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Montessori Academy of Windsor 
In LaSalle
The Road to a Lifetime of Success



Parent Handbook



                                 1775 Sprucewood Ave.
LaSalle, On
N9J 1X7
519-967-9977
Email: dushanka77@hotmail.com

REGISTRATION FORM	 				Admission Date: _________________________				
CHILD’S NAME:	_______________________________________	DOB: _______________________________
Address:____________________________________________________________________________________________________________________________________________________________________________
Previous School	____________________________________________________________________________
Home phone:	______________________________________	Cell: ________________________________
MOM/Guardian NAME: ______________________________________________________________________
Employer: 	______________________________________	Work Phone: __________________________
Email: _____________________________________		Cell Phone: ____________________________
DAD/Guardian NAME: ________________________________________________________________________
Employer: 	______________________________________	Work Phone: ___________________________
Email: ____________________________________		Cell Phone: ____________________________
Please List ALL your child’s Allergies or food restrictions:			
1. ____________________________________		3. ___________________________________
1. ____________________________________		4. ___________________________________
Please list ALL your child’s daily medications:
___________________________________________________________________________	
___________________________________________________________________________

Physician’s Name: _____________________________________	Phone: _______________________________
Address: ____________________________________________ CHILD’S Health Card: ____________________

Emergency Contact Info (other than parents)
Name: ____________________________________________	Phone: ____________________________
Name: ____________________________________________	Phone: ____________________________
Authorized Person(s) who may pick up your child:

Name: ____________________________________________	Phone: __________________________
Name: ____________________________________________	Phone: __________________________



I am doing e-transfer payment the 1st day of every month using e-mail:  
dushanka77@hotmail.com                                                                                                  YES_____          NO______

PARENT’S SIGNATURE:	__________________________________________ 	DATE: ___________________
			__________________________________________	DATE: ___________________

PERMISSION TO TAKE/USE PICTURES:
I give the school permission to take pictures of my child ________________________________________
For the following purposes:	
· Newspaper articles, magazine articles, newsletters, scrapbooks, websites, school information, other publications
· Special days ex. Fall Festival, Spring Concert, Field trips, plays, etc…

Parent/Guardian Signature: ___________________________________		Date: ____________________
I give the school consent to USE pictures for the purposes listed above.    	YES _____	NO _____

CLASS CONTACT LIST
Each class will be given a class list with the child’s name, address, and phone number. This is for out of school use! I consent to having my child’s name/information published on the class list: YES _____	NO _____

EMERGENCY RELEASE FORM
In the event of an emergency, if the school cannot reach a parent/guardian, I authorize that the school get all medical attention for (Child’s name) __________________________________ immediately.
MOM / GUARDIAN SIGNATURE: ____________________________________________________
DAD / GUARDIAN SIGNATURE: _____________________________________________________
HEALTH CARD NUMBER: __________________________________________ 	Date: __________________

CONDITIONS FOR ACCEPTANCE
· Tuition fees are due and payable the 1st day of every month. The fee schedule is attached. Montessori Academy of Windsor reserves the right to amend the fee schedule at any time.

· The academic day runs from 9:00am to 3:30pm, September through June.  Calendars will be distributed at the beginning of the school year outlining holidays, Field Trips etc.
· The academic progress, any concerns or questions that arise with your child will be open for discussion with the parent’s/guardian of the child.
· Tuition is based on a 12-month term.  
· New students are accepted on a 30-day trial basis.  If during this time the parent or teacher feels that the child does not “fit” the program, the child’s parents will be notified of all concerns and efforts made to remedy the situation; subsequently if the problems persist, the child be withdrawn from the program and the deposit refunded.
· While at the school’s sole discretion, if a teacher decides to dismiss any child from the school during the year, notice will first be given to the parent/guardian, along with an outline of the behaviours or concerns that deemed it necessary to release the student.
· Should a child become uncomfortable or ill, we will contact the parent/guardian to request immediate pickup of the child.  Please be considerate of others and make every effort to leave your child home until they are well.
· Children who arrive with an infectious/contagious disease, or fever, will not be admitted to school.
· The school reserves the right to ban any foods that are a health risk to others. (Allergies, restrictions)
· Parents will pay the first day of each month with daily rates according to the days of the month, regardless of the number of days the child attends school.  
· Children must be escorted to and from our classroom directly by the parents.

I’ve have read and agree to the above condition.
PARENT/Guardian SIGNATURE: 	___________________________________________	DATE: _____________
				___________________________________________	DATE: _____________


ADMISSIONS
When a space is available at Montessori Academy of Windsor, priority with be given as follows:
· First come, first serve basis.
· Children who have siblings enrolled.
· Full time enrollment before part-time enrollment.
· Children who are on the waiting list.
· All other children.
HOURS OF OPERATION
The school is open from 8:00 am to 5:00pm, Monday to Friday. MAW is flexible to offer earlier and later hours according to the individual demand.
Closed: Holidays! 
               Winter Break open!
MAW is open throughout the whole year. 
The Montessori Program runs from 9:00am to 3:30pm.  Anytime before or after such hours is considered extended care and may or may not of consist of the Montessori programming.
Before and After School Program:		8:00am – 9:00, 3:30am – 5:00pm
MAW offer a before and after program designed to meet the needs of families for extended care.  This program incorporates the Montessori environment with the children having freedom of choice, respect, exploration, movement, and consistency.  Teachers provide age-appropriate organized games and activities, offering a great time for students who are preparing for or ending their day at Montessori.
Safe Arrival and Dismissal Policy
Ensuring the safety of every child during arrival and dismissal is a top priority at Montessori Academy. To maintain a secure environment, we have established the following procedures:

Arrival Procedures
• Parents or guardians must ensure that their child arrives at school as scheduled.
• If a child does not arrive as expected, we will:
• Contact the child’s parent or guardian to determine the reason for their absence.
• Leave a voicemail if there is no answer.
• If no response is received, we will assume the child is not attending for the day.

Dismissal Procedures
• A child may only be released to individuals listed on their approved pick-up list.
• If an unfamiliar individual arrives for pick-up, staff will verify their identity before releasing the child.
• Parents must notify the school in advance if someone not on the approved list will be picking up their child.

Late Pick-Up Procedures
• If a child is not picked up by the time the school closes, we will:
• Immediately attempt to contact the child’s parent or guardian and continue every 10 minutes thereafter.
• If we are unable to reach anyone after one hour, child services will be contacted.
• If a parent notifies the school that they are delayed, but the delay exceeds one hour beyond the stated arrival time, child services will be contacted.

These policies are in place to ensure the safety and well-being of every child. Parents are encouraged to communicate promptly with the school regarding any changes in arrival or dismissal plans.

CONTACT US:
Dusanka Stulic – Director, Principal
Address: 	1775 Sprucewood Ave., LaSalle, ON
Phone:		519-967-9977
Email:		dushanka77@montessoriacademy.ca
We believe in enriching a child’s education and learning process through open exploration and hands-on techniques that foster creativity and curiosity.








PROGRAM STATEMENT
Montessori Academy of Windsor aspires to establish a rich spiritual environment for all students.  Our children will develop a sense of wonder and oneness with the universe and become citizens of the world by understanding that everything in the world is interdependent.  Our Directress’s will foster independence, spontaneous activity, creativity, and the development of concentration to maintain a healthy and happy learning environment.  By using more reflection and observation of the students, the Directress will provide a carefully structured and well-maintained environment. We strive to cultivate and encourage the natural spirit within!
Being current with Montessori research and changes in education, Montessori Academy will adhere to all policies and procedures implemented by the new Child Care and Early Years Act (C.C.E.Y.A.), and How Does Learning Happen Document.  We will grow with research and development and new recommendations to maintain a healthy, happy, and safe learning environment.
Montessori Academy of Windsor will implement the following foals to adhere to expectation and policies set forth in the C.C.E.Y.A. (Section 46 (3) a-k) and provide the best outcome for out students and families.
a) Support Children’s health, safety, nutrition and well being.
· Children will be provided with nutritional meals and snacks as set forth by the nutritional guidelines.
· Provide anaphylactic plans and procedures for each individual child and take precautions as required. (See Anaphylactic plan at the end of this handbook.) 
· Monitor each individual child upon entry for “out of sorts” behaviour, illness or injury and record it.
· Monitor illness and notify parents as necessary.
· Always inspect indoor and outdoor areas to unsure cleanliness and safety.
· Provide appropriate cleaning supplies for ongoing cleaning in the classrooms throughout the day.
· Provide training for safe food handling and kitchen duties as required by the Health Ministry.
· Maintain an up-to-date list of food allergies and restrictions in each classroom throughout the school.
· Provide equipped first aid kits in all classrooms and outside area.
· Promote proper handwashing before and after eating, after outdoor visits and when using the bathrooms.
b)  Promote positive and responsive interactions among the children, parents, and staff.
· Provide opportunity for parents to attend events and celebrations to enjoy the experience with their child.
· Provide extra-curricular events and family nights to promote a healthy relationship with the school.
· Provide Montessori workshops for parents to attend throughout the school year.
· Provide accident report forms to inform parents of all incidents clearly.  Forms must be signed, and a copy will be provided to parents.

c)  Encourage the children to interact and communicate in a positive way and support their ability to self-regulate.

· Promote sharing and helping between students by modeling behaviour and openly discuss behaviours.
· Provide turn-taking during presentations, small group activities and circle activities.
· Model conflict resolution and empathy of others to encourage children to use positive techniques.
· Encourage children to listen to each other, by modeling active listening.
· Encourage children to express feelings and use the “peace rose” as needed to encourage healthy communication.
· Involve children when preparing materials, setting the environment, and creating materials to encourage their ideas and input towards activities and curriculum development.
· Provide complete material to promote self correction and proper “didactic” material.
· Encourage parents to volunteer for special days and field trips.
d)  Foster the children’s exploration, play and inquiry.
· Use Montessori curriculum albums for classroom setup according to Montessori methods: sensorial, practical life, math, language, cultural. Include a peace area, reading nook and art development area.
· Provide opportunity to create and use their imagination through materials for building, for art activities and for dramatic play.
· Provide opportunity for students to explore freely and to design their environment through exploration into promotion of further materials and curriculum.
· Provide science experiments and cultural materials to encourage curiosity and experiences that promote a love for learning and encourage children to initiate further learning and engagement.
e)  Provide child initiated and adult supported experiences.
· Staff will approach all learning through a step-by-step Montessori Curriculum
· Review Montessori pedagogical trends to self evaluate and change ideas and materials frequently.
· Encourage children to use all areas of the classroom.
· Present materials to the children to inspire the children and expand their interests.
· Model appropriate behaviour, rules, and routines with the children to encourage them to adhere to classroom expectations.
· Encourage the children to read independently, together and as listeners.
· Provide opportunities to use materials together, with partners and in small and large groups.
f) Plan for and create positive learning environments and experiences in which each child’s learning and        development will be supported.
· Encourage cultural awareness through diverse education, morals and values and food choice.
· Provide an inclusive environment for children with special needs and learning difficulties.
· Promote a positive environment for students to develop a greater sense of “self”, self-esteem, independence, intrinsic learning, and concentration.
· “Follow the child” and provide materials of interest and with inspiration to engage all students.
· Visibly display books to promote current curriculum and areas of the classroom to give non-verbal cues, encourage use and to promote a rich language environment.


g) Incorporate indoor/outdoor play, as well as active play, rest, and quiet time into the day, and consider the needs of the children.
· Provide an indoor and outdoor curriculum
· Provide rest and nap time for appropriate growth and brain development.
· Provide appropriate gross motor materials and activities for development of good health and gross motor skills.
· Provide a daily schedule to maintain consistency throughout the school.
· Adjust the daily schedule as needed and around weather.
· Post changes in schedule which are temporary and permanent.
h) Foster the engagement of and ongoing communication with parents about the program.
· Post daily schedule for all teachers and parents to see.
· Provide a take home copy of the daily routine for parents to follow at home and to adhere to times within the school atmosphere.
· Complete and provide monthly newsletters through email and provide paper copy if needed.
· Post all events clearly for all parents to see.
· Communicate all happenings, events and notifications verbally starting immediately.
· Send home daily recordings or work completed to assist parents with providing appropriate supplies and to understand their child’s development.
· Provide report cards semi-annually.
· Provide information nights to help parents understand school policy and procedures.
i) Involve local community partners.
· promote positive interactions with community partners and support systems.
· Welcome and provide appropriate workspace with community partners who work with the children and have appropriate contracts to do so.
· Provide appropriate communication with support staff as needed and requested.
· Educate staff on available supports for students and parents.
· Provide appropriate encouragement to use available resources.
j)  Provide continuous professional learning and development
· Provide and promote well trained staff and support professional development
· Staff will be qualified and trained with ongoing Montessori workshops to further education, new though and creative ideas.
· Staff are consistently trained through monthly staff meetings
· Encourage staff to travel to other Montessori’s to observe and refresh with new curriculum and ideas.
· Promote positive interactions amongst program staff.
· Encourage staff to engage in extra curricular events.
· Provide staff meetings to discuss all happenings and promote healthy communication.
· Foster teamwork by implementing dual co-ordination of events.
· Provide opportunity to give staff appreciation and recognition.

k)  Document and review the impact of strategies set out in the program statement.
· Complete a Montessori self evaluation semi-annually. 
· Staff will complete written monthly observations of students
· Staff will complete a yearly video observation and evaluate results of performance.
· Staff will be evaluated by a supervisor within the first 3 months of employment and semi-annually thereafter. 
ADDITIONALLY…
Promote a Montessori Approach to learning!!!
· Promote a child-led learning environment
· Provide opportunity for student autonomy and self evaluation.
· Provide a well maintained and aesthetically pleasing environment to inspire create happy children.
· Maintain visibility of all areas of the classroom, considering reading nooks, peace corners and art areas.
The Montessori Academy provides this program statement as guidelines to consistency within out school. Staff are given clear objectives and expectations to follow and will receive the proper training to adhere such expectations.  Assessments are required to implement strategies and to correct errors of ill prepared staff.
· All new staff are required to fully read all policy and procedures and to be trained fully on the anaphylaxis policy and procedures. They are required to sign and date compliance and training of all policy and procedures upon being hired and yearly thereafter.
· Staff will be required to follow a code of conduct as stated within the new Child Care and Early Years Act (C.C.E.Y.A.)


THE PREPARED ENVIRONMENT
Montessori prepared environment is meant to give each child the freedom to explore, make choices, to take as much time needed to mast a task successfully.  It is important to design the environment to welcome children, keep them safe, encourage them to interact with people and the activities in the environment.  The prepared environment helps to develop cognitive, motor, sensory, language, social and practical life skills materials.  It is designed to show warmth and beauty and contain carefully chosen materials.  It is not designed to overstimulate the children with colour, sound and movement, but to give them an environment where they can concentrate and learn.  The walls are not painted in bright colours, but in neutral colours.  The goal is not to bombard the children with stimuli, but to present a calm background on which materials stand out.  The classroom includes mobiles, books, and materials.
We use, for activities, a variety of materials that we use in daily life; materials found in nature, materials found in the home, materials made of wood, metal, fabric, and a variety of different textures. We re-use, recycle and upscale many materials to give them new life in the hands of children.  The children use their senses to discover this carefully prepared environment.

AGE DEFINITION:
INFANTS	0-18 months of age.
The first years of a child’s life are times of intense and accelerated development. The child’s brain and intellect are racing. During this time, it is crucial that the child’s unique needs are met, that their growth is aided, that they encounter obstacles and that they are given the time to explore their world.
TODDLER	18 months of 2 ½ years
The toddler classroom is comprehensive, challenging, and diverse.  The environment is designed to allow the children explore and develop concentration and co-ordination.  Children need to be able to discover their surroundings as they are in the period of the “absorbent mind”.  They are curious and attracted to things that stimulate their senses.
NOTE: An infant at 16 months of age may be transitioned to the Toddler room when they show signs of readiness.
CASA (JK/SK) 	2 ½ to 6 years
The Casa classroom invites exactness, precision, and an aesthetically pleasing environment in which the children learn to respect one another and the materials around them to accomplish their goals and work independently by gaining confidence and practice in a particular skill.  This classroom focuses on all five areas of the classroom: Practical Life, Sensorial, Math, Language, and Cultural (Art, Music, Zoology, Geography, Biology and History).
NOTE:  Toddler must be potty trained to transition to the Casa classroom.

TEACHERS, STAFF, VOLUNTEERS, STUDENT TEACHERS:
· All our Montessori teachers are committed to providing a warm, loving environment to give each child the opportunity to learn in our well-prepared environment.  The Montessori teacher is the facilitator between the material and child, showing them how to use the materials properly to naturally learn from the materials.
· Head Teachers are qualified with training in Montessori, ECE or the School system.  All teachers are required to be currently certified in CPR and First Aid.  All staff are required to have a police clearance.
· Teachers are always in the classroom and will never leave a student alone with a Volunteer or Student Teacher.





Prohibited Practices
All employees, volunteers and students engaged in providing childcare at Montessori Academy of Windsor, are prohibited from the following practices under the Child Care and Early Years Act:
· Corporal Punishment (physical punishment such as hitting, spanking, kicking, heavy pushing, shoving grabbing, squeezing arms, ears, etc…)
· Physical restraint of the child, such as confining the child to a highchair, 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 himself/herself or someone else and is used only as a last resort and only until the risk of injury is not longer imminent.
· Deliberate harsh or degrading treatment that would humiliate or undermine a child’s self-respect.
· Depriving the child of basic needs (ie. Food, shelter, drink, sleep, toilet use, clothing, bedding)
· Inflicting and bodily harm on children including making children eat or drink against their will.
· Locking the exits of the facility for the purpose of confining the 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.

Parental Complaints
Montessori Academy of Windsor intends on providing the safest and best environment for you child to learn.  If you have any questions or concerns…
1. Share your concerns first with the Teacher to clarify any misunderstanding or confusion.
1. Share you concerns with the office.  If the office cannot fix the problem or it is deemed a serious occurrence, the ministry will be notified within the required timeline.
1. If you are still concerned and feel that you need to contact the Ministry to make a formal complaint…
Visit: 	www.ontario.ca/page/make-child-care-complaint
Call: 	1-877-510-5333
Email: 	childcare_ontario@ontario.ca

EVACUATION PROCEDURES
In the event of an emergency or evacuation, Montessori Academy of Windsor staff are directed to take the children to a safe location.  		Kentucky Fried Chicken
					1775 Sprucewood Ave. 
					South end of the parking lot.

The staff will contact all emergency services as needed. Once the children are safely removed from the premises, the staff will contact parents, guardians, and emergency contacts for the children to be picked up.


FIELD TRIPS AND OUTINGS
Field Trips and outings are a significant part of the Montessori Curriculum.  It is essential to provide as many experiences as possible to enhance and promote learning.  We encourage all teachers to include natural environments in their curriculum.  This would include a variety of nature walks and experiences. We want the children to enjoy their experiences here at Montessori Academy.  They will remember these experiences forever through their senses.
Some examples of field trips would include… Going to the local park, visiting a pizzeria, Visiting the local library or Fire Department, Visiting the art museum.
Procedures…
1. Teachers are expected to get permission forms completed prior to the date of the outing.
1. Teachers are expected to organize all transportation.
1. Teachers are expected to gather all emergency documents required to carry on the field trip.
1. Teachers are expected to have enough staff or leading adults to make buddy groups for the outing.
1. Teachers count the children prior to leaving, group the children and then load the school bus in their groups.  
1. The teachers continue to count children their groups and the full class through the duration of the outing.  
1. Prior to leaving, the teacher counts again before loading the school buses.  All leaders are asked to load the bus in their groups to count. The head teacher counts the full group. 
1. Once arriving back to the school, the students gather in their groups to be counted once again. They then return to their respective classrooms.
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Walking Permission Slip

Dear Parents,
On occasion, the children may take a walk to a neighborhood park, nature walk, outdoor classroom, just for exercise or site visits (library for example, when available). Safety protocols are always followed.
These walking trips are not always planned. By signing this permission slip, you are giving Montessori Academy staff members permission to take your child on a walk with his/her classroom. 
I hereby authorize my child (child’s name) ________________________ to take part in walking field trips with Montessori Academy of Windsor.

Parent/Guardian Signature: _______________________________	

Date: ________________________







Anaphylactic Policy and Procedures
Date Policy and Procedures Established: May 25, 2022
Date Policy and Procedures Updated:  May 25, 2022
Purpose
Anaphylaxis is a serious allergic reaction that can be life-threatening. This policy is intended to provide strategies and procedures to help meet the needs and save the lives of children with severe allergies. It provides important information on anaphylaxis to parents, staff, students, volunteers and visitors at Montessori Academy of Windsor.
This policy is intended to fulfill the obligations under Ontario Regulation 137/15 for an anaphylactic policy for childcare centres. The requirements set out in this policy align with Sabrina’s Law, 2005.
Glossary
Anaphylaxis: a severe systemic allergic reaction which can be fatal, resulting in circulatory collapse or shock. Symptoms can vary for different people and may be different from one reaction to the next, including:                   *** (Source: http://foodallergycanada.ca/about-allergies/anaphylaxis/)
Skin: hives, swelling, itching, warmth, redness, rash
Breathing (respiratory): coughing, wheezing, shortness of breath, chest pain/tightness, throat tightness/swelling, hoarse voice, nasal congestion or hay fever-like symptoms (runny nose and watery eyes, sneezing), trouble swallowing
Stomach (gastrointestinal): nausea, pain/cramps, vomiting, diarrhea
Heart (cardiovascular): pale/blue colour, weak pulse, passing out, dizzy/lightheaded, shock
Other: anxiety, feeling of “impending doom”, headache, uterine cramps, metallic taste  

Causative Agent (allergen): a substance that causes an allergic reaction. Common allergens…
	· eggs
	· Milk
	· latex
	· insect stings

	· tree nuts
	· sesame
	· peanuts
	· Seafood/fish

	· wheat 
	· soy
	· Mustard 
	· Sulphates (food additives)



Epinephrine: A drug used to treat allergic reactions, particularly anaphylaxis. This drug is often delivered through an auto-injector (e.g. EpiPen or Allerject).
Staff (Employee): Individual employed by the licensee (e.g. program room staff).

Licensee: The individual or corporation named on the licence issued by the Ministry of Education responsible for the operation and management of the school. 
Parent: A person having lawful custody of a child or a person who has demonstrated a settled intention to treat a child as a child of his or her family.
Policy
Individualized Plans and Emergency Procedures for Life-Threatening/Anaphylactic Allergies readily accessible and posted in the child’s classroom on the bulletin board.
· Before attending Montessori Academy of Windsor, the supervisor will meet with parents to obtain the child’s necessary medical history, including if the child is at risk of having or has anaphylaxis.  
· Before attending Montessori Academy of Windsor or upon discovering a child’s anaphylactic allergy, an individualized anaphylaxis plan and emergency procedure will be developed for each child with the child’s parent, and any regulated health professional involved in the child’s care that the parent wishes to include in the consultation.
· All individualized plans and emergency procedures will include a description of symptoms of an anaphylactic reaction specific to the child and the procedures to be followed in the event of an allergic reaction or other medical emergency based on the severity of the child’s symptoms.
· The individualized plan and emergency procedure for each child will include information about the type of allergy, avoidance strategies, monitoring, and appropriate treatment. This will be available to all staff who are in direct contact on a regular basis.
· All Individualized plans and emergency procedures are reviewed with parents yearly to remain current, or when changes occur.
· Every child’s epinephrine auto-injector will be with the child when attending field trips or walks.
Strategies to Reduce the Risk of Exposure to Anaphylactic Allergens
The following strategies to reduce the risk of exposure to anaphylactic causative agents must be followed at all times by employees, students and volunteers at the school.
· Do not serve foods where its’ ingredients are unknown.
· Do not serve food with ‘may contain’ warnings in a room with a child having a known allergy.
· The cook will provide the known ingredients for food served and will review before serving.
· Do not use craft/sensory materials and toys that have known allergens on the labels. 
· In cases where a child has food allergies where the needs cannot be met, the parents will supply snacks/meals for their child and include all instructions as needed with the child’s name and date the food was provided.  This food will not be shared or exchanged with other children.
· Share a known allergy list, strategies and information about anaphylaxis with all families. Encourage parents to help children use appropriate hygiene prior to attending daily.
· All individual plans and emergency procedures must be current, with all staff, students, and volunteers trained fully. Re-train and review as updates occur. Revise the policy as it evolves.

Communication Plan
· Our communication plan for sharing information with staff, students, volunteers, parents and families.
· Parents will be encouraged not to bring foods containing ingredients that children may be allergic. 
· Parents and families will be informed about anaphylactic allergies and all known allergens at the school through newsletters, emergency postings and the parent handbook. 
· A list of all children’s allergies including food and other causative agents will be posted in all cooking and serving areas, in each play activity room, and made available in any other area where children may be present.
· Each child with an anaphylactic allergy will have an individualized plan and emergency procedure detailing signs and symptoms specific to the child describing their reaction or previous experience.
· The cook will be informed of all known allergies, including those of children, staff, students and volunteers. An updated list of allergies will be provided to the cook upon newly identified allergies. The supervisor will inform the cook of prohibited foods working together to provide substitutions.  
· The school will report serious occurrences to the Ministry of Education where an anaphylactic reaction occurs in accordance with the established serious occurrence policy and procedures. 
Drug and Medication Requirements
· Where drugs or medications will need to be administered to a child in response to an anaphylactic reaction, the drug and medication administration poliewcy will be followed including the completion of a parental authorization form to administer drugs or medications.
· Emergency allergy medication will be allowed to remain unlocked or carried by children with parental authorization so that they can be administered quickly when needed.
Training
· The supervisor will ensure that all staff, students and volunteers receive training from a parent of a child with anaphylaxis on the procedures to follow, how to recognize signs and symptoms and how to administer the emergency allergy medication.
· Where only the supervisor has been trained by a parent, the supervisor will ensure training is provided to all other staff, students and volunteers at the school.
· A written record of training for staff, students and volunteers on procedures to be followed for each child who has an anaphylactic allergy will be kept. Training will be repeated annually, tracked and a follow-up is completed for individuals who have missed or not received training.
Confidentiality
Montessori Academy of Windsor
Dusanka Stulic – Director and Principal
[bookmark: _GoBack]A child’s allergies and medical information is confidential, and every effort will be made to protect the privacy of the child, except when information must be disclosed for legal reason




Procedures to be followed in the circumstances described below: 
	Circumstance
	Roles and Responsibilities

	A) A child exhibits an anaphylactic reaction to an allergen
	The person who becomes aware of the child’s anaphylactic reaction must immediately: 
· implement the child’s individualized plan and emergency procedure 
· contact emergency services and a parent/guardian of the child, or have another person do so where possible; and,
· if an epinephrine auto-injector was used, ensure it is properly discarded.

Once the child’s condition has stabilized or has been taken to hospital, staff must: 
· follow the school’s serious occurrence policies and procedures
· document the incident in the daily written record; and
· document the child’s symptoms of ill health in the child’s records.


	i. A child is authorized to carry his/her own emergency allergy medication.
	Staff must: 
· ensure that written parental authorization is completed
· ensure that the medication remains on the child (fanny pack or holster) and is no left unattended!
· ensure that appropriate supervision is maintained of the child while carrying the medication and of children in close proximity, so that other children do not have access to the medication; and
· If there are safety concerns of the child carrying his/her own medication, notify the supervisor and the child’s parent and discuss changes and strategies. Document the concerns/changes in the daily written record 



Anaphylactic Policy 	Regulatory Requirements: Ontario Regulation 137/15
39. (1) Every licensee shall ensure that each childcare centre it operates and each premises where it oversees the provision of home childcare or in-home services has an anaphylactic policy that includes the following:
*   A strategy to reduce the risk of exposure to anaphylactic causative agents.
*  A communication plan for the dissemination of information on life-threatening allergies, including anaphylactic allergies.
*  Development of an individualized plan for each child with an anaphylactic allergy who, 
-	 receives childcare at a childcare centre the licensee operates, 
- 	or is enrolled with a home childcare agency and receives childcare at a premises where it oversees the provision of home childcare or in-home services. 
- 	Training on procedures to be followed in the event of a child having an anaphylactic reaction. 
(2)  The individualized plan referred to in paragraph 3 of subsection shall, 
- 	be developed in consultation with a parent of the child and with any regulated health professional who is involved in the child’s health care and who, in the parent’s opinion, should be included in the consultation; and 
- 	include a description of the procedures to be followed in the event of an allergic reaction or other medical emergency. 


Classroom Supplies – according to age group
Diapers
Baby wipes 	   /	diaper cream     /	ointment
Jared food or meal supplements (cereal)
Infant formula, breast milk, bottles and supplies
Any extra dietary needs (yogurt, soya cheese, etc.)
Indoor shoes and outdoor shoes
Extra clothing – minimum of 2 full sets (undershirts, socks, shirts, pants/shorts)
Weather appropriate accessories (hats, mitts, sunscreen, snowsuits, boots, etc.)
Blanket – for nap time
Water bottle
			EVERY ITEM HAS TO BE LABELED!

OFFICE ITEMS: (not limited to)
Updated immunization record and
Birth Certificate








Parent Questionnaire – Infant Room
Baby’s Full Name: 	_________________________________________________________
Nickname: 		_________________________________________________________
Mother’s Name:	_________________________________________________________
Father’s Name:		_________________________________________________________
Please list your child’ favourite foods and snacks: _________________________________________________________
__________________________________________________________________________________________________
Please list your child’s favourite activities and songs: ______________________________________________________
__________________________________________________________________________________________________
Is your baby…. (Please circle)?
Sitting		Crawling	walking with assistance 		walking independently
What is the routine you follow to put your baby to sleep? _________________________________________________
________________________________________________________________________________________________
Is your baby eating… (Please circle)?
Only jarred food		Combination of jarred and solid			All solids
Other__________________________________________________________________________________
Please note any allergies, sensitivities, and/or restrictions: _______________________________________________
_______________________________________________________________________________________________
Please outline your child’s daily routine including feeding schedule, sleep routine, and general activities enjoyed.
	Ex. 6:30am
	Wakes up, bottle w/ rice cereal
	Warm bottle, then use some formula to mix with rice cereal
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