Procedure 
Gather all articles of cloth (i.e. dress up clothes and blankets, etc.) and place in bags and seal. Throw out the play dough 
and sensory table contents. Carpets must be vacuumed before they are used again.  
 

Section 17: Children with Special Needs  
 

If the Teachers believe that a child may be experiencing developmental or behavioural delays or difficulties,  

the following procedure will be implemented.  

 

Upon conveying concerns to each other, the Teachers will meet to discuss their concerns. If the teachers 

believe that the situation warrants monitoring, they shall:  
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● Document the concern and inform the President that a child will be monitored;  

● Observe the child for a predetermined time period;  

● Document all observations and related information;  

● Meet at the end of the time period to determine the direction to be followed and inform the 
president;  

● Meet with the Parents to convey concerns request permission to follow up with external agencies, as 
appropriate. Parents and Teachers will then meet regularly to monitor and reassess directions taken; 
and,  

● Continue the process until a final meeting occurs because the situation has been resolved or until the 
child is withdrawn from the school.  

 

Possible Directions to be taken:  

 

● Ask for a Meadowest Parent to assist in the classroom;  
● Ask for child's family to provide and fund an assistant for their child to be approved by supervisor; 

and,  
● Initiate services of an external agency.  

 

 

Confidentiality 
 

To protect the confidentiality of the family involved, the Supervisor shall convey the progress of the situation  

regarding the child and their family and the other children in the class on a regular basis. At no time will 

information specific to the child's condition be relayed to anyone other than the Teachers without the 

permission of the Child's Parent(s).  

 

Section 18: Absence of Child  

 
The Teaching Staff should be notified if a child will be absent for several days due to a communicable disease  

or an extended holiday. If your child is ill for the day, there is no need to notify the teacher. 
 

Section 19: Fire Drill and Emergency Information  

 
The Teaching Staff shall ensure that:  

 

a) A procedure approved by the local Fire Inspector is established and followed in case of fire;  

b) Parents are instructed in proper fire drill procedure during Orientation and the procedure is posted on the 
bulletin board and practiced once per month;  

c) Local medical health office (public health nurse), taxi, ambulance, hospital poison control,  
fire department and police department are listed on a card posted on the bulletin board and  
on the teachers' table;  
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d) The children’s’ medical forms and emergency phone numbers must accompany them for fire drills  
or other emergency evacuation procedures;  

e) A first aid kit is on hand at preschool for any mishaps, and an accident report form must be filled out for 
accidents involving children and staff;  

f) Children and staff are aware of emergency evacuation procedures. In case of emergency evacuation, 
children are to be taken to a pre-arranged evacuation site. Parents will be called once children and 
teachers have arrived at emergency evacuation site; 

g) Attendance will be recorded as soon as the child enters the classroom and dismissal will be recorded on 
release to the parent/caregiver;  

h) If a child leaves early during school hours, it must be recorded in the Teacher's Day Book and on the daily 
attendance; and,  

i) All fire drill records, children’s' medical records and accident report forms must be kept by the school for 2 
years as required by The Child Care and Early Years Act 2014.  

 

Section 20: Confidentiality and Non-Disclosure  

 
The privacy of personal information is an important principle to Meadowest Preschool. We are committed to 

collecting, using and disclosing personal information responsibly and only to the extent necessary for the 

goods and services we provide. We also try to be open and transparent as to how we handle personal 

information. Furthermore, proprietary information, internal information, data, and materials of Meadowest are 

valuable assets. Protection of this information plays a vital role in Meadowest continued public image, and 

confidence in the services it offers. This document describes our confidentiality and non-disclosure policies.  

 

Acknowledgement of Importance of Non-Disclosure  
Members acknowledge that the information to which they will have access as a result of their position with 

Meadowest is confidential, unique, and valuable to the Centre and that the unauthorized disclosure of that 

information to another party would cause the centre and its clients irreparable harm and would be in violation 

of the Personal Information Protection and Electronic Documents Act (PIPEDA) covering the collection, use or 

disclosure of personal information in the course of any commercial activity.  

Agreement Not to Disclose Confidential Information  
 

Members acknowledge that in order to appropriately safeguard the interests of Meadowest, its clients, staff,  

and business affairs:  

 

a) He/She will not directly or indirectly disclose any information relative to the business or affairs  
of Meadowest or personal information concerning its employees, clients, or associations it serves except as 
may be necessary in the proper discharge of his/her duties;  

b) He/She shall use his/her best efforts to cause all persons or entities to which any information shall be 
disclosed by him or her to observe the terms and conditions set forth herein or as otherwise set out in 
Meadowest internal policies and procedures;  

c) He/She shall not remove any confidential information from Meadowest premises except in the course of 
performing his/her duties on behalf of the Centre or without the prior authorization of the Executive 
Director; and,  
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d) He/She shall have no obligation to keep confidential any information if and to the extent disclosure  
of any such information is specifically required by law or if the information has been released to the public 
by Meadowest; except as may be necessary in the proper discharge of his or her duties, or after 
termination of his/her employment for any reason, except with the express written authorization of 
Meadowest or as may be required by law.  

 

Agreement to Abide by Privacy Policy  
Member acknowledges that he/she understands the organization's privacy policy and agrees to abide by it.  

 

Return of Confidential Information  
Members acknowledge that upon the termination or conclusion of Membership, he/she shall return all 

information immediately to Meadowest along with any confidential information including copies, extracts, 

computer files, or other reproductions in his or her control.  

 

Survival  
Members acknowledge that the terms of this Agreement shall continue to be effective at all material times after 

the termination or conclusion of membership.  

 

Enforcement  
Meadowest shall be entitled to specific performance and injunctive relief for any breach of this agreement.  

 

Section 21: Conflict of Interest Policy  
 

a) No member of Meadowest shall financially benefit in any way from the day to day business 
activities of Meadowest.  

b) No member shall unduly influence, make decisions or in any way direct policy, bylaws or procedures that 
are to their financial or personal gain.  

 

Section 22: Commitment to Confidentiality  
 

Duty parents working in the classroom often become aware of confidential information concerning children and 

their families in the day to day operations of Meadowest Preschool. All Meadowest members will exercise all 

reasonable care and caution in protecting verbal, printed or written confidential information from casual 

observation, unauthorized perusal or other such abuse. Any confidential knowledge/information will not be 

released to any other agency without signed authorization by the parent(s).  

 

Section 23: Child Care Supervision Policy for a Volunteer  

or Placement Student  
 

In accordance with the Child Care Early Years Act 2014 supervision policy for volunteers and students to help 

support the safety and well-being of children. To ensure that every child who is in attendance in Meadowest 

Preschool is supervised by staff at all times, this does not include volunteers (unless they are supervising their  

own child) and placement students in ratios.  
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Supervision of Volunteers and Students 
● Staff and volunteer parents are encouraged to have full view of the children when in attendance  

at Meadowest Preschool. 

● No staff or parent will be under 18 years of age. 

● Only teachers will have direct unsupervised contact with the children  
(unless parent volunteer is with their own child) 

● Maintain a ratio of 1-8 for staff 

● All staff, volunteers, and students will read policy before beginning work and will sign off that policy has 
been read. 

● Policy will be reviewed annually; policy will be read at annual Orientation meeting to parents. 

● When accompanying children to the washroom a 1-8 ratio will be followed. 

● Parents are encouraged to take their child to the washroom before the start of class. 
 

Roles and Responsibilities 
 

● The Supervisor or Board of Directors member will review policy with new families, students and volunteers 
throughout the year and have them sign off that policy has been read. 

● Volunteers and students are to assist in the classroom (refer to checklist) interacting with the children, and 
any additional duties deemed necessary by the supervisor. 

 

 

Section 24: Serious Occurrence Policy and Procedure  
 

In accordance with the Child Care Early Years Act 2014 (CCEYA) the following incidents are considered a 

Serious Occurrence and are to be used by Meadowest Preschool to report any Serious Occurrence that 

occurs at our centre to the Ministry of Education. 

 

Licensees designates or supervisors are required to notify their program advisor of any serious occurrence 

through the Child Care Licensing System (CCLS) within 24 hours. If the individual cannot access the CCLS, 

their program advisor must be notified via telephone or email within 24 hours of becoming aware of the 

incident and complete a Serious Occurrence report in the CCLS as soon as the system becomes available. 

The 24-hour clock starts immediately. 

 

 

Serious Occurrence as Defined Under the CCEYA 
 

a) the death of a child who receives childcare at a licensed home premises or childcare centre, whether it occurs 
on or off the premises; 

b) abuse, neglect or allegations of abuse or neglect of a child while receiving childcare at a home childcare 
premises or childcare centre; 

c) a life-threatening injury to or a life-threatening illness of a child who receives childcare at a home childcare 
premises or childcare centre; 

d) an incident where a child who is receiving childcare at a home childcare premises or childcare centre that goes 
missing or is temporarily unsupervised; or 
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e) an unplanned disruption of the normal operations of a home childcare premises or childcare centre that poses 
a risk of health, safety or well-being of children receiving care at the home child care premises or child care 
centre, this includes weekends. 

 

 

Reporting Requirements 
 

Meadowest Preschool who provides direct service to children under the CCEYA are required to report all 

serious occurrences to the Ministry of Education within 24 hours, the 24-hour clock starts immediately when a 

Licensees, designated or supervisor becomes aware of the incident.  

 

Serious Occurrence Notifications forms are to be posted in a conspicuous place at the child care centre for 10 

business days. If the form is updated with additional information such as actions taken by the operator, the 

form remains posted for 10 days from the update.  

 

Meadowest Preschool will ensure that their recording keeping is up-to-date and that all records related to 

children including those related to serious occurrences such a notification forms and annual analysis reports 

are kept in a secure location for a minimum of three years from the date the records were made. 

 

Serious Occurrence Response Steps for Staff 
 

In the event a Serious Occurrence has occurred, the following actions are to be taken: 

 

1) The child will be provided with immediate medical attention when warranted. (Specific medical policies are to 
be followed, i.e. Individual Action Plan). 

2) Take appropriate steps to address any continuing risk to the child’s health or safety. Staff not dealing directly 
with the emergency must maintain the safety and health of the other children. 

3) In the event of the death of a child, ensure to call 911. 

4) Staff or any other person witnessing or having knowledge of the incident shall report exactly what their 
knowledge of the incident is to the licensee, designate or supervisor, who is conducting the serious occurrence. 

5) The licensee designated or supervisor shall immediately begin a serious occurrence report regarding the actual 
or alleged incident. 

6) All persons having knowledge of the incident will be asked to remain on the premises until their information 
has been taken. 

7) The information gathered by the person reporting the serious occurrence should include the following 
information: 

 
● Description of the incident 

● Clients allegations (if applicable) 

● Date, time and place where incident occurred 

● People involved 

● Time occurrence reported 

● Actions taken 

● Parties notified (i.e. police, CAS, parents/ others) 
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Reporting a Serious Occurrence 
 

Once a Serious Occurrence has occurred under the CCEYA definitions Meadowest Preschool shall ensure 

that the following steps are taken within 24-hours. 

 

● Inform the parents/guardian of the child/children or the emergency contact person if parents/guardian cannot 
be reached. 

 

If access to CCLS is unavailable call Ministry of Education Program advisor ASAP. Call must be made within  

24-hours. 

 

● Log onto CCLS website and log into Meadowest Preschool Account. 

● From home screen click report a serious occurrence. 

● Enter the incident information, child information, if incident does not involve a child a drop-down list appears. 

● Indicate age group. 

● Enter the serious occurrence information (do not use names, initials, age or date of births in any areas of the 
form). 

● Click save and next, the supporting documents window appears. 

● Upload any supporting documents as applicable (i.e. a photo, public health report, water test, etc.). 

● Review the information, if changes are required click revise, the serious occurrence section will open  
at the first page, make any changes and then click next, otherwise click submit, the declaration window 
appears. 

● If you agree with the declaration select, I agree. Click submit. A message appears. 

● Open the Serious Occurrence Notification form. 

● Click generate serious occurrence notification form. The File download window appears, click open. 

● Select the document and click ok. 

● The Serious Occurrence Notification form opens in MS word. Some information will be populated on the form 
based on the submitted report including: 

● the name of the program 

● the current date 

● the date of the serious occurrence 

● the serious occurrence types 

● Enter a one sentence description of the serious occurrence. 

● Enter a description of the action taken by the licensee. 

● Print the form. 

● Sign and date the form. 

● Close Word and Post the form. 
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In the case of allegations of abuse or unverified complaint, the form is posted at the completion of 

follow-up or investigation.  

 

All staff, volunteers and students will review this policy annually or when changes are made to the policy.  

Once policy is read staff, volunteers and students will sign off to verify they have read and understand the 

policy. 

 

Section 25: Accessibility Policy  
 

Policy Statement  
 

Meadowest Preschool is committed to providing customer service to persons with disabilities in a manner that:  

 

● Respects their dignity and independence;  

● Is integrated as fully practicable into the method of service delivery;  

● Ensures reasonable efforts are made to provide an opportunity equal to that given to other customers to obtain 
use of our goods and services; and,  

● Allows persons with disabilities to benefit from the same services in the same place, and in a similar way to 
other customers.  

 

 

Purpose  
The purpose of this policy is to outline how Meadowest Preschool is complying with the requirements of 

Ontario regulation 426/0, the customer service standard for serving people with disabilities.  

 

Legislative Authority  
 

The Accessibility for Ontarians with Disabilities Act, 2005 (the Act) and specifically the Accessibility Standards  

for customer service, Ontario regulation 429-07 (the regulation) requires every provider of goods or services  

to establish policies, practices, and procedures governing the provision of its goods or services to persons with 

disabilities.  

 

Scope  
 

This policy applies to the provision of goods or services to members of the public or other third parties by,  

or on behalf of, Meadowest Preschool.  

 

All staff or third parties who are responsible for delivering services to members of the public or other third 

parties are expected to comply with this policy.  

 

Definitions  
 

“Assistive Devices” are technical aids, communication devices or medical aids modified or customized for use 

in increasing, maintaining or improving the functional ability of a persons with a disability and may include but 
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are not limited to, wheelchairs, walkers, white canes used by people who are blind or who have low vision, 

note taking devices, personal oxygen tanks and devices for grasping. Assistive Devices may accompany the 

customer or already be on the premises and are used to assists persons with disabilities in carrying out 

activities or in accessing the services provided by Meadowest Preschool.  

“Disability” is Defined as:  
 

● Any degree of physical disability, infirmity, malformation, or disfigurement that is cause by bodily injury, birth 
defect or illness and, without limiting the generality of the forgoing, includes diabetes mellitus, epilepsy, a brain 
injury, any degree of paralysis, amputation, lack of physical coordination, blindness or visual impediment, 
deafness or hearing impairment, muteness or speech impediment, or physical reliance on a guide dog or other 
animal or on a wheelchair or other remedial appliance or device;  

● A condition of mental impairment or a developmental disability;  

● A learning disability or dysfunction in one or more of the processes involved in understanding or using symbols 
or spoken language; or,  

● A mental disorder.  
 

An animal is a “Service Animal” if it is readily apparent that the animal used by a person with a disability for 

reasons relating to his or her disability, for example a guide dog wearing a harness. If it is not readily apparent  

that the animal is a service animal, then a letter from a physician or nurse confirming that the person requires 

the animal from reason relating to the disability is required.  

 

“Support Person” means, in a relation to a person with a disability, another person who accompanies him or 

her  

in order to help with communication, mobility, personal care or medical needs or access to goods or services.  

 

Communications  
 

Communication can occur in variety of ways, such as in person, by phone, in writing and online. When 

communicating with a person with disabilities, staff must take into account that particular individuals needs  

and circumstances. Where possible, it is helpful to ask the person directly how to best communicate with them.  

If providing information, it may be necessary to offer it in a different format. For example, staff may 

communicate information that is normally conveyed orally by providing written instructions to a person who is 

deaf.  

 

Assistive devices or equipment that aid persons with disabilities in communicating, such as assistive listening 

devices (ALD) or American Sign Language (ASL) interpreters, may also be utilized.  

 

Use of Assistive Devices  
 

If a person with a disability uses an assistive device, they must be permitted to enter the premises with the 

device to utilize the device unless excluded by law. (For example, recording devices which may be excluded 

by copyright law.) Where the device is excluded by law, staff must provide an explanation and other 

arrangements must be explored in order to provide service. Potential barriers to the use of assistive devices 

must be removed where possible.  

 



 

40 
Revised January 2020  

Persons with disabilities must be made aware of assistive devices available on the providers premise or 

otherwise supplied by the provider that may help with the provision of goods or services. This may involve 

posting a sign including the information in printed or electronics communication. Assistive devices must be 

offered in a manner that respects and person dignity and independence. Staff must know how to use 

equipment or devices available in their specific area in order in provide assistance to those who require it.  

Use of Service Animals  
 
The care and control of Service Animals are the responsibility of the person using them. If a person with a disability is 
accompanied by a Service Animal, they must be permitted to enter those areas of the premises that are open to the 
public or third parties and to keep the animal with him or her unless the animal is otherwise excluded by law from the 
premises. For example, under the health Protection and promotion Act animal are not allowed in places where food is 
manufactured, prepared, or processed.  
 
Where animals are excluded by law, other arrangements must be explored in order to provide service to a person with a 
disability. For example, if a guide dog is excluded by law with a person with low or no vision might need someone to 
guide him or her while the animal waits in a safe location.  
 
Where the Service Animal may affect health and safety of customers, staff should discuss the situation with both parties 
and make every effort to meet the needs of both customers.  
 
 

Use of Support Persons  
 
If a person with a disability is assisted by a support person, the person with a disability must not be prevented from 
having access to the Support Person.  
 
Each department is required to communicate their practice to the public in regards to fees for Support Persons,  
if a participant fee is charged, such a admission or registration fee, notice must be given in advance about the amount, if 
any, payable by the accompanying Support Person. Notice regarding fees for support persons must  
be clearly posted.  
 
Providers of goods and services may require a person with a disability to be accompanied by a support person if it is the 
only means available to allow the person to access their good or services and, at the same time, protect the health and 
safety of the person with a disability or others on the premises.  
 

Notice of Temporary Disruptions  
 
If there is a temporary disruption in the facilities or services in whole or in part, notice of the disruption must be 
provided to the public in a timely manner.  
 
Notice of the temporary disruption must include information about the reason for disruption, its anticipated duration 
and description of alternative facilities or services that are available.  
 
Notice will be given by posting the information at a conspicuous place on the premises (on doors, on bulletin boards, 
etc.) or by such other method as is reasonable in the circumstances.  
 

Training  
 
The following persons shall receive training about the provision of goods or services to persons  
with disabilities: 
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● Every person who deals with a member of the public or other third parties on behalf of  
Meadowest Preschool, whether the person does so as an employee, volunteer, or otherwise.  

● Every person who participates in developing policies practices and procedures governing the provision  
of goods and services to members of the public or third parties.  

● The training must include a review of the purpose of the Act and requirements of the regulation and instruction 
about the following matters:  

o How to interact and communicate with the persons with various types of disability;  

o How to interact with persons with disabilities who use an assistive device or require the assistance  
of a guide dog or other service animal or the assistance of a support person;  

o How to use equipment or devices available on the provider’s premises or otherwise supplied by the 
provider that may help with the provision of goods and services to a person with a disability; and,  

o What to do if a person with a disability is having difficulty accessing the provider’s goods or services.  
 

Training must also be provided on an ongoing basis in connection with the changes to the policies, practices,  

and procedures governing the provision of goods or services to persons with disabilities.  

 

Section 26: Sanitation Policy and Procedures 
 

One of the most important steps in reducing the spread of common infectious diseases or conditions among 

children and childcare is cleaning and sanitizing or disinfecting objects and any surfaces a child meets, 

including floors, that could be contaminated and spread diseases to other children and adults. 

 

Routine cleaning and sanitization of the premises of Meadowest Preschool will be done daily and recorded by 

employees, volunteers and placement students. Employees, volunteers and placement students  

are responsible to keep records of all cleaning and sanitization that has been done within the Centre.  

 

This policy includes procedures related to all of the following topics: 

● Cleaning and disinfection 

● Hand hygiene practices 

● Cleaning and diapering/toileting 

● Dishwashing 

● Toy washing 

● Carpet vacuuming 

● Table cleaning 

● Cleaning of blood and bodily fluids 

● Prevention of occupationally acquired infections 

Cleaning and Disinfection Practices 
Cleaning and sanitizing instructions are posted throughout the Centre and are updated as necessary. 

 

Routine Cleaning 
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Using soap and water to remove visible dirt and rinse with clean water. 

Cleaning must be done prior to disinfecting. There are three (3) steps to the cleaning process: wash, rinse and 

dry. Cleaning tools include multi-use gloves, laundered clothes, mops and brooms. 

 

Cleaning should take place when children are not present in the area. Cleaning should be carried out starting 

from the least to heaviest soiled areas and from low touch to high touch areas. High touch surfaces are those 

that are in frequent contact with hands (e.g. doorknobs, faucets, light switches, computer keyboards and toys). 

 

Sanitizing/Disinfecting 
Removing visible dirt and applying an additional sanitizer solution to reduce the number of germs likely to 

cause disease. The following procedures must be performed by employees, volunteers and placement 

students: 

● Tables used for eating and preparation will be sanitized with bleach solution before and after each meal or 
snack. 

● Kitchen will be cleaned daily and more often if necessary. All sinks, countertops, will be cleaned and sanitized 
each day. The refrigerator will be cleaned and sanitized monthly or more often as needed 
(use 100 ppm bleach mixture found under sink, contact time 45 seconds minimum). 

● Children’s chairs will be sanitized and wiped down at the end of each day. 

● All mouthed toys will be washed, rinsed, and sanitized in between the use by different children. 

● All used toys (not mouthed) will be washed, rinsed, sanitized, and air dried at least once a week.  
Toys that cannot be submerged in water will be cleaned with 200 ppm bleach and water solution. 

● Cloth toys and dress up toys will be run through a full wash and dry cycle weekly or more often as needed. 

● All Centre laundry will be washed on a warm to hot cycle with detergent and/or bleach 
(Parent job, written instructions given to parent). 

● All hard floors will be swept daily and mopped once a week with a 200 ppm bleach and water solution. Floors 
will be mopped during the week if necessary.  

● All washrooms will be cleaned and sanitized each day or as often as needed. This includes all sinks, countertops, 
toilets, and floors. 

● All cubbies will be cleaned out and sanitized twice a month. 

● Water tables will be cleaned out and sanitized after each use or more often as needed. Children with large cuts, 
sores, etc. on their hands will not be permitted to use the communal sensory table.  

● Regular cleaning and sanitization will increase if there is an outbreak of a contagious infection or disease in the 
childcare setting. 
 

● *Disposable gloves are to be worn when the hands of an employee, volunteer or placement student 
come in direct contact with any blood or bodily fluid. Hands are to be washed immediately after gloves 
are removed. 

Food Handling and Sanitation 
 

All employees, volunteers, placement students and children are to wash their hands upon entering the kitchen. 

Tongs and utensils must be used to handle food. Separate tongs and utensils are to be used for each type of 
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plate or food. Food must be plated separately (ie. Two (2) different types of sandwiches must be plated on two 

(2) separate plates). Foods will be kept at the proper temperatures (refer to the Food and Nutrition Policy).  

 

 

Kitchen Sanitization 
The person preparing the food will use the following procedures: 

 

● All equipment, work surfaces, floors and eating utensils must be cleaned and disinfected to prevent 

illness from food. 

● All dishes must be washed, rinsed and disinfected using the following method: (3) compartment sink. 

Dishwashing Procedure 

Volunteers, teachers and students shall be responsible for cleaning up after snack time is over. 

Make sure to store unused food in a sanitary manner. 

 

Follow 3 sink method that is posted on fridge 

● Place scrap food into the garbage 

● After dishes are clean place on dry rack.  
● Allow dishes to air dry, before putting them away 

● Drain water from all sinks then wipe all surfaces with 100 ppm bleach mixture located in 
cupboard under sink. 

 

Toy Washing Procedure 

1) Use 3 sink method when washing and sanitizing toys. 

2) Allow toys to air dry. 

3) Examine toys for defeats such as loose parts or sharp edges which can injure a child. (discard any defective 
toys). 

4) Wash out all toys bins and allow to air dry. 

5) Toys are washed when rotated from classroom, only clean toys will be put away for storage. 

6) All large toys will be washed with soap and water and then sanitized with bleach mixture, any toys that cannot 
be submerged in water will be cleaned with 200 ppm bleach and water solution. (i.e. wooden toys, toys that 
can hold water).  

Carpet Vacuuming Procedure 

a) Vacuum can be found in the storage room in the classroom. Each carpet is to be vacuumed before the children 
arrive in the classroom. 

b) Vacuum each carpet thoroughly. 

c) Carpets will be cleaned using Meadowest carpet cleaner a minimum of three times per school year. (This job 
will be completed by a parent at the preschool). 
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Table Cleaning Procedure 

a) daily before class, prior to serving snack and after snack. 

b) Tables are to be sprayed with 200pm bleach and water solution (found in cupboard under kitchen sink) Tables 
will be sprayed with bleach mixture, spray should be left of for a minimum of 10 seconds before  
be wiped off. 

c) Cloths used are to be placed in dirty laundry hamper. 
 

Outbreak (Enteric) Routine 

 
An enteric outbreak may be in effect when there are three (3) or more related (e.g. same room, same age 

group,) children, employees, volunteers or placement students with similar signs and symptoms of enteric 

infection: 

 

● Occurring within forty-eight (48) hours in the Centre, or 

● When there are two (2) or more laboratory-confirmed cases, or 

● When the number of employees, volunteers, placement students or children exceeds what is normal  

in the Centre within a short period of time. 

 

Early detection of signs and symptoms through observation of children’s health, as well as good record 

keeping  

are crucial to the recognition and control of an outbreak. Typical symptoms of enteric illness are: 

 

● Diarrhea 

● Bloody diarrhea 

● Vomiting 

● Nausea 

● Stomach cramps 

● Fever 

● General irritability 

● Malaise 

● Headache 

NOTE: symptoms such as a cough, runny nose, sneezing, nasal congestion, sore throat, and hoarseness are 

not usually associated with enteric illness and may be due to respiratory illness. 

Hand Hygiene Practices 
Hand washing with soap and water is the preferred method for hand hygiene. If soap and water are 

unavailable, alcohol-based hand rub (hand sanitizer) containing sixty to ninety percent (60-90%) alcohol can 

be used, only if hands are not visibly soiled. All hand sanitizers must be routinely checked to ensure the 

product is not expired. 

Proper handwashing signs are visible at all sinks (Follow handwashing steps on signs). 

When to wash your hands: 

● When you arrive to work or childcare  

● Before preparation and after clean-up of water play and other sensory activities 
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● Before and after handling food 

● Before and after eating 

● After using the washroom 

● After you cough or sneeze into your hands 

● After being outside in the playground  

● After changing/checking diapers 

● Before and after wearing gloves 

● Before giving any medications 

● After performing any cleaning (including handling garbage, recycling and compost) 

● Before and after handling first-aid situations (when possible) 

● Anytime your hands feel dirty 

● Anytime your hands are visibly soiled 

When caring for an ill child, the employee, volunteer or placement student should wash their hands prior to 

taking a temperature, as well as afterwards to prevent germs from spreading. 

 

Proper hand washing procedure diagrams are located at each sink station throughout the Centre. All 

employees, volunteers, placement students and children are encouraged to follow the proper steps.  

 

Toileting Procedure 
● Gather needed supplies. 

● Wash your hands; put on disposable gloves. 

● Remove and discard soiled clothing (place clothing in plastic bag for parent to take home and wash,  

place plastic bag inside child’s school bag). 

● Place the child on the toilet/potty chair. 

● Assist child to put on clean clothing if necessary. 

● Store toilet seat insert in a sanitary manner after sanitizing with 200 ppm bleach mixture. 

● Discard soiled gloves; wash your hands and then the child’s hands; return the child to a supervised 

area. 

*Always report any abnormal skin or stool conditions (rash, unusual fecal consistency, colour, odour 

or frequency) to parent and record on child’s chart in file. 

 

 

 

 



 

46 
Revised January 2020  

Cleaning of Blood and Bodily Fluids 
● All blood and bodily fluid spills shall be treated as infectious. 

● Alert all employees, volunteers and placement students in the immediate area to relocate to a safe distance; 

children will be moved to another play area. 

● Put on a pair of disposable gloves. 

● Attend to injured/affected person and remove them from location of spill (the person will only be moved when 

it is safe to do so, otherwise wait for medical personnel to safely move the injured/affected person). 

● Place clothing, towels, or contaminated items in a plastic bag until ready to be cleaned and disinfected. 

● Remove any broken glass or sharp objects from contaminated area; discard into a puncture resistant and leak 

proof container – try to minimize any hand contact. 

● Place the container in a disposable plastic bag and secure it shut; discard with regular garbage. 

● Remove excess blood/bodily fluids using paper towels and discard in a plastic bag. 

● Use ¼ cup of bleach with 2 ¼ cup of water. 

● Wipe up contaminated area using paper towels and place the soiled paper towels in a plastic bag. 

● Re-wet cleaned area with ¼ bleach and 2 ¼ cup water mixture let stand for (2) minutes before wiping dry; 

discard paper towel used for wiping in a disposable plastic bag. 

● All contaminated reusable items must be placed into a bag and sent home with Laundry parent; anything that 

cannot be effectively cleaned and disinfected must be disposed of as waste. 

● Remove gloves and dispose. 

● Wash your hands. 

Prevention of Occupationally Acquired Infections 
● Frequent and proper hand washing. 

● Exclusion of ill children and employees, volunteers and placement students. 

● Effective environmental cleaning and disinfection. 

● Following proper cough and sneeze etiquette. 

● Appropriate use of personal protective equipment (i.e. gloves). 

● Ensuring immunizations are up to date. 

 

Policies and procedures regarding sanitation shall be reviewed with all employees, volunteers and placement 

students at the commencement of employment, annually, and at any time the policy has revisions.  

Meadowest Preschool follows Peel Public Health guidelines in our sanitary practices.  
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Section 27: Staff Training and Development 

 
Meadowest Preschool is committed to the support of staff development for all staff. The key purpose is to 

facilitate personal and professional development enabling individuals and groups to achieve their full potential 

at work. 

 

Meadowest Preschool recognises that, as a preschool concerned with learning, it has a special responsibility 

to encourage and support learning for all members of our staff. 

 

The preschools operational success is based largely on the contribution, commitment and achievements of 

individual members of its staff, working individual or in teams. Meadowest Preschool wants to support staff in 

the performance of their designated roles and to help them to fulfil their potential during the course of their 

employment. 

 

Training and development include any activity, which contributes to the enhancement of their knowledge, skills, 

competence, or working practices. Staff development is the key to the success of individuals and ultimately the 

success of the school as a whole. 

 

Equality 
There will be equality of access to staff training and development for all staff. No member of staff will be 

treated less favourably than another.  

 

Board of Directors Responsibilities 
 

The board will be responsible for the budget for mandatory training to be taken and ensure these are met.  

Board will approve training and cost of training prior to an employee registering for course.  

If training is during work hours the board will provide appropriate coverage for staff members. 

 

Individual Responsibilities 
 

● Staff must attend all mandatory training (example first aid, raising the bar, and continues professional 
development training). 

● Staff must receive permission from the board before registering for course. 

● Staff must support the need for the training. 
 

Implementation, Monitoring and Review of this Policy 
 

The Board has overall responsibility for implementing and monitoring this policy, which will be reviewed 

annually by staff. 
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Section 28: Individual Support Plan Policy 

 
In accordance with the Child Care and Early Years Act 2014 section 52 (1) through (3) Individualized Support 

Plans will be in place for each child with special needs who receives care at Meadowest Preschool.  

 

The parents, teachers and any regulated health professional or other person who works with the child in a 

capacity that would benefit the child will help develop a plan together to help support the child while they are at 

school. Once a support plan is in place it will be reviewed when goals are met or if the child’s parents or 

teachers request to review and make any necessary changes that will benefit the child. 

 

Any support aids, adaptions or other modifications to the physical, social or learning environment will be written 

into the plan.  

 

Meadowest Preschool is an integrated program and will ensure that our program is appropriate for the ages 

and development levels of children with special need and we will accommodate the individualized support 

plans.  

 

Once Meadowest Preschool teachers and a child’s parents have put a support plan in place that plan will be 

followed. If another agency that falls under the PIRS umbrella (Peel Inclusion Resource Services) such as 

ErinOakKids, Community Living Mississauga etc. begins to work with the child attending Meadowest and a 

new Individual support plan is created the one Meadowest designed will no longer be used. Meadowest will 

use one support plan per child at any given time. 

 

Progress will be monitored on a tracking sheet when the child is in attendance, the tracking sheet will be filled 

out by a teacher. All teachers, supply teachers, and volunteers will review individual program plans with the 

supervisor and sign off that they understand the plan. If any teacher, supply teacher or volunteer is not 

following the plan in the correct manner, then they will review the plan again with the supervisor and resign that 

another review took place. Teachers, supply teachers and volunteers who are present in the class for the full 3 

hours will review and sign off on individual program plans. Volunteers who attend before class and for the last 

half hour of class are exempt from signing and reviewing individual program plans.  

 

The teachers will review this policy annually. 
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Section 29: Emergency Evacuation Procedure  
 

When the alarm sounds, or when directed by church staff: 

 

o The children will stop whatever they are doing and walk towards the front door of the classroom.  

o The assistant teacher and any other adult in the classroom (e.g. duty parent, support staff, co-op 
student or another teacher) will meet the children at the door and will have the class attendance list. 
As this is taking place the supervisor will check the room to ensure that no children are lagging behind, 
and grab the backpack.  

o When classroom is clear, the teacher will open the door and children will be escorted to the 
playground.  

o Teachers will remain outside with the children until the building is clear or told that they will have no 
further access to the building  

o Children and teachers with all adults will proceed as a group to the emergency evacuation site.  

o They will go east on Vanderbilt Dr to Winston Churchill then head south on Winston Churchill to 
Money Mart located at 6750 Winston Churchill unit #10. The supervisor or teacher will attempt to 
contact parents to inform them that they must pick up their children at the Money Mart.  

 

 

Meadowest Preschool’s Designated Evacuation Site is: 

Money Mart 6750 Winston Churchill Blvd Unit #10 

 

Section 30: Emergency Management Policy and Procedure  
 

Purpose 

The purpose of this policy is to provide clear direction for staff and licensees to follow to deal with emergency 

situations. The procedures set out steps for staff to follow to support the safety and  

well-being of everyone involved.  

Clear policies and procedures will support all individuals to manage responses and responsibilities during an 

emergency, resulting in the safest outcomes possible. 

 

Definitions 
 

All-Clear: A notification from an authority that a threat and/or disaster no longer pose a danger and it is 

deemed safe to return to the childcare premises and/or resume normal operations.  

 

Authority: A person or entity responsible for providing direction during an emergency situation  

(e.g. emergency services personnel, the licensee, the supervisor). 

 

Emergency: An urgent or pressing situation where immediate action is required to ensure the safety of 

children and adults in attendance. These include situations that may not affect the whole childcare centre 

(e.g. child-specific incidents) and where 911 is called. 
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Emergency Services Personnel: persons responsible for ensuring public safety and mitigating activities in 

an emergency (e.g. law enforcement, fire departments, emergency medical services, rescue services). 

 

Licensee: The individual or agency licensed by the Ministry of Education responsible for the operation and 

management of each childcare centre it operates (i.e. the operator, Meadowest President). 

 

Meeting Place: the designated safe place near the childcare centre where everyone is to initially gather 

before proceeding to the evacuation site or returning to the childcare centre if evacuation is not necessary. 

 

Staff: Individual employed by the licensee (e.g. program staff, supervisor). 

 

Unsafe to Return: A notification from an authority that a threat and/or disaster continue to pose a danger 

and it is unsafe to return to the childcare premises. 

 

Once the school is declared by an authority that a threat and/or disaster continues to pose a danger and it is 

unsafe to return to the premises, parents will be notified. Notification will go out by either email or phone call 

depending on the time of day. If it is after hours an email along with post on social media will go out. If 

parents/guardians need to be contacted during school hours this will be done by phone, by the Supervisor, 

teacher or Board members but not limited to those listed.  

 

Policy 
 

Staff will follow the emergency response procedures outlined in this document by following these three phases: 

• Immediate Emergency Response; 

• Next Steps during an Emergency; and 

• Recovery. 

 

Staff will ensure that children are kept safe, are accounted for and are supervised at all times during an 

emergency situation. 

 

 

Meadowest Preschool’s Designated Meeting Place is: Playground 
For situations that require evacuation of the childcare centre, the meeting place to gather 

immediately will be located at the playground area. 

 

Meadowest Preschool’s Designated Evacuation Site is: Money Mart  

6750 Winston Churchill Blvd Unit #10 
If it is deemed ‘unsafe’ to return to the childcare centre, the evacuation site to proceed to is 

located at: Money Mart – 6750 Winston Churchill Boulevard, Unit 610, Mississauga, Ontario, 

L5N 4C4. 

 

Note: all directions given by emergency services personnel will be followed under all 

circumstances,  

including directions to evacuate to locations different than those listed above.  

 
For any emergency situations involving a child with an individualized plan in place, the procedures in the 

child’s individualized plan will be followed. 



 

51 
Revised January 2020  

 

If any emergency situations happen that are not described in this document, the Supervisor (teacher if 

supervisor is not present) will provide direction to staff for the immediate response and next steps. Staff will 

follow the direction given. 

 

If any emergency situations result in a serious occurrence, the serious occurrence policy and procedures will 

also be followed. 

 

All emergency situations will be documented in detail by the Supervisor or Teacher (if supervisor is not 

present) in the daily written record. 

 

Additional Policy Statements 
 

E.g. regular drills with staff for training/practice, emergency bag preparation etc.,. 

 

Lock Down and Hold and Secure drills will be completed three times during the school year. Drills will be 

completed and documented within the months of September – December, January – March and March – June. 

A locked emergency kit will be stored in our Lock Down area. Location of the key will be behind the cabinet 

used for custodian storage in a magnetic case. 

 

Procedures 
 

Phase 1: Immediate Emergency Response (Situation and 

Responsibilities) 
 

Lockdown 
When a threat is on, very near, or inside the childcare centre. E.g. a suspicious individual in the building who is 

posing a threat. 

 

1. The staff member who becomes aware of the threat must inform all other staff of the threat as quickly and 

safely as possible. 

 

2. Staff members who are outdoors must ensure everyone who is outdoors proceeds to a safe location. 

 

3. Staff inside the childcare centre must: 

• remain calm; 

• gather all children and move them away from doors and windows; 

• take children’s attendance to confirm all children are accounted for; 

• take shelter in closets and/or under furniture with the children, if appropriate; 

• keep children calm;  

• ensure children remain in the sheltered space; 

• turn off/mute all cellular phones; and 

• wait for further instructions. 

 

 

4. If possible, staff inside the program room(s) should also: 
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• close all window coverings and doors; 

• barricade the room door; 

• gather emergency medication; and 

• join the rest of the group for shelter. 

 

5. The Supervisor (teacher if Supervisor is absent) will immediately: 

• close and lock all childcare centre entrance/exit doors, if possible; and 

• take shelter. 

 
Note: only emergency service personnel are allowed to enter or exit the childcare centre during a 

lockdown. 

 

Hold & Secure 
 
When a threat is in the general vicinity of the childcare centre, but not on or inside the childcare premises. E.g. 

a shooting at a nearby building. 

 

1) The staff member who becomes aware of the external threat must inform all other staff of the threat as quickly 

and safely as possible.  

 

2) Staff members who are outdoors must ensure everyone returns to their program room(s) immediately. 

 

3) Staff in the program room must immediately: 
● remain calm; 

● take children’s attendance to confirm all children are accounted for; 

● close all window coverings and windows in the program room; 

● continue normal operations of the program; and 

● wait for further instructions. 

 

4) The Supervisor (teacher if supervisor is absent) must immediately: 
● close and lock all entrances/exits of the childcare centre; 

● close all blinds and windows outside of the program rooms; and 

● place a note on the external doors with instructions that no one may enter or exit the childcare centre. 

 

Note: only emergency services personnel can enter or exit the centre during a hold and secure. 

 

 

Bomb Threat 
 
A threat to detonate an explosive device to cause property damage, death, or injuries  

E.g. phone call bomb threat, receipt of a suspicious package. 

 

1) The staff member who becomes aware of the threat or church personnel must: 

● remain calm; 

● call 911 if emergency services is not yet aware of the situation; 

● follow the directions of emergency services personnel; and 

● take children’s attendance to confirm all children are accounted for. 
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a) Where the threat is received by telephone, the person on the phone should try to keep the 

suspect on the line as long as possible while another individual calls 911 and communicates with 

emergency services personnel. 

 

b) Where the threat is received in the form of a suspicious package, staff must ensure that no one 
approaches or touches the package at any time. 

 
Disaster Requiring Evacuation 
 
A serious incident that affects the physical building and requires everyone to leave the premises.  

E.g. fire, flood, power failure. 

 

1) The staff member who becomes aware of the disaster must inform all other staff of the incident and that the 
centre must be evacuated, as quickly and safely as possible. If the disaster is a fire, the fire alarm pull station 
must be used and staff must follow the centre’s fire evacuation procedures. 

 

2) Staff must immediately:  
● remain calm; 

● gather all children, the attendance record, children’s emergency contact information any emergency 

medication; 

● exit the building with the children using the nearest safe exit, bringing children’s outdoor clothing (if 

possible) according to weather conditions;  

● escort children to the meeting place; and  

● take children’s attendance to confirm all children are accounted for;  

● keep children calm; and 

● wait for further instructions. 

 

3) If possible, staff should also: 
● take a first aid kit; and 

● gather all non-emergency medications. 

 

4) Designated staff will: 
● help any individuals with medical and/or special needs who need assistance to go to the meeting place (in 

accordance with the procedure in a child’s individualized plan, if the individual is a child); and 

● in doing so, follow the instructions posted on special needs equipment or assistive devices during the 

evacuation. 

● If individuals cannot be safely assisted to exit the building, the designated staff will assist them to the 

playground and ensure their required medication is accessible, if applicable; and 

● wait for further instructions. 

 

5) If possible, the site designate must conduct a walk-through of the childcare centre to verify that everyone has 
exited the building and secure any windows or doors, unless otherwise directed by emergency services 
personnel. 
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Disaster – External Environmental Threat 
 
An incident outside of the building that may have adverse effects on persons in the childcare centre.  

E.g. gas leak, oil spill, chemical release, forest fire, nuclear emergency. 

 

1) The staff member who becomes aware of the external environmental threat must inform all other staff  

of the threat as quickly and safely as possible and, according to directions from emergency services personnel, 

advise whether to remain on site or evacuate the premises. 

 

If remaining on site: 

1) Staff members who are outdoors with children must ensure everyone who is outdoors returns to their program 

room immediately. 

 

2) Staff must immediately: 

● remain calm; 

● take children’s attendance to confirm all children are accounted for; 

● close all program room windows and all doors that lead outside (where applicable); 

● seal off external air entryways located in the program rooms (where applicable); 

● continue with normal operations of the program; and  

● wait for further instructions. 

 

3) The Supervisor (teacher is supervisor if absent) must: 

● seal off external air entryways not located in program rooms (where applicable); 

● place a note on all external doors with instructions that no one may enter or exit the childcare centre until 

further notice; and 

● turn off all air handling equipment (i.e. heating, ventilation and/or air conditioning, where 

applicable). 

 

If emergency services personnel otherwise direct the childcare centre to evacuate, follow the 

procedures outlined in the “Disaster Requiring Evacuation” section of this policy. 

 

Natural Disaster: Tornado / Tornado Warning 
1) The staff member who becomes aware of the tornado or tornado warning must inform all other staff as quickly 

and safely as possible.  

 

2) Staff members who are outdoors with children must ensure everyone who is outdoors returns to their program 

room(s) immediately. 

 

3) Staff must immediately: 

• remain calm; 

• gather all children; 

• go to the basement or take shelter in small interior ground floor rooms such as washrooms, closets or 

hallways; 

• take children’s attendance to confirm all children are accounted for;  

• remain and keep children away from windows, doors and exterior walls; 

• keep children calm; 

• conduct ongoing visual checks of the children; and wait for further instructions. 
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Natural Disaster: Major Earthquake 
 

1) Staff in the program room must immediately: 
• remain calm; 
• instruct children to find shelter under a sturdy desk or table and away from unstable structures; 
• ensure that everyone is away from windows and outer walls; 
• help children who require assistance to find shelter; 
• for individuals in wheelchairs, lock the wheels and instruct the individual to duck as low as possible, and 

use a strong article (e.g. shelf, hard book, etc.) to protect their head and neck; 
• find safe shelter for themselves; 
• visually assess the safety of all children.; and 

• wait for the shaking to stop. 
 

2) Staff members who are outdoors with children must immediately ensure that everyone outdoors stays away 
from buildings, power lines, trees, and other tall structures that may collapse, and wait for the shaking to stop. 

 
3) Once the shaking stops, staff must: 

• gather the children, their emergency cards and emergency medication; and 

• exit the building through the nearest safe exit, where possible, in case of aftershock or damage to the 
building. 

 
4) If possible, prior to exiting the building, staff should also: 

• take a first aid kit; and 

• gather all non-emergency medications. 

 

5) Individuals who have exited the building must gather at the meeting place and wait for further instructions. 

 
6) Designated staff will: 

• help any individuals with medical and/or special needs who need assistance to go to the meeting place (in 

accordance with the procedure in a child’s individualized plan, if the individual is a child); and 

• in doing so, follow the instructions posted on special needs equipment or assistive devices during the 

evacuation. 

• If individuals cannot be safely assisted to exit the building, the designated staff will assist them to the 

playground and ensure their required medication is accessible, if applicable; and 

• wait for further instructions. 

 
The site designate must conduct a walkthrough of the childcare centre to ensure all individuals have evacuated, 
where possible. 

 

Phase 2: Next Steps During the Emergency 
 

List of Emergency Contact Persons: 
 

Emergency Police, Ambulance, Local Fire 

Station 

911 

Local Police Department (non-emergency) 905-453-3311 

Site Supervisor Lena Boucher: 905-301-3781 
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1) Where emergency services personnel are not already aware of the situation, the supervisor, teacher, duty 

parent or church staff must notify emergency services personnel (911) of the emergency as soon as possible. 

 

2) Where the childcare centre has been evacuated, emergency services must be notified of individuals remaining 

inside the building, where applicable. 

 

3) If the licensee is not already on site, the site designate must contact the licensee to inform them of the 

emergency situation and the current status, once it is possible and safe to do so. 

 

4) Where any staff, students and/or volunteers are not on site, the Supervisor (teacher if supervisor is absent) must 

notify these individuals of the situation, and instruct them to proceed directly to the evacuation site if it is not 

safe or practical for them return to the child care centre. 

 
5) The Supervisor (teacher if supervisor is absent) must wait for further instructions from emergency services 

personnel. Once instructions are received, they must communicate the instructions to staff and ensure they are 

followed. 

 
6) Throughout the emergency, staff will: 

● help keep children calm; 

● take attendance to ensure that all children are accounted for; 

● conduct ongoing visual checks and head counts of children; 

● maintain constant supervision of the children; and 

● engage children in activities, where possible. 

 
7) In situations where injuries have been sustained, staff with first aid training will assist with administering first 

aid. Staff must inform emergency personnel of severe injuries requiring immediate attention and assistance. 

 

Procedures to Follow When “All-Clear” Notification is Given  
 

Procedures 

1) The individual who receives the ‘all-clear’ from an authority must inform all staff that the ‘all-clear’ has been 
given and that it is safe to return to the childcare centre. 

 

2) Designated staff who have assisted individuals with medical and/or special needs with exiting the building will 
assist and accompany these individuals with returning to the childcare centre. 

 

3) Staff must: 
● take attendance to ensure all children are accounted for; 
● escort children back to their program room(s), where applicable; 
● take attendance upon returning to the program room(s) to ensure that all children are accounted for; where 

applicable; and 

● re-open closed/sealed blinds, windows and doors. 
 

4) The Supervisor (teacher if supervisor is absent) will determine if operations will resume and communicate this 
decision to staff. 
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Communication with parents/guardians 

 

1) As soon as possible, the Supervisor (teacher is supervisor is absent) must notify parents/guardians of the 

emergency situation and that the all-clear has been given. 

 

2) Where disasters have occurred that did not require evacuation of the childcare centre, the Supervisor or 

President must provide a notice of the incident to parents/guardians within 2 hours.  

 

3) If normal operations do not resume the same day that an emergency situation has taken place, Supervisor or 

President must provide parents/guardians with information as to when and how normal operations will resume 

as soon as this is determined. 

 

Procedures to Follow When “Unsafe to Return” Notification is Given  
 

Procedures 

1) The individual who receives the ‘unsafe to return’ notification from an authority must inform all staff of this 
direction and instruct them to proceed from the meeting place to the evacuation site, or the site determined by 
emergency services personnel. 

 

2) Staff must take attendance to confirm that all children are accounted for, and escort children to the evacuation 
site. 

 
3) Designated staff who have assisted individuals with medical and/or special needs with exiting the building will 

assist and accompany these individuals to the evacuation site. 
  

4) The Supervisor (teacher if supervisor is absent) will post a note for parents/guardians on the childcare centre 
entrance with information on the evacuation site, where it is possible and safe to do so. 

 

5) Upon arrival at the evacuation site, staff must: 
• remain calm; 
• take attendance to ensure all children are accounted for; 
• help keep children calm;  
• engage children in activities, where possible; 
• conduct ongoing visual checks and head counts of children; 
• maintain constant supervision of the children;  
• keep attendance as children are picked up by their parents, guardians or authorized pick-up persons; and 

• remain at the evacuation site until all children have been picked up. 
  

 

Communication with parents/guardians 

 

1) Upon arrival at the emergency evacuation site, the Supervisor (teacher is supervisor is absent) will notify 
parents/guardians of the emergency situation, evacuation and the location to pick up their children.  
 

2) Where possible, the President will update the childcare centre’s voicemail box as soon as possible to inform 
parents/guardians that the child care centre has been evacuated, and include the details of the evacuation site 
location and contact information in the message. 
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Additional Procedures for Next Steps During an Emergency 

Accident forms will be filled out if necessary, as soon as safe to do so. If we have to evacuate to evacuation 

site, water and snacks will be taken with us (by duty parent) Emergency backpack will be brought by 

supervisor or teacher as well as attendance binder. 

 

Phase 3: Recovery (After an Emergency Situation has Ended)  

Procedures for Resuming Normal Operations 
E.g. where, applicable, reopening the childcare centre, contacting the Ministry of Education Program Advisor, 

responding to media and community inquiries, contacting the insurance company, informing the caterer, 

temporarily relocating, etc. 

 

President/Board of Directors will contact all necessary agencies to inform about school status 

 

Procedures for Providing Support to Children and Staff who Experience Distress 
Peel Children’s centre crisis response team is available 24/7/365           416-410-8615 

 

Procedures for Debriefing Staff, Children and Parents/ Guardians 
Include, where, applicable, details about when and how the debrief(s) will take place, etc. 

 

President must debrief staff, children and parents/guardians after the emergency. 

 

An email will be sent out to all families and staff, as soon as it is safe to do so, and information is available. 

Facebook and Instagram will also be updated as well once information is available. 

 

Section 31: Standard First Aid Policy and Procedure  
 

Ontario Regulation 137/15 www.ontario.ca/laws/regulations/r15137#BK67 Section 58(2)  

 

Meadowest Preschool shall ensure that every employee at our preschool has a valid certification in Standard 

First Aid, including infant and child CPR, issued by a training agency recognized by the Workplace Safety and 

Insurance Board or otherwise approved by a director.  

 

Any new staff hired by Meadowest Preschool on or after August 31, 2015 will be required to have a valid First 

Aid and CPR certification that meets all requirements by the Ministry of Education.  

 

Staffs that were hired before August 31, 2015 will be required to complete First Aid and CPR certification by 

September 1, 2016. Staff will be given time off work to complete training or can complete training on a 

weekend.  

If staff requires time off work a qualified staff will be called in to cover their shift.  

 

If Meadowest has two parents who replace a paid staff in the classroom both must also have fulfilled 

First Aid requirements listed below: 

 

● Valid 2-day Standard First Aid and CPR-C (adult/child/infant CPR)  

● Time required 16 hrs  

● Standard First Aid qualifications are valid for three years. Recertification is then required  
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First Aid  
 

Meadowest Preschool post emergency telephone numbers near the kitchen phone that includes the numbers 

of local fire and police departments, the nearest hospital and ambulance service, the nearest Poison Control 

Centre and a local taxi service.  

 

Meadowest Preschool has ensured that the address of the Centre can be seen from the street.  

 

How Meadowest Preschool is Prepared Before Injuries Occur 
 

1) Signed parent consent forms are kept on file to enable staff to provide emergency treatment or call for 
transportation if required, complete and up to date emergency contact information is also available for each 
child in their file.  

2) A list of each child’s medical history is available in each child’s file, which includes immunization, allergies, 
medications and serious illnesses; families update forms whenever a change in information occurs. When away 
from the preschool each child’s emergency contact information is brought with the teachers.  

3) A stocked first aid kit is available in the classroom. First aid kit locations are known by all staff, the first aid kit is 
out of reach of children but is easily accessible to staff.  

4) A portable first aid kit is available for field trips and playground use. 

5) Any special procedures individual children require are considered and supplies are made available by the family 
(i.e. EPI-pen, insulin, puffers, etc.)  

 

General Principles of First Aid 
 

If Injury Occurs 

● Stay calm and let another adult aware of situation  
● Check for life threatening situation or conditions  
● Unconsciousness  
● Not breathing or having trouble breathing  
● No pulse  
● Severe breathing  
● Call 911 if needed, if possible, stay with child and send another adult to call  
● Give CPR or first aid if necessary  
● Treat the child for shock if indicated  
● Do no further harm, do not move the child, unless the child is in danger of more injury  
● Comfort the child  
● Notify the parent or guardian, or another emergency contact  
● After incident is over, complete the injury report form  
● Review and determine ways to prevent a recurrence  
 

First Aid Kit Supplies  

● Adhesive tape and non-allergic tape  
● Band-aids (assorted sizes)  
● Tensor bandage  
● Stretchy gauze  
● Butterfly bandages (assorted sizes)  
● Thick dressing  
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● Gauze pads for cleaning wounds  
● Triangular bandages with safety pins  
● Sterile Telfa-pads  
● Flashlight with batteries  
● Tweezers with points  
● Scissors  
● Fever strip or thermometer  
● Instant ice packs  
● Breathing mask  
● Disposable gloves  
● First aid book  
● Plastic bag to collect soiled gloves and used supplies  

 

 

Section 32: No Smoking Policy 
 

In Accordance with the “Smoke Free Ontario Act, 2005”, c.18, sp, Meadowest Preschool will ensure that 

compliance of the following guidelines is met at the school:  

 

● Meadowest school staff, parents, volunteers, placement students, and visitors are prohibited  
from smoking in the school, on the premises and outside of any doors leading to the school.  

● “No Smoking” signs are posted at doors leading into the preschool and in the washroom. 

● Ensure that a person who refuses to comply with policy is asked to leave the school premises. 

 

 

 

Section 33, Part A: Inclement Weather/Snow Day Policy  
 

If inclement or severe weather occurs prior to the opening of the Centre, the Staff and Board of Directors of 

Meadowest Preschool will make a collective decision based on the specific criteria outlined below. Once a 

decision has been made to close the Centre, the Board will update the Meadowest Preschool Facebook and 

Instagram pages and email registered parents with the closure announcement. The responsibility lies 

with parents to check the social media sites, email, or fellow members for updates. 

 

Criteria Used to Determine a Closure due to Weather 

● The Peel District School Board is closed 

● It is unsafe for staff and students to make a safe drive to work/school 
● School bus service is cancelled 
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Section 34, Part A: Program Statement Implementation Policy  
 

In accordance with the Child Care and Early Years Act 2014 section 46 (5) Meadowest Preschool work with 

employees, volunteers, coop students, support staff and parents to make sure that our Program Statement 

is being implemented through our program. 

 

Our Program Statement will be read by employees, volunteers, co-op students, support staff and parents prior  

to starting their employee or their child attending Meadowest Preschool and will sign off that they have read 

and understand the statement. Through Orientation Meeting, in class observations, and emails the supervisor 

will share areas of concern if the Program Statement is not being followed. Staff will continue to take courses 

and share any relevant information. Any new information will be shared through emails or at meetings 

throughout the year. 

 

Meadowest teachers will revisit and discuss the Implementation Policy at staff meetings and make changes  

if and when needed. 

 

Any time the Program Statement is modified that Supervisor will have employees, volunteers, co-op students, 

support staff and parents revisit the statement and clarify any changes that have been made.  

 

Section 34, Part B: Program Statement Monitoring and Review 

Policy  
 

All staff must review the Program statement before interactions with children in the classroom begin. Review of 

the policy will be completed annually. The President will review the policy with the Supervisor. The supervisor 

will review with staff, volunteers and students prior to them interacting with children. The policy will be read 

aloud at the Orientation meeting.  

 

Once the policy has been reviewed by staff, volunteers and students and after a review takes place each 

person must sign and date a form as a formal review. 

 

The Supervisor will complete daily monitoring of staff, volunteers or students who are in attendance in the 

classroom during program time. This monitoring will be kept in the daily logbook.  

 

Teachers at Meadowest Preschool will be monitored 3 times from September - June. The monitoring will take 

place September - December, January - March, and April - June, this monitoring will take place in a full class 

session by the Supervisor. The monitoring checklist will be signed and dated by both the Supervisor and the 

teacher. Supply teachers will be monitored using the daily monitoring sheets, the monitoring will be completed  

by the Supervisor or Teacher in the classroom.  

 

The Supervisor at Meadowest Preschool will be monitored 3 times from September - June. The monitoring will 

take place September - December, January - March, and April - June, this monitoring will take place in a full 

class session by the President. The monitoring checklist will be signed and dated by both the President and 

the Supervisor. All reviews will be kept on file at school for 3 years.  
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Section 35: Parent Issues and Concerns Policy and Procedures  
 

Purpose 
 

The purpose of this policy is to provide a transparent process for parents/guardians, the childcare licensee and 

staff to use when parents/guardians bring forward issues/concerns. 

 

 

 

Definitions 
 

Licensee: The individual or agency licensed by the Ministry of Education responsible for the 

operation and management of each childcare centre it operates (i.e. the operator). Licensee for 

Meadowest Preschool is the President.  

 

Staff: Individual employed by the licensee (e.g. program room staff). 

 

President: Parent on the Board of Directors that is designated as licensee and responsible for 

staff.  

 

Supervisor: Designate responsible for the management of children in centre, overseeing daily 

operations of classroom. 
 

Policy 
 

General 

Parents/guardians are encouraged to take an active role in our childcare centre and regularly discuss what 

their children) are experiencing with our program. As supported by our program statement, we support positive 

and responsive interactions among the children, parents/guardians, childcare providers and staff, and foster 

the engagement of and ongoing communication with parents/guardians about the program and their children. 

Our staff are available to engage parents/guardians in conversations and support a positive experience during 

every interaction.  

All issues/concerns raised by parents/guardians are taken seriously by the Meadowest President, Meadowest 

Board of Directors and the Supervisor and will be addressed. Every effort will be made to address and resolve 

issues/concerns to the satisfaction of all parties and as quickly as possible. 

Issues/concerns may be brought forward verbally or in writing. Responses and outcomes will be provided 

verbally, or in writing upon request. The level of detail provided to the parent/guardian will respect and maintain 

the confidentiality of all parties involved. 

An initial response to an issue/concern will be provided to parents/guardians within four (4) business days. The 

person who raised the issue/concern will be kept informed throughout the resolution process. 

Investigations of issues/concerns will be fair, impartial and respectful to parties involved.  
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Confidentiality 

Every issue/concern will be treated confidentially and every effort will be made to protect the privacy of 

parents/guardians, children, staff, students and volunteers, except when information must be disclosed for 

legal reasons (e.g. to the Ministry of Education, College of Early Childhood Educators, law enforcement 

authorities or Children’s Aid Society).  

Conduct 

Our centre maintains high standards for positive interaction, communication and role-modeling for children. 

Harassment and discrimination will therefore not be tolerated from any party. 

If at any point a parent/guardian, provider or staff feels uncomfortable, threatened, abused or belittled, they 

may immediately end the conversation and report the situation to the supervisor and/or licensee. 

 

 

Conduct about the Suspected Abuse or Neglect of a child 

Everyone, including members of the public and professionals who work closely with children, is 

required by law to report suspected cases of child abuse or neglect.  

If a parent/guardian expresses concerns that a child is being abused or neglected, the parent will be 

advised to contact the local Children’s Aid Society (CAS) directly.  

Persons who become aware of such concerns are also responsible for reporting this information to 

CAS as per the “Duty to Report” requirement under the Child and Family Services Act. 

For more information, visit: 

http://www.children.gov.on.ca/htdocs/English/childrensaid/reportingabuse/index.aspx 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.children.gov.on.ca/htdocs/English/childrensaid/reportingabuse/CASLocations.aspx
http://www.children.gov.on.ca/htdocs/English/childrensaid/reportingabuse/index.aspx
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Procedures 

Nature of Issue/ 
Concern 

How a Parent and/or 
Guardian should Report 

Issue/Concern: 

Steps for Staff and/or Licensee 
Responding to Issue/concern: 

Program Room 

Related 

E.g.: schedule, toilet 

training, 

indoor/outdoor 

program activities, 

feeding 

arrangements, etc. 

 

 

Raise the issue/concern to the 

classroom staff directly or the 

supervisor or licensee. 

• Address the issue/concern at the 
time it is raised or arrange for a 
meeting with the parent/guardian 
within one (1) business days. 

• Document the issues/concerns in 
detail. Documentation should 
include: 

• the date and time the 
issue/concern was received; 

• the name of the person who 
received the issue/concern; 

• the name of the person reporting 
the issue/concern; 

• the details of the issue/concern; 
and 

• any steps taken to resolve the 
issue/concern and/or information 
given to the parent/guardian 
regarding next steps or referral. 

• Provide contact information for the 
appropriate person if the person 
being notified is unable to address 
the matter. 

• Bring the issue/concern to the 
Board of Directors to discuss an 
appropriate resolution. 

• Ensure the investigation of the 
issue/concern is initiated by the 
appropriate party within four (4) 
business days or as soon as 
reasonably possible thereafter. 
Document reasons for delays in 
writing. 

• Provide a resolution or outcome to 
the parent(s)/guardian(s) who 
raised the issue/concern. 

General, Centre 

or Operations 

Related 

E.g.: childcare fees, 

hours of operation, 

staffing, waiting lists, 

menus, etc. 

Raise the issue/concern to the 

supervisor or licensee. 

Staff, Duty 

Parent, 

Supervisor, 

and/or Licensee 

Related 

Raise the issue/concern to the 

individual directly or the supervisor 

or licensee. 

 

All issues/concerns about the 

conduct of staff, duty parents, etc. 

that puts a child’s health, safety 

and well-being at risk should be 

reported to the supervisor as soon 

as parents/guardians become 

aware of the situation. 

Student/Voluntee

r Related 

 

Raise the issue/concern to the staff 

responsible for supervising the 

volunteer or student or the 

supervisor and/or licensee. 

 
All issues/concerns about the 

conduct of students and/or 

volunteers that puts a child’s 

health, safety and well-being at risk 

should be reported to the 

supervisor as soon as 

parents/guardians become aware 

of the situation. 
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Section 36: Written Process for Monitoring Compliance and 

Contravention Policy  
 

All employees, students and volunteers of Meadowest Preschool are expected to comply with the policies and 

procedures of the Centre, as well as the requirements of the Child Care and Early Years Act. 

 

Please Note: Compliance also applies to children’s individualized plans. An individualized plan is a written plan 

that indicates how Meadowest Preschool will support the child and is developed in consultation with 

parents/guardians and other professionals. 

 

All employees, students and volunteers will receive written documentation of all policies, procedures and 

handbooks to review prior to commencing employment. When revisions to these documents has been made,  

the current version of each revised document will be provided to each employee, student or volunteer to 

review. 

 

When necessary, training and development courses will be provided in addition to the written policies and 

procedures. 

 

 

Compliance 
 

Compliance with all policies and procedures of Meadowest Preschool will be monitored on an ongoing basis 

(using program statement monitoring sheet) and documented in a written format, which will be discussed with 

the individual employee, student or volunteer, or as a group as a whole, including the Board of Directors as 

deemed necessary. 

 

Monitoring of Meadowest Preschool policies, procedures and individualized plans by the Centre will take place 

at least once per year, or as necessary as changes to policies and procedures occur. 

 

As well, all policies, procedures and individualized plans will be reviewed as follows: 

 

1) With employees, before they begin their employment 

2) With volunteers or placement students who will be interacting with the children at Meadowest Preschool, 

before they begin to volunteer or before they begin their educational placement 

3) With all employees, volunteers and placement students at least annually after the first review and at any other 

time when changes are made to a policy, procedure or individualized plan 

 

What is Monitoring? 
 

Monitoring is a proactive compliance action. A monitoring activity may assess compliance with the policies and 

procedures in a general sense, or it may target particular responsibilities or obligations.  

 

Monitoring will be conducted by the Supervisor of Meadowest Preschool, and in the case of the Supervisor, 

monitoring will be conducted by a member of the Board of Directors.  
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Monitoring activities may include: 

 

Type Description 

Information and guidance Providing guidance on how to comply with policies and procedures, 

as well as how to improve in these areas. Employees, students and 

volunteers might be directed to helpful resources that support 

professional development. 

Targeted  Monitoring for a specific compliance issue, such as one policy or 

procedure. 

Unscheduled Monitoring of an employee, student or volunteer’s actions/activities 

will take place without notice or warning. 

Scheduled Monitoring of an employee, student or volunteer’s actions/activities 

will take place with notice or warning.  

 

Information gathered through monitoring activities can be used to identify strengths, weaknesses, 

opportunities, or concerns with regards to an individual employee, student or volunteer, or of the childcare 

program as a whole. 

 

All written records of compliance will be stored appropriately to ensure confidentiality in individual employee, 

student or volunteer files, in a secure location within the office for at least three (3) years from the date created. 

 

 

Contravention 
 

Failure to comply with the policies and procedures of Meadowest Preschool could result in the following: 

 

For employees, students and volunteers: 

 

Minor Contravention of the Policies and Procedures 

a) A verbal warning. 

b) A written warning. 

c) Dismissal 

Major Contravention of the Policies and Procedures (such as but not limited to physical harm of a 

child, Board of Directors with the supervisor if not the one who committed major contravention will decide 

on severity) 

● Immediate Dismissal 

 

Disciplinary measures for employees, students and volunteers normally follow a three (3) step process.  

An exception is made for certain kinds of conduct whose seriousness justifies omitting one or more of the 

steps. When determining which disciplinary measure(s) will be taken, the Supervisor/Board of Directors, will 

take the following criteria into account: 

 

● The seriousness of the offence. 

● The actual or potential risk or harm to the child/children and/or other employee, students or volunteers. 

● The past and recent performance of the employee, student or volunteer. 

● The frequency of occurrence. 

● Previous disciplinary action taken. 
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When action is necessary, it will be taken immediately by the Supervisor in the case of employees, students or 

volunteers. 

When action is necessary, it will be taken immediately by the Board of Directors in the case of the Supervisor. 

 

 

Policies and Procedures and Declaration 

 

All the policies and procedures of Meadowest Preschool must be read and understood. Please read each of 

the policies and procedures listed below. 

 

1) Individualized Children’s Plans 
2) Anaphylactic Policy  

3) Sanitary Practices Policy 

4) Fire Safety/Evacuation Policy 

5) Serious Occurrence Policy 

6) Medication Policy 

7) Supervisor of Volunteers and Students Policy 

8) Program Statement Implementation Policy 

9) Staff Training and Development Policy 

10) Criminal Record/Vulnerable Sector Check Policy 

11) Waiting List Policy 

12) Children’s Individual Action Plans for Medical Reasons  

13) Epi-pen Training  

14) No Smoking Policy 

15) First Aid Policy  

16) Written Process for Monitoring and Compliance and Contravention Policy 

17) Prohibited Practice Policy 

18) Accessibility Policy 

19) Program Statement 

 

 Section 37: Inclusion Policy 
  

At Meadowest Preschool we strive to have a 0% rejection of any child or family from our centre. Our focus is to 

meet the needs of children and families as a whole. We believe that every child and family is entitled to child 

care regardless of their race, ethnic origin, religion, age, mental or physical disabilities, and income. At 

Meadowest Preschool our goal is to engage children and families so that they can develop socially, physically, 

emotionally, cognitively, and build friendships. Meadowest Preschool understands that being an inclusive child 

care benefits staff, children, and families as well as the community. 

 

Legal Obligations and Government Policy: 

 

The Canadian Charter of Human Rights and Freedoms—All individuals must be treated equally, regardless 

of their race, national or ethnic origin, colour, religion, sex, age, or mental or physical disabilities. 

 

The Human Rights Act—Employers and service providers are required to accommodate special needs, 

including those of people with disabilities, short or undue hardship. 
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Procedures: 

 

Human Resources: All staff and volunteers of Meadowest Preschool understand and agree to support 

inclusive practices as outlined in the Inclusion Policy. All staff and volunteers will review the Inclusion Policy 

annually, or when any changes are made to the policy to ensure that they understand and can support this 

policy. 

 

Training: All staff are encouraged and given opportunities to attend training; including special needs focused 

sessions whenever possible. This allows staff to support all children as well as all families in our program. Staff 

will share information learned at workshops with other staff members and volunteers through meetings.  

 

Programming: Staff at Meadowest Preschool if necessary will adapt the environment and routines to meet the 

needs of the children enrolled. The staff develops flexible programming that can be adapted as needed to 

support children’s needs. Meadowest Preschool has support in place with PIRS (Peel Inclusion Resource 

Services) and has been assigned a designated Resource Consultant. Meadowest staff is familiar with the 

Region of Peel subsidy program and has flyers posted to inform parents of this program offered by the Region. 

Meadowest Preschool will work with parents and outside service providers to ensure that the needs of all 

children are being met. We will, with the written consent of the parents, refer children to outside service 

providers when we, through observations, or the parents feel, that a child may require additional assistance 

and support. Open communication is imperative in creating a supportive environment for children and families.  

Meadowest staff will review Inclusion policy annually and will sign off once review is completed. 

    

Confidentiality: All staff has signed confidentiality agreements upon hire. Staffs are aware they will receive 

and have access to confidential information about children and families and they agree to keep this information 

in strict confidence.  All duty parents sign confidentiality agreements upon registering their child/children. 

Parents understand that any information they may hear during their time in the classroom is to be kept 

confidential. 

 

Admission/Registration: All families interested in registering their child/children are dealt with in a fair and 

equitable manner. Meadowest waitlist policy is enforced for all families when wanting to register at our school.  

 

Withdrawal: If Meadowest Preschool is having difficulties meeting the child’s needs, we will ensure that: 

 -All families asked to withdraw are dealt with in a fair and equitable manner. 

 -The notice of withdrawal is consistent with the withdrawal policy of our centre that can be found in our 

school handbook, policy can be found under Section 2, Part E in handbook. The withdrawal policy is 

the same for all families that attend our school. 

 -All resources and outside agency support have been exhausted prior to the notice of withdrawal.  

 -Meadowest staff refers to and follow PIRS Continued Placement Process before notice of withdrawal 

would be given to any family. (policy attached) 

 

Special Facilities: Meadowest Preschool is wheelchair accessible and has wheelchair accessible toilet 

facilities. When a child requires assistance with personal care, it will be done in a private and dignified manner. 

Where possible we will adapt our program, and will move furniture to create a positive safe environment, 

ensuring all areas are accessible for all children.  
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PIRS Continued Placement Process  
 
Research shows that successful inclusion increases when families and Service Providers work together. By 
working in partnership, the opportunities to build on successful outcomes will be strengthened.  
Service Providers guide children in a positive manner, at a level that is appropriate to a child’s developmental 
age and actions, in order to promote a sense of belonging, well-being, engagement and expression.  
Service Providers should refer to their Inclusion Policy and it should be supported by procedures that are 
consistent with guiding principles and congruent with the program’s policy.  
To effectively increase inclusive practices there must be a consistent and accountable approach to the process 
of addressing each child’s individual needs, i.e. medical/physical, social/emotional, behavioral, etc.  
When concerns arise and any child’s placement is at risk, Service Providers, families and PIRS Resource 
Consultants (when consent is granted), along with any other professionals, must ensure that every effort has 
been made to continue the placement and that child care provider documentation is on file with a record of 
actions.  
Please keep in mind that there is always a need for flexibility. This process may vary and will reflect the 
individual child and/or unique situation. When the process has been implemented in a timely and effective 
manner, it is a successful way to increase inclusion, support children and families and build on the Service 
Provider’s strengths.  
To ensure this process is effective and collaborative, the Service Provider will identify who from the program 
will take the lead, to make certain the following are implemented e.g., Supervisor, Lead ECE in the classroom, 
etc.:  

 Assess the environment, schedule and program. Have there been any changes for the child or the 
Service Provider/Educators? Could there be any changes to the environment?  

 Begin to make some informal observations and record data that will support their concerns.  

 Discuss observations/concerns with the child’s parent/guardian(s), including both positive comments 
and constructive feedback related to issues of concern. Be supportive of the parent/guardian(s) to 
build a good working relationship on an ongoing basis.  

 Consider the following related to the child: medical, physical, emotional and cognitive factors.  

 Record the child’s strengths, needs and interests.  

 Discuss general classroom strategies, seek resources from the PIRS Resource Consultant  

 Explore services currently being accessed by the child and family (e.g. speech, social worker etc.). 

 Additional strategies may need to be put in place by the Service Provider/Educator. Some examples of 
these could include but are not limited to:  

- A Safety Plan  

- A Communication Book between home and Service Provider  

- A PIRS referral may be initiated to support the child, family and Service Provider if concerns 
persist.  

- Continue to implement all agreed upon strategies and suggestions.  

- The relevant people of the licensed child care program, PIRS Partners, Quality Initiative 
Mentor, Early Years Specialist, PIRS Service Area Lead (where appropriate) and the family, 
will have ongoing meetings to review and evaluate progress.  

 
Once all of these capacity building steps and actions have been taken, and it is found that the child’s needs 
cannot be met within the program, the Service Provider may recommend withdrawal of care.  
It is expected that the Service Provider will provide a reasonable period of notice to the family and during this 

time, in consultation with the PIRS Resource Consultant, will explore options regarding other child care and 

community resources to support the child and family. 
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Conclusion  
 

This handbook was compiled to acquaint you with Meadowest Preschool, to explain the administration and  

day-to-day functioning of the school and your role as a caregiver. Keep in mind that the purpose of the Board 

of Directors is to run the school based on ministry requirements and still allow enough flexibility for the 

individual needs of each year's membership.  

 

Rules and practices are always being updated and changed to best serve the children of Meadowest 

Preschool. 

 

Enjoy your time in the school! 

  

 


