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        Wesley School Age Programs are licensed by the Ministry of Education 

under the Child Care and Early Years Act 2014. 

 

Wesley Licensed School Age Programs 
 

 Beverly Central School       Hess Street School  

    1346 4th Concession Road West        107 Hess Street North  

    Troy, Ontario L0R 2B0           Hamilton, ON   L8R 2T1 

    905 536 0492           905 536 0479 

 

For more information call 905 526 7660 

     Fax: 905 526 9821 
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Wesley’s School Age Program 

Parent Handbook 

 

1 Philosophy 

Wesley School Age Programs provide children with educational, social, 

and recreational programming in order to promote overall health and 

development. Through play experiences and guidance of specially 

trained staff, your child will be exposed to situations that will stimulate:  

 Increased self confidence 

 Responsibility & Independence 

 Physical activity and development of both gross & fine motor 

skills 

 Interaction with, and respect for others 

 Decision making and problem solving capabilities 

 Life skills development 

 Intellectual development 

 

2 Program Development 

Programs are evaluated regularly to reflect changes within the 

licensing regulations set by the Ministry of Education: The Child Care 

and Early Years Act and ideologies of early childhood education.  The 

daily activities are provided to encourage a child’s curiosity and 

learning.  We implement the Ministry of Education’s “How Does 

Learning Happen?” pedagogy.  At regular intervals throughout the 

year, a newsletter will be sent out informing you of workshops, as well 

as topics of interest, and events.  
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3 Ages of Children 

The Wesley School Age Program is provided for children 3 years, 8 

months to 12 years of age.  A waiting list will be developed if the 

program registration is at capacity. 

4 Days and Hours of Operation 

Before and after school care is offered Monday-Friday from 7:00 a.m. 

until the school bell and from school dismissal until 6:00 p.m. 

throughout the school year, and from 7:00 a.m. until 6:00 p.m. on 

school holidays and P.A. days.  

Part-time care may be offered if spaces are available.  

5 Admission/Waitlist and Discharge Policy 

An interview will be arranged prior to enrolment in order to familiarize 

you and your child with the surroundings, answer questions, and 

complete admission forms.  

When the program is full, a wait list will be held.  Children will be 

accepted when there are vacancies on a first come, first serve basis 

giving priority to siblings of children currently enrolled.  

Written notice of permanent withdrawal must be given two weeks in 

advance. If notice is not received, full program fees will be charged. A 

permanent space cannot be guaranteed if you wish to temporarily 

withdraw your child. Therefore, your child will be placed on a waiting 

list. Wesley School Age Program may terminate services if polices are 

not followed, fees are not paid, or if the program is unsuitable for your 

child.  

6 Arrival & Pick-up 

Children depend on regular routines for their own security. It is 

therefore recommended that you establish fixed hours to drop-off and 

pick-up your child.  Please sign your child in when they arrive and sign 

them out when you pick them up.  When your child arrives, notify a 

staff member as to his or her arrival. Similarly when picking up your 

child, enter the building and make sure the staff knows you are 
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leaving.  Unless otherwise arranged, children will not be released to 

any person other than those who are specified on the registration 

form.  

Children in our care are not allowed to leave the program to walk 

home alone.   

Parents are expected to pick-up their children prior to or at the 

designated end time of the school age program. Should frequent late 

pick-ups occur, the supervisor will speak with the parent about an 

extra fee for lateness.   Parents will be invoiced if late pick-ups occur 

regularly.  

7 Program Closures 

The Wesley School Age Program operates during the Hamilton-

Wentworth District School Board instructional school days, however 

P.A. days, Christmas, March break and Summer Programs are 

available when there is a need.  

 

During the regular school calendar (instructional school days) the 

program will not be open if the school is closed. School closures be 

announced on the local television and radio station (CHML) and will 

be posted on the HWDSB website.  

 

Wesley School Age Programs observe the following statutory holidays:  

 

New Years Day   August Civic Holiday    

Good Friday   Labour Day 

Easter Monday   Thanksgiving Day 

Victoria Day   Family Day 

Canada Day   Christmas Day 

Boxing Day 

 

8 Absences 

If your child will be absent from the program on a day that they are 

expected to attend please inform the staff or leave a message at the 
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school office notifying staff of your child’s absence and the reason 

why.  

9 Nutrition 

 

A nutritious snack will be provided after school during regular program 

hours and in the morning and afternoon during full day program 

hours.   

 

Children’s special dietary needs and allergies will be posted in the 

cooking and service area. Weekly menu plans will be posted for the 

current and following week.  Please speak to the supervisor if you wish 

to provide your own food for your child based on a specialized diet.  

 

Wesley School Age Program is a nut-free centre – please read all 

packages and labels before bringing food into the centre.  

 

Children are not permitted to chew gum in the centre.  

 

10   Bag Lunch Policy 

Children must be provided with a nut-free bagged lunch during full 

day programs (P.A. days, March Break, Summer). Each lunch must 

contain the following:  

 At least one fruit and one vegetable 

 A cold pack 

 Items that do not need to be cooked, warmed up, or stored in 

the freezer. 

Milk is permitted and will be labelled with your child’s name and the 

date then stored in the fridge. Please inform staff if your child has milk.  

 

11   Health and Administration of Medication 

Wesley School Age Programs require that a medical certificate 

confirming a complete medical assessment be submitted prior to 

admission, as each child must be immunized according to the local 

Medical Officer of Health. If a child has not been immunized parents 

must provide a letter for the program which identifies their exemption 
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to the immunization on the ground that the immunization conflicts with 

the sincerely held convictions of the parent’s religion or conscience, or 

a legally qualified medical practitioner gives medical reasons in 

writing to the program as to why the child should not be immunized. 

 

The School Age Program schedule includes 30 minutes of daily 

outdoor play day, weather permitting. If your child attends a full day 

program during school closures, there will be daily outdoor play 

activities.  It is our policy that children too ill to play outside must 

remain at home. If a child becomes ill during the day, temporary care 

will be provided until you are contacted and your child can be taken 

home. You may be asked to take your child home if the following 

symptoms are evident:  

 

 Diarrhea 

 Vomiting 

 Unusual rash 

 Ear infection 

 Eye irritation, especially if there is discharge 

 Nose discharge (yellow/greenish) 

 Any fever over 100F 

 

Wesley School Age Program will administer prescription medication to 

children, in accordance with provincial legislation. This requires that 

parents provide the following:  

 

 Written instruction, including the dosage and times any 

medication is to be given.  

 

Medication must be in the original container, clearly marked with the 

child’s name, date, name of medication, instructions for storage and 

administration of the drug. The medication must be given directly to a 

program staff member.  
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12   In the event your child is injured 

If your child is injured during the day, the supervisor will call you to 

inform you of the injury.  Basic first aid will be administered by the 

staff if required.  The child care staff will complete an injury report, 

they will ask you to review and sign the report, and will give you a 

copy.    

 

Please be sure your emergency contact information is up to date.   

 

13   Clothing and Possessions 

Your child should be dressed in clothing that is appropriate for 

physical activity, the weather and the season. A second set of clothing 

should be kept at the centre in the case of accidents.  Clothing and 

personal items need to have your child’s name on them.  

 

14   Behaviour Supports 

Each child’s unique personality and development is respected.  

Children may use various behaviors to communicate their wants and 

needs, and as they develop their social skills.  Children are 

encouraged to express themselves in a positive manner.  Disruptive 

behaviours are redirected and staff model communication and social 

skills.  Staff promote each child’s communication and social skills 

development and their development of self-discipline while ensuring 

their own and others safety, and instill respecting the rights of others.  

 

Positive behaviour support strategies are implemented throughout the 

day to promote self-discipline, ensure health and safety, respect for 

the rights of others and respect for the school environment. Specific 

approaches used with a child to address behavioural needs are 

discussed with parents, and at staff meetings, to ensure consistent 

approaches are agreed upon. Methods are incorporated into the 

program in order to meet the needs of each individual child; these 

may include specific strategies recommended by the program 
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supervisor, other professional agencies working with the child and 

family, or by the child and family themselves. 

 

Wesley School Age Programs prohibits the use of the following 

strategies: 

 

 corporal punishment of the child; 

 physical restraint of the child 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 

no longer imminent; 

 locking the exits of the program 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; 

 use of harsh or degrading measures or threats or use of derogatory 

language directed at or used in the presence of a child that would 

humiliate, shame or frighten the child or undermine his or her self-

respect, dignity or self-worth; 

 depriving the child of basic needs including food, drink, shelter, 

sleep, toilet use, clothing or bedding; or 

 inflicting any bodily harm on children including making children eat 

or drink against their will. 

 

15   Parental Involvement 

At Wesley we have an open door policy and encourage you to visit.  

Daily contact with parents and staff will be supplemented by individual 

interviews, meetings and workshops.  Please speak to the Supervisor if 

you would like to have an individual meeting about your child. 

 

Various workshops available at Wesley’s OEYC locations and 

opportunities for parental involvement will be posted on the parent’s 

information board.  
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16   No Smoking Policy 

Staff, volunteers, students, and parents are prohibited from smoking 

on the program premises, including the playground area.  

 

17   Field Trips 

Throughout the year, trips are made to special places of interest. A 

notice will be sent home in advance of the excursion informing you of 

the destination, time and date and a you will asked to sign a 

permission form. When space permits, participation on the 

outings/trips will extend to parent volunteers.  Please let staff know if 

you would be interested in coming on any trips.   

 

18   Holidays/Sick Leave 

Each child may be absent for two weeks’ vacation/sick leave a year, 

where payment of fees is not required. There are no refunds for any 

additional days missed. Written notice of an intended vacation is 

required at least one month in advance.   

 

19   Fees 

Monthly fees are required on the first day of each month. Fees can be 

paid by cheque or money order. A late fee may be charged if 

payments are not made on time. Monthly receipts will be given for 

income tax purposes.   

 

You will receive an up to date fee schedule at the time of the 

orientation appointment.    

 

20   P.A. Days, March Break and Summer Camp Programs 

 

Please speak with the program staff to let them know if you will require 

care on non- school days (P.A. days) or during the school breaks 

(Christmas, March Break, Summer). Pre-registration is required. 
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21   Students and Volunteers 

The program supports the placement of Early Childhood Education 

students and individuals who are volunteers.  All students and 

volunteers are required to submit a police check prior to their 

participation in the centre, and must review and sign off on all of our 

centre’s policies.  Students and volunteers are not considered staff and 

therefore are not permitted to be alone with the children and are 

always working with and supervised by program staff. 

22  Confidentiality 

The program collects information about you and your child on the 

registration form.  We will protect the privacy and confidentiality of the 

personal information you give us. However, in certain circumstances 

the law requires us to make exceptions.  We have a “duty to report” if 

a child care staff member becomes aware of situations of child 

protection or risk. We will talk with you about any concerns we have 

but we are required by law to report these situations to the proper 

authorities, such as Children’s Aid Society.  We also must provide 

information as directed by the courts through subpoena, search 

warrant or other legal order. 

 

23   Comments & Suggestions 

Your comments and suggestions are always welcome. An annual 

survey will be circulated at the beginning of each new year, at which 

time you can formally voice your input into the operation of the centre.   

 

You are welcome to address any concerns or issues to either the staff 

or supervisor, as you feel necessary.  We will work to have your 

concerns addressed promptly.  Information about Wesley’s Client 

Feedback Policy and Wesley’s Client Feedback Form can be found on 

our website: http://wesley.ca/contact-us/ 

 

http://wesley.ca/contact-us/
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Serious issues will be handled directly by the supervisor. Please feel 

free to make an appointment with the supervisor if you wish to have 

an issue addressed privately. 

 

 

 

Other Children and Family Services at Wesley Urban Ministries: 

o Ontario Early Years Centres – various locations 

o Family Home Visitors/Healthy Babies, Healthy Children 

o After School Programs (recreation based)  - various locations 

o Teen Drop In – various locations 

o Youth Housing 

o Youth Outreach Workers 

o Summer, March break and Christmas break programs – various 

locations 

o Employment Services 

 

 

 

 

For information about other Wesley programs and services 

please speak with the Supervisor 

OR 

Call:  905 521 0926 

Visit our website:  wesley.ca  

Send us an email: info@wesley.ca 


