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LICENSING 
BCCNS is licensed under the Child Care and Early Years Act (formerly the Day Nurseries                             
Act) and is inspected annually to ensure it is fully meeting all requirements. This legislation                             
includes oversight of the playground, staff training and development, fire safety and                       
emergency information, insurance, building and accommodation, health and medical                 
supervision, nutrition, equipment and furnishings, program planning, and behaviour                 
management. We are also governed by our own Bylaws, charity laws under Canadian                         
Revenue Agency and Ontario’s Cooperatives Corporations Act. 
 
SCHOOL STAFF 
Our Teacher and Program Director profiles are kept up­to­date on our website. 
 
Our Program Director works Mondays to Thursday from 8:00am to 3:00 pm and Fridays 
8:00am to 12:00pm, and is on­call in case of emergencies. The Program Director is available 
to answer member questions and she encourages an open­door policy. Please come in and 
share your feedback! If you are unable to reach her during office hours, you are welcome to 
leave a voice mail or send an e­mail to ​info@bccns.ca​ , which will be answered at the first 
opportunity. 
 
The education and care of young children demand a high level of personal and professional 
integrity and enthusiasm. Our teachers have diplomas in Early Childhood Education (ECE) or 
are working toward this goal. An ECE program ensures that its graduates learn about the 
social, cognitive, emotional, physical, and creative needs of children (five and under) and 
have the skills and knowledge necessary for planning and carrying out programming which 
optimizes individual development for infant, toddler, preschool and school­aged children.  
 
Our teachers have the knowledge and skills to: 
● provide a physically safe, mentally healthy, and intellectually stimulating environment for 

children five and under, by understanding psychological, sociological, and developmental 
theories and principles; 

● observe and interpret children's developmental levels and reactions to situations by 
assessing and analyzing children's behaviour;  

● implement a flexible curriculum which will meet the needs of individual children within the 
group and implement a combination of the children's ideas along with the ideas taught in 
the curriculum so that children can expand their learning, and; 

● communicate positively and purposefully with children, parents, and other adults in the 
preschool setting.  

 
THE SCHOOL COUNCIL 
The School Council consists of skilled and caring volunteers elected from the membership                         
and general public, as well as the Program Director. School Council positions are typically                           
filled for the following school year at the Annual General Meeting held in the Spring or as                                 
soon as possible when vacancies exist. The School Council positions and the members                         
fulfilling them are kept up to date on the website. Monthly School Council meetings can be                               
found on the School Calendar online and meeting minutes are posted at the school. Any                             
queries, difficulties or ideas may be brought to a meeting or brought to the attention of the                                 
Program Director or a School Council member. 
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MEMBER RIGHTS & RESPONSIBILITIES 
 
Parent or caregiver participation is vital to keep tuition fees reasonable and to ensure the best                               
possible preschool education. Each member of the co­operative is required to share in the                           
work of the school and become actively involved through the following: 
 

1. Attend (or submit an advance ballot for) mandatory general membership meetings &                       
complete membership surveys 

2. Volunteer with the School Council, a committee or in a specific role 
3. Participate in and contribute to fundraising activities as best you can  
4. Assist teachers in class, on rotation, as a Duty Parent (applies to morning programs                           

only ­ see full description of Duty Days under Policies & Procedures of this handbook)  
5. Stay informed through the website, emails, newsletters and school boards 

 
YOUR OPINION COUNTS! 
There are two (2) mandatory general membership meetings in each school year. These are                           
the Orientation meeting held in September prior to the start of the school year and the Annual                                 
General Meeting typically held in the spring. Additional Special General Meetings may be                         
called if required. All meeting dates are posted to the school calendar on our website.  
 
Attendance at the Orientation meeting is mandatory as important information is                     
shared. Please make every effort to attend. Participation at other meetings is required but is                             
more flexible, as advance ballots/proxy votes are typically distributed to our members in                         
advance of these meetings. Submitting an advance vote absolves the member from having to                           
attend in person. Each registered family is entitled to one vote on each question arising at any                                 
special or general meeting. Questions arising at any meeting of the members shall be                           
decided by a majority of the votes cast.   
 
Throughout the year, you may be invited to complete online surveys. This is an opportunity to                               
voice your opinions and let us know what you enjoy about your experience with us and what                                 
you feel we could do to improve the environment for all. We would appreciate your                             
completion of these survey promptly so we can grow and change with our membership. 
 
VOLUNTEER ASSIGNMENTS 
Members will be given a volunteer assignment (based on preference listed in your child(ren)’s                           
registration form) to a committee or role. Members are required to complete the helpful work in                               
their volunteer assignment. There is an option to be a non­participating family which would                           
enable you to opt out of volunteer work and duty days, however limited spaces are available.                               
Contact the Program Director or Registrar to enquire. Families serving on the School Council                           
are not required to do additional volunteer work. All members will be informed of their                             
volunteer assignments at the Orientation Meeting or as soon as possible after that.  
 
Full descriptions of all the potential Volunteer Assignments, including School Council roles,                       
are listed in the registration package available on our website. 
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FUNDRAISING  
The willing participation and enthusiastic support of our members are fundamental to the                         
success of a co­operative preschool. At BCCNS, families have no fundraising obligations. All                         
of our fundraising events and campaigns are voluntary. We encourage your participation in                         
events because they build our community and allow our children to see their friends outside                             
of school, with their families. Silent Auctions and group sales help build our reserves and                             
refresh our school equipment and gear. Fundraising events are promoted in the school,                         
online and occur throughout the school year. 
 
Corporate Giving allows our community partners to help invest in our children and their                           
education. Please consider sharing contacts or workplace programs with our Program                     
Director and/or members of our School Council so we can help determine a mutually                           
beneficial match. BCCNS is a registered charity.   
 
MEMBER QUESTIONS AND CONCERNS 
Please feel free to ask question or voice concerns to either the Program Director or teachers.                               
If the Program Director or teachers are unable to answer your questions or address your                             
concerns to your satisfaction, members are welcome to contact the President of the School                           
Council, at ​president@bccns.ca​ . 
 
STAY INFORMED 
Read over to understand how you can stay informed and connected at preschool: 

● Childrens’ cubbies: located along the hallway across from classrooms. Each child is                       
assigned a cubby where they will store backpacks and outdoor clothing during their                         
program. School communications, special offers, your child(ren)’s art work and more                     
will be deposited here for you to pick up. These cubbies are shared with other friends                               
throughout the day, so all belongings must be brought home after programs each day. 

● Class Information Boards​: located beside each classroom door. Information in                   
posted regarding class oriented themes, events, duty rosters, and requests for                     
volunteers, etc. 

● Monthly Newsletter / Emails​: is prepared for each class on a monthly basis, advising                           
parents of upcoming class activities & more and emailed to you (as are other important                             
notices including your child(ren)’s start day for school, etc). If you are not receiving                           
emails please connect with the Program Director or Registrar to resolve the issue. 

● Fundraising Board​: located on the wall right of the staff lunchroom. This board                         
contains information regarding all fundraising events and ongoing campaigns. 

● School Council info board​: located on the wall left of the staff lunchroom. This board                             
contains Executive meeting minutes, monthly calendar, Committee lists, requests for                   
volunteers, etc. 

● School Office​: located at the very end of the preschool hallway is the Program                           
Director’s office. There is a large blue box here for placing fundraising orders (ie                           
scholastic orders).  

● Website & Facebook page​: School calendars, volunteer schedules, news for the                     
school, registration reminders, daily activities and more are posted to either our                       
website or fb page (​www.facebook.com/bccns.ca​).   
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CLASSROOM LEARNING & PLAY 
 
We offer programs for children from 18 months through 6 years of age, placed into 2­, 3­, 4/5­ 
year­old programs. The 4 and 5 year old program is called the Kinders program and follows 
the curriculum set out by Ontario Ministry of Education.  All of our programs are based on the 
philosophy of an emergent curriculum. Detailed and up­to­date information on each of our 
programs is available on our website. 
 
EMERGENT CURRICULUM 
Emergent curriculum builds on the interests and natural learning styles of children. In a warm                             
and nurturing environment, teachers deliver programs that provide positive, hands­on                   
learning experiences, which promote the development of skills that children will need for later                           
school and life success. “The curriculum is called 'emergent' because it evolves, diverging                         
along new paths as choices and connections are made, and it is always open to new                               
possibilities that were not thought of during the initial planning process" (Jones and Reynolds,                           
1992). Teachers develop program plans and adjust and shape these plans as they go along,                             
responding to children's interests and activities. Emergent curriculum arises naturally from                     
teacher­child interactions that allow for "teachable moments". It connects learning with                     
experience and prior learning. It addresses children's interests and responds to their interests                         
rather than focusing on a narrow, individual, or calendar­driven topic. The teachers                       
encourage learning through play by providing learning objectives within the classroom                     
activities/centres. These learning centres are designed to encourage a variety of activities                       
including pre­writing, pre­reading, creative art, sensory, discovery, dramatic play,                 
blocks/construction and computers (the latter is used in Kinders only). 
 
The Emergent Curriculum has been proven to: 

● build self esteem 
● give children control over their learning 
● develop a "love of learning" 
● build knowledge by interacting with the environment 
● encourage the use of materials so children can discover and communicate what they                         

know, wonder about, feel, and imagine.  
 
The role of the teacher includes:  

● observing children to determine their interests, experiences and needs  
● understanding child development  
● promoting the development of skills necessary for school and life success (includes                       

social, emotional, physical and cognitive/intellectual skills) 
● recognizing "teachable moments" in which the teacher engages the children in                     

meaningful problem solving, planning and learning.  
 
Learning through play is more than a motto at BCCNS, it is what all of our programs strive to                                     
achieve.  Why is play important?  

● Play is a child's way of learning. 
● Play eases stress and helps them to learn to get along with others. 
● Children discover new things independently when they play. 

 
3955 Richmond Road, Nepean, ON, K2H 5C5, (613) 828­6011 

e­mail:  ​info@bccns.ca​,  web site:  ​www.bccns.ca 
                                                                                              Page 7 

 

mailto:info@bccns.ca
http://www.bccns.ca/
http://www.bccns.ca/


 
● Creative play allows a child to work things out through trial and error. 

(Source: Karen DeBord, Ph.D., Child Development Specialist)  
 
CLASSROOM LEARNING CENTRES   
These are general descriptions of the "Learning Centres" available in the classrooms and                         
preschool including, but not limited to, the skills promoted and the toys/ equipment that can                             
be found within the areas. These learning centres will vary depending on the age of the child                                 
and the program and are changed every two weeks to expand the children’s interests and                             
play. 
 
Art Area 
A variety of art materials providing different colours and textures are readily available for the                             
children to create their own masterpieces. Some of the skills promoted and developed in this                             
area are individual creativity and imagination, divergent thinking, fine motor and hand­eye                       
co­ordination, self­expression, self­esteem, task completion, and sensory exploration. 
 
Block Area 
In this area, children will find blocks along with a variety of other complimentary toys such as                                 
games, cars, and trucks. Some of the skills promoted and developed in this area are fine and                                 
gross motor, dexterity, visual perception (hand­eye co­ordination, matching, sorting, spatial                   
relationships), and conceptual knowledge (cause and effect, more/less, one­on­one). By                   
playing in this area, children will improve their attention span and level of concentration and                             
will discover that blocks are affected by physical science principles (gravity, momentum,                       
balance, equilibrium, reversibility, properties, etc.) when they compare and classify blocks                     
according to different mathematical criteria (shape, size, length, width, height, volume,                     
quantity, counting, etc.). 
 
Cognitive & Fine Motor Area 
A variety of developmentally appropriate books and felts are presented along with                       
construction and manipulation toys which enhance fine motor and cognitive development.                     
Some of these concrete value activities include beading, lacing, foam/jigsaw puzzles,                     
serrated puzzles, and classification/sorting trays and toys (for colour, size and shape).                       
Through the exploration of this area, children stimulate and exercise their imagination and                         
creativity, develop fine motor co­ordination, and learn to sort and organize, and co­operate                         
with others. 
 
Computer Area (Kinders program only) 
On a rotational basis, children are able to use a variety of developmentally appropriate                           
software on the computer. By playing in this area, children become computer literate allowing                           
them to progress in a technological age, enhance their self­direction, self­help or                       
independence and sense of control, increase their conceptual knowledge and vocabulary,                     
and improve their attention span, patience and memory.  
 
Dramatic Play Area 
This area provides dress­up clothes and props to encourage creativity and imagination                       
through role­playing and peer interaction. By playing in this area, children will build their                           
self­confidence, learn to identify and empathize with the feelings of others, learn to resolve                           
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conflicts, solve problems and negotiate by expressing themselves through words, develop                     
flexibility in their thinking, improvise and use things in a symbolic way, and use objects that                               
represent something else. 
 
Gross Motor Area 
Gross motor play is a daily occurrence in the outside play yard (new in May 2013 and meets                                   
the Ministry's safety standards). The play yard is fenced in and shaded by mature trees.                             
Each age group gets independent time to play in the yard. If the weather does not permit                                 
outdoor play there is a gymnasium stocked with a variety of developmentally appropriate                         
equipment such as balls, climbers, balance beam, ride­on toys and mini trampolines providing                         
a variety of set­ups for each age group. 
 
Language Area 
This area provides a variety of books, audiotapes, pre­reading activities and felt boards along                           
with felt shapes. Your child can take some quiet time to look through books, listen to                               
audiotapes, develop their own stories with the felt board, or complete the                       
pre­reading/sequencing activities available. Some of the skills promoted and developed in                     
this area are creativity, early literacy, communication and expressive language, and                     
self­esteem. By playing in this area, children will improve their attention span and patience. 
 
Math and Science Area 
This area includes a variety of equipment to enhance cognitive development such as games,                           
puzzles and activities. Some of the skills promoted and developed in this area are pre­math,                             
task completion, problem solving, self­help, and fine motor. By playing in this area, children                           
will enhance their understanding of serial order by creating patterns and will improve their                           
attention span and conceptual knowledge (see also Block Area for math concepts). 
 
Rhythm and Movement 
Music can be heard in the classrooms at different times throughout the day such as transition                               
times like hand­washing and clean­up time or as part of the more structured daily circle where                               
the children have the opportunity to learn songs, do finger plays, play instruments and "shake                             
their sillies out". In addition, every two weeks there is a dedicated "rhythm and movement"                             
circle where songs and finger plays are mastered, along with movement and actions, and                           
musical instruments are explored. A few of the skills promoted during this time are turn                             
taking, co­operation, memory development, sensory development, and fine and gross motor. 
 
Sensory Area 
This area provides sensory bins and/or tables for the children to explore hands­on learning                           
and to exercise their five senses. Some favourites are play­dough, goop, water, sand,                         
noodles, leaves, rice, containers for experimentation, and hidden toys to discover. Some of                         
the skills promoted and developed in this area are imagination, problem solving, pre­math,                         
co­operation, visual perception, hand­eye co­ordination, and fine motor. 
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MAKING PRESCHOOL A POSITIVE EXPERIENCE 
 
You can help prepare your child(ren) for preschool before the first day with one or more of the                                   
following activities: 

● Explore books and videos about first days of school together (available at local library)  
● Let your child(ren) play with their backpack to act out going to school, meeting friends 
● Visit our website to show your child(ren) pictures of their teachers 
● Join the playdates hosted by the School Council at the end of the summer to orient                               

children with the outdoor area and allow them to connect with new friends (check the                             
BCCNS Facebook page or website for details) 

● Let your child(ren) know there will be new friends to make and toys to be shared by all                                   
the children and they will enjoy a snack 

● Let your child(ren) know that you will return soon after they have played with the                             
teachers, the toys and their friends 

● Read through this handbook in full so you understand how the preschool runs.  
 
THE FIRST DAY 

● Have your child(ren)’s backpack full of all the necessary items to bring listed on the                             
sheet “What to bring your first day” that is e­mailed to registrants at the end of summer. 

● Allow sufficient time for dressing, eating and other routines at home to permit you and                             
your child(ren) to arrive at school feeling relaxed and secure. 

● Refrain from warning your child(ren) that they “must be good”. Instead, we suggest,                         
“have a great day”. 

● Permit your child(ren) those extra few hugs and kisses. 
● When it is time to leave your child(ren), we encourage you to say goodbye, let them                               

know when you will return and then leave the classroom. A lingering parent may                           
heighten a child’s anxiety. 

 
TIPS FOR PICK–UP 
Due to the layout of the school, the hallway can be congested especially during the 11:30                               
a.m. pick­up time as the teachers must ensure that an authorized individual picks up each                             
child. Be patient with your child(ren) and others. It may help to gather their belongings for                               
them at the start of the year, or take them to a less congested area of the hallway while                                     
preparing to leave.  
 
Please also ensure that additional children in your care are watched closely in the halls at                               
pick­up and drop­off. For their own protection and to respect the set­up of the classrooms,                             
we cannot permit them to play in the preschool classrooms.  
 
CLOTHING AND POSSESSIONS 
All children should have a complete change of clothes in their school bags. Please dress                             
your child(ren) in comfortable easy­to­manage clothing. Attempts are made to protect                     
clothing during painting and craft activities but soiling will occur. Please keep this in mind                             
when selecting your child(ren)’s school clothing. Rubber­soled shoes, preferably with Velcro                     
fasteners, are necessary for indoor play. For those children in diapers or in the process of                               
toilet training please include extra diapers and wipes in backpacks. 
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Walks and outdoor play are enjoyed when the weather permits. Please ensure                       
weather­suitable clothing is available for your child(ren) (sunscreen, hats, snow pants, splash                       
pants, rain gear, boots, mitts, neck warmers, etc.). ​Please label all belongings to ensure                           
their return to your child(ren). 
 
Toys that are needed for security in the early days of school, or toys that are treasures from a                                     
special occasion may be brought in. Please label such toys or treasures with your child's                             
name to avoid the item being lost or misplaced. Please encourage all other home toys to stay                                 
safe at home!  
 
SEPARATION ANXIETY 
On occasion a child may have difficulty separating from their parent/caregiver. Tears are a                           
normal part of separation. Establishing a positive good­bye routine will help your child(ren)                         
see that you have a positive attitude toward their new environment and allows your child(ren)                             
to begin to look forward to preschool. It is important to a child’s success to be consistent in                                   
time limits and good­bye routines. Consistency sets a child up for a successful transition into                             
preschool. When inconsistencies occur in the good­bye routine, it can prolong separation                       
anxiety. If a parent/caregiver is uncomfortable leaving the building, then they are welcome to                           
remain in the school office or staff room. Alternately the Program Director can call you                             
mid­morning to let you know how your child is doing.  
 
If your child(ren) has trouble adjusting during the first few days of preschool, feel free to talk                                 
to the teachers or the Program Director regarding the adjustment. The professional judgment                         
of the teachers regarding separation anxiety is based on many years of experience. The                           
philosophy of BCCNS is that the teachers and parents are partners in providing a nurturing                             
environment for children. BCCNS is committed to helping both the child and the                         
parent/caregiver through the difficult transition of separation anxiety.  
 
TOILET TEACHING 
It is not necessary for children in any of our programs to be toilet trained prior to enrolling in                                     
our school. At BCCNS, we believe that toilet teaching is a co­operative effort between parent,                             
child and teachers. A casual, friendly attitude, with praise for success, is used to encourage                             
children to become independent with respect to toileting. Children develop at different rates                         
and will learn to use the toilet when they are developmentally ready. 
 
Only a member of our staff is permitted to assist children with toileting at school. Duty                               
parents may assist ONLY their own children. 
 
A FINAL WORD 
Preschool may be a new experience for you and your child. For many, it will be the first time                                     
you have entrusted the care of your child(ren) to someone else. This is a big step for parents,                                   
caregivers and preschool children. We understand and appreciate the significance of this                       
decision, and your trust, and assure you that we will do our best to ensure your first school                                   
experience is a positive and memorable one.  Welcome to BCCNS! 
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LIST OF INFORMATION, POLICIES & PROCEDURES 
 
ABSENCE POLICY 
ACCIDENT POLICY 
ADMINISTRATION OF MEDICATION POLICY 
ANAPHYLAXIS PLAN & PROCEDURES 
ARRIVAL AND DEPARTURE INFORMATION 
BANK FEES POLICY 
B​EHAVIOUR MANAGEMENT 
CELEBRATIONS INFORMATION 
CONFIDENTIALITY POLICY 
DUTY DAY INFORMATION (applies to morning programs only) 
DUTY DAY FEE POLICY 
EMERGENCY EVACUATION POLICY 
FIELD TRIPS INFORMATION 
FIRE DRILL AND EVACUATION PROCEDURES 
FOOD ALLERGIES POLICY 
GUESTS POLICY 
HARASSMENT POLICY 
HOLIDAYS 
ILLNESS POLICY 
IMMUNIZATIONS POLICY 
INTEGRATION / INCLUSION POLICY 
LATE PICK­UP POLICY 
NON­PARTICIPATION POLICY 
POLICE RECORDS CHECK (PRC) POLICY 
POLICY ON CHILD DEVELOPMENT OBSERVATIONS BY STAFF 
SCHOOL CLOSURE POLICY 
SMOKING POLICY 
SNACK POLICY 
SUBSIDIES INFORMATION 
TAKE HOME AUTHORIZATION PROCEDURES 
TRANSFERS POLICY 
VACATION POLICY 
WITHDRAWAL POLICY 
WORKPLACE VIOLENCE POLICY 
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Strategies to Avoid the Risk of Exposure 
1. All employees of the preschool, supply teachers, parents or guardians and volunteers will be                           

required to read, sign and date the BCCNS Anaphylaxis Plan and Procedure form. 
2. Individual Anaphylactic Plan forms containing the child’s name, a recent photo, class name,                         

anaphylactic causative agents, safe snack procedure, baking days, location of Epi­Pen,                     
symptoms, emergency action plan, parents’ and emergency contact phone numbers will be                       
posted kept in the office, classroom and the emergency backpack.  

3. The Program Director or alternate will check all ingredients brought into the school for snacks. 
4. All staff will adhere to the BCCNS Sanitary Practices Policy.   
5. Anaphylactic causative agents are not allowed in the preschool. If a snack containing an                           

anaphylactic agent is brought into the preschool, it will be wrapped in a plastic bag and                               
returned to the owner. 

6. Before the children arrive, the staff shall inspect the playground for hazardous objects, insect                           
nests, peanut shells, and other potentially dangerous materials. 

 
Safe Snack Procedure: 
It is the policy of our school that any child with any kind of a life threatening food allergy is required                                         
to bring their own snack to school on an ongoing basis. These children will not be permitted to                                   
share the class snack. The staff will follow our safe snack policy to ensure no cross contamination                                 
of food. 
 
Class Snack Time 
Each child with an allergy will be assigned a permanent eating spot for the year. 
A. “Safe Snack” Place Cards will be at each child’s spot. 
B. Cognitive Teacher will place the card and ensure that the child’s safe snack is at the table. 
C. If a supply teacher is in as the Cognitive teacher, the Art Room Teacher will assume this                                 

responsibility. 
D. Supply staff and students will be briefed on the children with allergies. The children will wear                               

their “I’m special” allergy alert button to allow supply teachers to identify them. 
 
Baking Days 
A. Children must wear our “I’m special” alert buttons to identify them as a child with an allergy. 
B. A plan of action meeting will take place with all teachers, students and duty parents to clarify:                                 

Children in the class with allergies; Seating arrangements; Safe snacks available, and;                       
Placement of safe snack. 

 
Communication Plan 
1. All employees, supply teachers, parents and volunteers will be notified of children in the                           

preschool with a potential for an anaphylactic reaction, as such information is received. 
2. The Program Director will notify the church secretary, custodian, and church property manager                         

about the potential of an anaphylactic reaction occurring. 
3. Duty Day schedules will contain a note listing the anaphylactic causative agents and a reminder                             

that they are not allowed in the preschool. 
 
Training 
Every employee of the preschool shall attend a training session presented by a health care provider                               
or child’s parent or guardian that includes emergency procedures in respect to the child. Every                             
employee of the Preschool shall attend an Allergy and Anaphylaxis workshop every two years                           
provided the workshop is offered. 
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ARRIVAL AND DEPARTURE INFORMATION 
Promptness in arrival and pick­up of the children is important. Program hours are 9:00 am ­                               
11:30 am (morning programs), 8:30am ­ 12pm (extended hours program) or 1:00 pm ­ 3:30                             
pm (Kinders & School Readiness programs). If there is a special reason why your child(ren)                             
cannot play outside, you may bring them after outdoor play or pickup prior to outdoor play                               
(depending on their program schedule). Playing with your child in the classroom while the                           
remainder of the class is outside or leaving your child under the supervision of the duty parent                                 
(in the classroom) is not permitted. 
  
If you are not returning home during class time, or will be unavailable to answer your cell                                 
phone, please leave a telephone number where you may be reached. Verbal and written                           
authorization must be given to your teacher if the child(ren) is/are to be picked up by persons                                 
other than the parents.  
 
For safety reasons, please​remember to reverse into the parking spaces​. According to the                           
Landlord­Tenant Agreement, school members may use only the preschool entrance and                     
immediate area. Please ​do not use the Church entrance ​unless you require a ramp entry                             
for strollers, wheelchairs, etc. At the start of the program, the teacher will receive your                             
child(ren) and record their attendance. Similarly, at the end of the program, the teacher will                             
release the child(ren) into the parent/guardian’s care and record the departure. These                       
procedures ensure the safety of all children in the care of the teachers. 
 
BANK FEES POLICY 
There will a charge to cover the complete cost of banking fees for any cheques or payments                                 
returned or rejected by the banking system. In order to avoid these charges, please connect                             
with the Program Director if you are aware in advance of potential problems with payment. 
   
BEHAVIOUR MANAGEMENT POLICY 
The regulations of the Child Care and Early Years Act prescribe standards of behaviour                           
management which must be followed by staff employed at the Bells Corners Co­operative                         
Nursery School and by parents, caregivers, students, program visitors and volunteers fulfilling                       
their responsibilities within the school. 
 
Behaviour management practices should be: 
● Used in a positive and consistent manner. 
● Implemented as soon as possible after the inappropriate behaviour. 
● Appropriate to the developmental level of the child. 
● Related to the inappropriate behaviour. 
● Designed to assist the child to learn appropriate behaviour. 
● Discussed with a parent if a difficult situation arises with a child. 
 
Staff, students, parents, program visitors and volunteers are asked to look to the teachers in                             
the classroom for direction. When necessary:  
● Reinforce the desired behaviour – both verbal and non­verbal. 
● Redirect to another closely supervised activity. 
● Discuss and explain the logical consequences. 
● Give positive verbal reminders regarding inappropriate behaviour. 
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● Channel the child’s energy to another area (diversion). 
 
The following forms of behaviour management shall not be permitted: 
● Corporal punishment of a child. 
● Deliberate harsh or degrading measures that would humiliate a child or undermine a                         

child’s self­respect. 
● Deprivation of a child of basic needs including food, shelter, clothing or bedding. 
● Locking a room, structure or exits of the school for the purpose of confining a child. 
 
Adherence with this policy is guaranteed by the following monitoring procedures: 
● Regular observation. 
● Annual review of the policy with each individual involved in the school. 
● Signed confirmation of review and understanding. 
● Written performance evaluations for teachers and program assistants which specifically                   

address the management of children’s behaviour. 
 
Failure to comply with the Behaviour Policy may result in immediate disciplinary action which                           
may include verbal warning, written warning, dismissal and/or expulsion, dependent on                     
circumstances. 
 
CELEBRATIONS INFORMATION 
BCCNS recognizes the diversity of our community and membership. We welcome all families                         
to share their cultural celebrations. We encourage family participation in bringing their                       
cultural celebrations to our program in the form of food, dress, information, etc. 
 
CONFIDENTIALITY POLICY 
Managing private information is part of preschool business and confidentiality must be                       
observed by all program staff (Program Director, teachers, program assistants and supply                       
teachers), students, program advisors (including CISS staff, therapists and school board                     
psychologists), School Council members, parents, and volunteers. Breaches of confidence as                     
they relate to this Policy may result in disciplinary action. 
 
Confidential information is to be shared, “behind closed doors”, on a need­to­know basis only.                           
Confidential information may not be disclosed through informal discussions or casual                     
conversations. Shared information is to be stated objectively, without judgment or bias. 
 
Each person is responsible for the security of confidential information collected and/or stored                         
by them. Information obtained and stored must be relevant to the overall operation of the                             
preschool. 
 
Parents, volunteers, program staff and students have the right to access any stored                         
information about themselves or their children. 
 
If an outside agency or individual requests confidential information about the students of                         
BCCNS, the written consent of the child’s parent/guardian is required prior to the release of                             
information. 
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The HR Committee of the School Council will investigate and deal with all concerns,                           
complaints, or incidents of harassment in a fair and timely manner while respecting the                           
individuals’ privacy as much as possible 
 
Nothing in this policy prevents or discourages a member, staff or volunteer from filing an                             
application with the Human Rights Tribunal on a matter related to Ontario’s Human Rights                           
Code within one year of the last alleged incident. A Member, Staff or Volunteer also retains                               
the right to exercise any other legal avenues that may be available. 
 
HOLIDAYS  
The school year is 40 weeks beginning in September and ending in June. All Statutory                             
Holidays and Easter Monday are observed. The school will also be closed for a two­week                             
holiday break in December through January and a one­week March Break. Check the School                           
Calendar online for specific dates. 
 
ILLNESS POLICY 
Children are busy building their immunity during their early years. Your child may continue to                             
attend programs with mild sniffles or colds. However, please keep your child(ren) at home                           
when they: 

● have heavy nasal discharge or undetermined rash 
● are feverish, have an upset stomach or diarrhea, or a communicable disease until they                           

have been clear of symptoms for 24 hours 
● have been prescribed antibiotics for a communicable disease until they have been                       

taking the antibiotics for a minimum of 24 to 48 hours  
 
The preschool requires immediate notification by the parent(s) of any infectious​diseases that                         
occur. This includes, but is not limited to, chicken pox, measles (German or red), strep                             
infections (including strep throat and scarlet fever) and pediculosis (head lice).  
 
All incidents of communicable diseases will be reported to the Ottawa Carleton Public Health                           
Department. All persons who may have come in contact with the infected person(s), while at                             
school, will be notified of the illness and provided with information regarding the incubation                           
period, symptoms and treatment.  
 
IMMUNIZATIONS POLICY 
Staff and children attending BCCNS are required to have up­to­date immunization records as                         
recommended by Ottawa Public Health.  
 
INTEGRATION / INCLUSION POLICY 
BCCNS is an inclusive school meaning we welcome children with a variety of developmental                           
needs. Together with the Children's Integration Support Services (CISS), a division of the                         
Andrew Fleck Child Care Agency, we ensure that all children receive developmentally                       
appropriate programs.  
 
The Program Director and teaching staff must assess children with identified developmental                       
needs prior to registration. This assessment is required to ensure that the school can provide                             
appropriate support, and to determine the level of assistance required from CISS, if any.                           
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CISS states that, "a child who has a physical or mental impairment that is likely to continue for                                   
a prolonged period of time, and who as a result is limited in activities pertaining to normal                                 
living, as verified by objective, psychological or medical findings, and including a child with a                             
developmental handicap" is eligible for support from CISS.  

The number of children in our programs with special needs depends on the staff/school being                             
able to provide all children in the program with the appropriate attention/supervision and                         
having the appropriate support provided by CISS. The Program Director is available to assist                           
families requiring support from CISS.  

1) CISS provides a range of support to assist with the integration of preschool children                           
with special needs, including, but not limited to the following: Integration Advisors:  
The advisor's role is to support the family and the program. The advisors provide                           
assistance in the development of individual program plans and goals, and also support                         
the program and staff on “how to” incorporate the goals into the regular program                           
activities. The advisor visits programs as needed and identified by staff and is                         
available for consultation anytime.  

2) Program Assistants (PA): Program assistants provide support with the challenges of                     
integration for the teachers in the program. PA’s are assigned to programs to provide                           
a balanced teacher/child ratio in order to provide the fundamental attention/supervision                     
required by all children in the program, and to facilitate the integration process. There                           
is a maximum of one program assistant permitted in any program. 

 
LATE PICK­UP POLICY 
Promptness in picking up the children is extremely important for your child(ren) and our                           
teachers. The teachers have many other duties around the school and tight schedules                         
between programs.  The following late policy is in effect and enforced at our school: 
 

● The late policy consists of a 5­minute grace period, after which a fine is charged of                               
$1.00 per minute calculated from the end of program time. This fine is payable to                             
BCCNS and should be given to the Teacher assigned to wait with the child(ren).  

● Late pickups are noted and multiple late pickups may result in a reminder conversation                           
or letter from the Program Director. 

● Four or more late pickups, or late pickups extending more than 30 minutes will be                             
brought to the School Council for review, in addition to the fine, and could result in                               
expulsion due to the impact on the child(ren), staff and preschool.  

 
NON­PARTICIPATION POLICY 
If you are unable to be an active member within the school, there is an option to pay a                                     
non­participation family fee. The fee schedule is in the registration package. Only one                         
non­participation space is available per class since we are a cooperative preschool. If you                           
are interested, please discuss it as soon as possible with the Program Director or Registrar. 
 
POLICE RECORDS CHECK (PRC) POLICY 
BCCNS is responsible for providing a safe and secure environment for all members (children,                           
employees and volunteers) attending and participating in the preschool and for minimizing                       
potential situations of risk. 
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A PRC is designed to ascertain whether individuals providing direct service to children have a                             
police history which could potentially make them unsuitable for certain positions of trust.                         
Such checks can assist agencies in attempting to ensure the safety and well being of people                               
who are receiving services from them. 
 
It is the policy of BCCNS that any person who intends to fulfill duty days or function as a field                                       
trip supervisor must have a PRC within the past two years. The Ottawa Police Service will                               
return the PRC forms to the individual who is then responsible for providing a record of it to                                   
BCCNS. BCCNS will maintain a record of individuals who are eligible to be duty person and                               
thus permitted to enter the classrooms or be field trip supervisors. These records will be kept                               
on file for one additional year after the member leaves the preschool. At the end of that time it                                     
will be shredded. 
 
The forms and instructions for completion come directly from the police and can be found in                               
the Registration Package or on the police website. Additional forms are available in the                           
school office if more than one person will be carrying out the duty day responsibilities. Failure                               
to follow the correct procedures will result in the return of the application unprocessed and                             
significant delays in obtaining a completed PRC.   
 
POLICY ON CHILD DEVELOPMENT OBSERVATIONS BY STAFF 
The teachers will conduct informal observations on all children in their groups to take note of the                                 
children’s social, emotional, language, cognitive, fine and gross motor skills. If a staff member is                             
concerned about a child’s development, the Program Director shall be notified and the following                           
steps will be taken: 
 
1. The teacher or teachers will be relieved of their duties by the Program Director for sufficient time                                   
to allow for the preparation of written observations. The first observation will be in the form of a                                   
running 
record, anecdotal record, time sample, event sample, or checklist observation. After the initial                         
observation is completed, the Program Director and the teachers together will decide on the best                             
approach to take for further detailed observations. These observations will be done on different                           
days and at different times of the day.  Observations will be documents.  
 
2. Once observations are complete, a meeting of the Program Director and teachers will take place.                               
At this meeting, the staff will decide what they feel would be the best approach to help the child. 
 
3. Parents/guardians will be notified and a meeting will be set up with the child’s parents/guardian                               
and the Program Director where observations will be presented and discussed. The Program                         
Director will also advise the parents/guardian of the preschool’s recommendations with regard to                         
supports and resources for the child. 
 
4. If the decision of the preschool team is that further formal testing should be completed, a written                                   
list of supports and resources will be given to the parents/guardians by the Program Director.                             
Information on the steps necessary for testing will also be given to the parents/guardian. It is the                                 
parents/guardian responsibility to work together with the school to resolve any issues representing                         
barriers to participation if the child is to continue in the preschool program. 
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