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Introduction 

We are pleased to welcome your family to St-Laurent Academy. 

The information in this handbook outlines policies and guidelines 

for our Daycare Program.   

St-Laurent Academy is an Ottawa based private school offering 

full-day programs for children aged 10 months - 16 years. We offer, 

French, English and Bilingual programs. About 150 students, call 

St-Laurent Academy home.  

St-Laurent Academy Daycare is licensed by the Ministry of 

Education as regulated per the Ontario Child Care Early Years Act, to provide Infant, Toddler and 

Preschool programs for children 10 - 48 months old. Under the Ministry of Education of Ontario, St-

Laurent Academy also provides Kindergarten - Grade 12, for students 4-16 years old. 

Additional information may be given during the school year, and will be sent to you by e-mail. Notices 

may also be posted on the Parent Information Board in our daycare hallway.   
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St-Laurent Academy  
 

Program Statement 

 

St Laurent Academy fosters a warm, welcoming, safe environment where all children 
explore, play and learn. We create and foster positive learning environments that support 
child development, communication with community partners and, building positive 
relationships with our families.  
 
Our child development professionals continue to focus on creating experiences and 
opportunities that invite explorations, inquiry and play and support the on-going 
development of the child.  
 
At the forefront of our program we ensure to incorporate the -ÉÎÉÓÔÅÒȭÓ 0ÏÌÉÃÙ 3ÔÁÔÅÍÅÎt on 
Programming and Pedagogy- and incorporate inspiration and methodology from “How Does 
,ÅÁÒÎÉÎÇ (ÁÐÐÅÎȩȱ  
 
Our program emphasizes the following:  
¶ All children are viewed as competent, capable, curious and our interactions and 

environments reflect this statement.  
¶ All programming and environment planning is based off the consideration of the 
child’s overall well-being, engagement, sense of belonging and freedom of 
expression 

¶ We’re always utilizing the pedagogical documentation to learn more about the 
children in our Program and to ensure that their learning is visible 

 

St-Laurent Academy also cares deeply about the health, nutrition and overall safety of the 
children enrolled. To help support our health and safety goals we provide the children with 
a safe, encouraging environment in which they are free to discover at their own pace. In 
addition, our nutrition policy is based on the Canadian Food guide; it offers a diverse 
variety of food that will ensure that all our children are provided with the necessary 
nutrients to be successful in their day and further aid in their development and growth.  

 

Communication is very important to us at St-Laurent Academy; and as a school we ensure 
that all our relationships and interactions with families and parents are positive and 
productive. We use the following as essential communication tools: 
 

-Daily Agenda’s 
-Emails  
-Progress Report 

-Parent/Teacher interviews  
-Telephone meetings 
-Parent/Director meetings as needed 
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Our curriculum plans are designed to ensure that we are encouraging the development of 
the following domains:  
 

a) The St-Laurent Academy promotes healthy eating habits by offering a 6-week 
rotation menu that follows the Canadian Food Guide. Meals are served to model 
family style; our educators share the meal to willingly try new food.  

b) We support positive and responsive interactions among the children, parents and 
educators, by offering workshop to the staff; example Andrew Fleck presented 3 
modules of “Intervene Before Reacting”  

c) We encourage the children to interact and communicate in a positive way and 
support their ability to self-regulate. These positive communication skills are taught 
daily during circle time. In addition, throughout the day positive reinforcement and 
appropriate behavior are encourage during play.  

d) We foster the children’s exploration, play and inquiry. 
e) We provide child-initiated and adult supported experiences. The educators answer 
the children’s questions and encourage open ended conversation by creating a 
program to reflect their specific interest. The educators offer a variety of activities 
and have on hand the material to accomplish it.  Example: in the sand box the 
educators have a variety of toys to encourage sensory play, add water to create mud, 
watch the children reaction and enrich their vocabulary.  

f) We plan for and create positive learning environments and experiences in which 
each child’s learning and development will be supported. Example: offer the 
children a sorting activity, the advance children’s will follow the patterns while the 
beginners will sort the activity by color. Regardless of their play, the children will be 
engaged in the activity.  

g) We incorporate indoor and outdoor play, as well as active play, rest and quiet time, 
and consider the individual physical, emotional and cognitive needs of the children 
receiving care at the St-Laurent Academy.  A quiet center is available all day as well 
as schedule rest period.  

h) We foster the engagement of and ongoing communication with parents about the 
program and their children.  We use daily agenda to inform parents of their child’s 
day, Schoology, and Facebook are other means of communication.   

 
 
We involve local community partners and allow those partners to support the children, 
their families and staff.  We invite the Fire Department to offer a presentation on fire 
safety, St-John Ambulance for our Standard First Aid and CPR courses, and Andrew Fleck 
on different workshops. St-Laurent is active and visible in the local community. To 
enhance the organization’s programming, members from the community are invited to 
share their  experience and knowledge with  the children. We may also schedule outings, 
which include trips  to local Museum, Macoun Marsh, and other community based 
programs. 
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i)  We support staff, who interact with the children at the St-Laurent Academy to 
professional learning. Example: exchange communication with support group like 
First Word. 

j)  We document and review the impact of the strategies on the children and their 
families, by using Daily Agendas, Facebook and Schoology. Staff at St-Laurent 
Academy; observe, document and interpret their observation by creating and 
adjusting the appropriate programming.  

Throughout the Infant, Toddler, and Preschool program plans are designed to best suit the 
individual needs of the developing early learner. With special reference to How Does 
Learning Happen? We ensure that the learning and development happens within the 
context of relationships among children, family’s educators and their environments. 
Through our indoor play activity rooms and our outdoor play activity we ensure that each 
child can flourish and grow through a strong sense of belonging, well-being, engagement 
and expression! 
 
 
 
 

 

In closing, St-Laurent Academy, takes pride in being a licensed Early Learning center with a 
team of educators who carry our standards of practice at the highest level. We are all 
committed to future professional growth, development and continuous learning as the 
Early Learning field is so dynamic and ever-changing. Thus, this Program Statement is 
reviewed annually to align with the Minister Policy Statement.  We look forward to 
supporting your family through the first most precious years with you little explorers and 
we can’t wait to see what they conquer next! 
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Our Daycare Classrooms & Staffing Ratios 

PROG RAM  AGE  RATIO  

Infant Bilingual 10 months at start date 1:3 

Toddler Bilingual 18 months at start date 1:5 

Preschool Bilingual 30 months at start date 1:8 

Preschool French 30 months at start date 1:8 

Staff Qualifications                                                            
Our Daycare program is overseen by our Daycare Director. Classroom teachers are ECE 
equivalent or qualified, and hold diplomas in Early Childhood Development. Some of our staff 
also has Elementary teaching certificates. All staff is First Aid and CPR certified.                                                               
Specialists provide Music, Science and Physical-Education instruction to our Daycare 
Classrooms.                                                                                                                                     

Program Dates & Hours of Operation                            
Infant, Toddler & Preschool Programs are offered from September (First Tuesday following 

Labor Day)-June. A Camp Program is offered over the summer, and is staffed by our classroom 
teachers.                 
 Regular program hours are Monday - Friday, 8:00 a.m. – 4:30 p.m.                         
Pre-& Post Care                                                                        
Pre-Care and Post-Care are offered at an additional expense. Pre-Care hours are 7:00 a.m. to 8:00 
a.m. and Post-care runs from 4:30 p.m. to 5:30 p.m. Indoor activity centers, or outdoor play is 
scheduled.  

Drop-off & Pick Up 

Regular Drop Off: 8:00 - 8:30 am    Regular Pick Up: 4:00 -4:30 pm  

Pre-Care Drop-Off: 7:00 - 8:00 am   Post-Care Pick Up: 4:30 - 5:25 pm 

Our Regular Program begins at 8:30 am - Please note that children not registered for Pre-Care will not 

be accepted into the classroom any earlier than 8:00 am. Please note that the latest time you may drop 

off your child is  9:30 am. In the event that your child has a doctor's appointment in the  morning, 

please inform us beforehand as to the time to expect your child. Children arriving after a doctor's 

appointment must arrive prior to  11:30 am to avoid disrupting the sleep time of the other children. 

Any children arriving after  11:30 will unfortu nately not be allowed to enter the classroom.           
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Should you wish to pick your child up before  3:30 pm, please call me so I can arrange to have your child 

ready at the reception desk.   

Prior to your child’s start date, we ask that you list any adult other than yourselves that have your 

authority to pick up your child. We will not release your child to anyone, without your prior consent. 

Emergency contacts that are unfamiliar to our staff will be asked to show photo ID.  

Parents/caregivers are required to sign children in and out of the classroom each day. 

Late Pick Up Fees 

The fee for late pick up is $10 for every 15 minutes. There is a minimum $10 fee.  

Income Tax Receipts 

Income tax receipts are distributed at the end of February. 

New Student Integration Schedule                                         
All new students (students registered at St-Laurent Academy for the first time) are required to follow the 

transition schedule below. This schedule has been intended to accommodate your child’s smooth 

transition in their new environment.                                                                                                                           

Week 1: transition 

¶ DAY 1: 8:30 am - 9:30 am                                                                                                        

Your child will be engaged in free play. One parent will stay in the classroom with the teacher 

for the first 30 minutes. The teacher will guide the parent if he or she is required to stay more 

than 30 minutes.   

¶ DAY 2: 8:30 am - 10:30 am                                                                                                       

Your child will be engaged in free play. One parent will stay in the classroom with the teacher 

for the first 30 minutes. The teacher will guide the parent if he or she is required to stay more 

than 30 minutes. Morning snack will be provided. 

¶ DAY 3: 8:30 am – 11:30 pm                                                                                                      

Your child will be engaged in free play. One parent will stay in the classroom with the teacher 

for the first 30 minutes. The teacher will guide the parent if he or she is required to stay more 

than 30 minutes. Morning snack and lunch will be provided. 

¶ DAY 4: 8:30 am - 2:30 pm (includes nap)                                                                            

Your child will be engaged in free play. One parent will stay in the classroom with the teacher 

for the first 30 minutes. The teacher will guide the parent if he or she is required to stay more 

than 30 minutes. Morning snack and lunch will be provided. This transition will also include nap 

routine. 

¶ DAY 5: 8:30 am – 4:00 pm - a regular full day.  
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Week 2: regular program begins 

¶ Commencement of our Regular Program hours 8:30 – 4:30 pm. 

¶ Pre-Care: 7:00 -8:00 am 

¶ Post-Care: 4:30 – 5:30 pm 

Your child will begin spending full days with us.  

Pre-& Post Care will begin this week for the children enrolled in the pre-and post-care program. 

Statutory Holidays & Closures 

St-Laurent Academy is closed for the following statutory holidays: 

Labour Day - Thanksgiving Day - Christmas Day - Boxing Day - New Year’s Day - Family Day - Good 

Friday - Easter Monday - Victoria Day - Canada Day - August Civic Holiday 

Other closures: 

4 Professional Development Days (pre-determined and outlined at the start of the school year) 

Emergency closures: If St-Laurent Academy is required to close for reasons out of our control (natural 

disasters etc.), fees are not adjusted. 

A school year calendar will be distributed to all new families. 

Summer Camps 

. The summer weeks are optional, allowing families to choose only the weeks they need. 

¶ Summer Camps (approximately 10 weeks, by weekly registration) 
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Waitlist Policy 
 
 

Once a family has visited St-Laurent Academy for an orientation, and has 

requested that their child attend the daycare, they are added to our Wait List. Families 

on this list can secure a space by completing the enrolment contract and fulfilling the 

financial obligations related to their preferred payment method. Payment 1 is required 

ÛÖɯɁÚÈÝÌɂɯÛÏÌɯÚ×ÈÊÌɯɬ this is not an additional cost, it is part of the tuition cost. With 

program spaces filling quickly, they may be required to register within a given time -

line, before offering this space to another family.  

Should the program be full, families may opt to have their names placed on a 

waitlist.  These families can request to know the status for their child at any given time.  

St-Laurent Academy ensures that all confidential information will be 

protected.  Families will be placed on the waitlist on a first -come first-served basis, and 

will be contacted promptl y when a space becomes available for their child. 

 

Required Documentation 

Prior to starting at St-Laurent Academy, we require the following for your child’s file: 

• Photocopy of your child’s Birth Certificate, Passport, or Landed Immigrant 
documents 

• Up to date Immunization Record & TB Assessment Form 

• Emergency Information Sheet (included at end of package) 

• Student Information Sheet (included at end of package) 

• Release Forms (included at end of package) 

• Medical Information Sheet 

• Emergency Transportation Release 
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Health Policies 

In the best interest of your child and their classmates, the City of Ottawa Public Health, requires that 
children with the following symptoms remain at home:  
• Temperature over 38.5 Celsius (100 Fahrenheit)  

• Rashes that cannot be identified, or have not been diagnosed by a doctor  

• Diarrhea  

• Discharge from the ears  

• Discharge or redness in the eyes  

• Vomiting  

• Severe cold symptoms: sneezing, runny nose, fever, cough, lack of energy  

• A contagious condition as recommended by a doctor  

• Unusual paleness, irritability, tiredness, or listlessness  

• Any child who is ill and unable to participate fully in regular activities, including outdoor play  
 
Children need to be symptom free for 24 hours before they return to Daycare.  
Should your child become ill while at school, you will be contacted to pick up your child? If we are 
unable to reach you, your emergency contacts will be called.  

Administration of Medication  
St-Laurent Academy can administer medications when prescribed by a doctor. An authorization form for 
regular administration is required, and is included at the end of this package. Your child’s medication 
must be given to the classroom educator in its original packaging, and clearly labeled. If your child is 
prescribed medication during the school year, a form will need to be completed for each medication.  
Children need to be symptom free for 24 hours before they return to Daycare. 

Should your child become ill while at school, you will be contacted to pick up your child? If we are 
unable to reach you, your emergency contacts will be called.  

Nap or Relaxation 

Toddlers and preschoolers will nap for a maximum of 2 hours daily. While toddlers are required to nap, 

older preschoolers who do not sleep will still have a relaxation period. Infants nap per their own 

schedules. Special cot sheets will be sold for $14 when your child begins with us. This cot sheet moves 

with your child as they move to the next class.  
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HOME & SCHOOL COMMUNICATION 

COMMUNICATION BOOK 

Each child is provided with a communication book which parents and teachers can use as a 

communication tool, and to document the daily activities of your child.  

PARENT INFORMATION BOARD 

We post important messages weekly menus and other updated information on our Parent Information 

Board in our Daycare Hallway above the water fountains.  

E-MAIL COMMUNICATION 

Frequently, messages and reminded are e-mailed to our Daycare families. 

PROGRESS REPORTS & PARENT TEACHER CONFERENCES 

Two progress reports are given yearly, outlining your child’s development in areas such as: social, 

cognitive, language, gross & fine motor skills. There will be 1 scheduled session for parent-teacher 

conferences. In addition, you may schedule a meeting with your teacher at any time. 

Field Trips & Outings 

Our Preschoolers have four scheduled field trips during the school year. There is no additional charge for 

these activities. In the past, we have visited museums, apple orchards, pumpkin patches, and farms.       A 

list of the year’s field trips will be included in the yearly calendar, distributed in September. The children 

travel by school bus, and permission forms will be distributed for each event. 

Preschoolers may also travel to other sites for specialized Phys Ed activities such as swimming or skating. 

Permission forms and a schedule for these events will be distributed in September. 

Classroom Visits 

Both Preschoolers and Toddlers have visitors to the classroom throughout the year. In previous years, we 

have had visits from the fire department, the police department, puppeteers, librarians, dentist, and an 

Air Canada Pilot. These planned visits will be available in the school calendar in September.  

Snacks & Lunch 

Snacks and lunches are prepared for our Daycare students by our onsite kitchen. The schedule for menus 

will be provided to parents for the year, starting in September. Six varied weekly menus are used and 

alternated. Our menus follow The Canada Food Guide, and the guidelines Additional fees will apply to 

parents who wish to substitute items on the menu for a child’s dietary needs. 



www.st-laurentacademy.com •  613-842-8047 •  Ottawa, Canada  

1 2  

 Snacks will be given twice a day:  approximately 9:00 am and 2:30 pm 

 Lunch will be served at 11:15 am 

ALLERGIES 

No peanut substances are added or used in the preparation of meals. We have a Nut Free (no peanuts 

and/or tree nuts) Policy. Should your child suffer from other food allergies, please advise us, and our 

kitchen may be able to accommodate this.  

Children with severe allergies requiring medication and/or EpiPen will be required to complete an 

additional form which outlines their allergy management plan.  

Sample Childcare menu 

 MONDAY TUESDAY WEDNESDAY THURSDAY  FRIDAY  

Morning 

Snack 
Waffles   

Milk                       

Oatmeal        

Fruit    Milk 

WW bread  

hard boiled eggs 

Milk 

muffin            

Milk 
Cereal, Fruit, 

Milk 

 

Lunch 

Pasta with meat & 

vegetable sauce, 

Fruit Milk 

Chicken & 

vegetable 

stew Whole 

wheat bread 

Fruit               

Milk 

Vegetables & bean 

stir fry with rice 

WW bread 

Fruit 

Milk 

 Shepperd’s pie         

Fruits                 

Milk 

Lentil & 

vegetable soup         

WW bread     

Fruit                

Milk 

Afternoon 

snack 

Yogurt, Fruit 

Water 

Cheese & 

Vegetable       

Water 

Vegetables & 

hummus Water 

Yogurt & Fruits 

Water 

Cheese &crackers, 

Water  

                                                                                                                                                                                                                                                     

Parental involvement                                                                                                                                                                           
Parents are the child’s first guides. We, at St-Laurent Academy, appreciate that you work hand in hand 

with the educators and support the people who work with your child during the day.                               To 

enrich the children’s experiences, we invite parents to come and talk about their work, come play a 

musical instrument and have children sing, read a story, or talk about a trip, a pastime or have them do a 

craft. Simply discuss this with the Daycare Director and she will be glad to include your presentation in 

the scheduling at a time which is convenient to both parties.                                                                                                                                                                                                                                                                                                    
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BEHAVIOR MANAGEMENT & PROHIBITED PRACTICES POLICY  

The programs shall  NOT  permit:  
1. Corporal  punishment  of a child  by any employee or by another child  or group  of children.  

2. Physical restraint of a child, such as confining the child to a high chair, car set, stroller or other 

device for the purposes of discipline or in lieu of supervision, unless the physical restraint is for 

preventing a child from hurting himself, herself of  someone else, and is used only as a last resort 

and only until the risk of injury is no longer imminent;  

3. Locking the exists of the child care center or home child care premises for confining the child, or 

confining the child in an area or room without adult supervision, unless such confinement occurs 

ËÜÙÐÕÎɯÈÕËɯÌÔÌÙÎÌÕÊàɯÈÕËɯÐÚɯÙÌØÜÐÙÌËɯÈÚɯ×ÈÙÛɯÖÍɯÛÏÌɯÓÐÊÌÕÚÌÌÚɀɯÌÔÌÙÎÌÕÊàɯÔÈÕÈÎÌÔÌÕÛɯ×ÖÓÐÊÐÌÚɯ

and procedures;  

4. Use of harsh or degrading  measure 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 to be used on a child  that would  humiliate  him/her or undermine  a child's self-respect, 

dignity or self -worth . 

5. Deprivation of a child  of basic needs including  food, drink, shelter, sleep, toilet use, clothing  or 

bedding. 

6. Inflicting any bodily harm on children including making children eat or drink against their will.  

 
Our teachers work hard to ensure that behavioral expectations are clear. Support is given to those who 

need a reminder. At no time is any child belittled or made to feel ashamed. At no time, will a child be 

addressed in a threatening tone of voice, and made to feel fearful. 

There are several positive approaches we use in a progressive manner: 

1. Clear behavioral expectations are taught. 

2. Reminders and/or redirection to appropriate behavior are given. 

3. A disruptive child may be removed from an activity for a quiet down period for a very short 

while. Once a child is calm, and able to act appropriately, they will be returned to the activity. 

4. If a disciplinary problem persists, parents will be consulted and plans will be put into place for 

mutual problem-solving.                                                                                                                               

5. If a disruptive child has demonstrated malicious intent on more than two occasions, or the 

child’s behavior is as disruptive as to interrupt classroom programming, consideration will be 

given as to whether parents will be called to take their child home for the remainder of the day.  

6. In exceptional cases, if we cannot meet the child’s needs, we reserve the right to dismiss him or 
her from the program. 
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Interactions with Staff, Students, and Parents of St-Laurent Academy 

St-Laurent Academy is committed to maintaining a positive environment for the 
staff, children, and families of our school community.  

We expect the staff, students, and families of St-Laurent Academy to be respectful and 

considerate of each other. We ask that communication always be appropriate. Naturally, the 

adults in our community all serve to model appropriate behavior for our studen ts. We ask that 

all interactions be respectful. 

Should a parent have a concern about their child or any aspect of our programming, we ask that 

you request a meeting to discuss your concerns openly and thoroughly, out of the hallways.   

While short exchanges with educators are expected at drop-off and pick -up, anything that 

requires a lengthier  discussion should be directed to one of our Management or Office staff. Our 

ÛÌÈÊÏÌÙÚɀ focus is the children in their care - please do not be offended if a teacher suggests a 

meeting may be more appropriate to be scheduled at a different time. The safety and well-being 

of your children is of utmost importance to us.  

Fostering a positive learning environment is very important for the young and growing m ind.  

 
 

                                                       Serious Occurrence                                                                                                                 

Following the guidelines of the Ministry of Education, which licenses our facility, we 

are required to report on serious occurrences that occur in our daycare. A report must 

be submitted to the Ministry within 24 hours of the incident. Details of what constitutes 

a serious occurrence can be found on the Ministry website at www.ontario.ca/children.                                                                                                         

Beginning November 1, 2011, licensed daycares are also required to post a Serious 

Occurrence Notification Form for parents. This form will describe the nature of the 

incident but will not identify the child, children, or staff involved for privacy reasons. 

St-Laurent Academy will post these notifications for 10 days on the Parent Information 

Board in our Daycare hallway. Exceptions to this are alleged abuse or unverified 

complaints. 

                                                 

http://www.ontario.ca/children
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                                                          Dress Code                                                                                                       

Beginning in Preschool, our students are required to wear our school uniform. Red polo shirts with the 

school crest, and navy-blue bottoms are required. A direct link from the St-Laurent Academy website is 

provided to Lands’ End for convenient ordering. 
Pre-& Post Care is available for those families needing it; registration is optional, at an additional cost. 

Camp programs are offered at an additional cost; registration is throughout the school year.                 

Payment Plans: We offer an advanced payment schedule to offer you a discount, and a monthly plan for 

convenience.  
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Infant Program Overview: 10 - 18 months (Bilingual) 
EXPLORATION & PLAY: during this active learning time, infants are encouraged to discover 

the world around them by exploring and playing.  

CLOSE & CARING RELATIONSHIPS: learning and development are anchored by 

relationships with caring educators, who scaffold further learning based on the individual needs 

of your child. A variety of toys and materials are available to explore freely and directly 

presented by teachers.  

GROSS MOTOR: movement is a big part of an infant’s day. Gross motor activities challenge 

infants to become more independent, and more aware of their bodies as they crawl and walk 

over a variety of surfaces.  

ACTIVITY AREAS: The Infant room is organized around specific activities, such as small toy 

area, book area, movement area, art area, and spaces for diapering, meals, and naps.  

LANGUAGE SKILLS: are developed and reinforced using spoken word, and gestures. Our 

educators will read daily to the infants. Our bilingual environment offers your infant the 

opportunity to become familiar with both English and French. 

MUSIC: is used widely in the infant program to soothe, engage, and teach. 

SELF-HELP SKILLS: Basic self-help skills appropriate to infants, such as feeding, will be 

introduced to older infants. 

OUTDOOR TIME: Infants spend time outdoors playing in the yard. 

MEALS: Meals are included in the tuition fees, and prepared onsite by our kitchen staff. We ask 

that Infant families review our menus to ensure they are comfortable that their child is ready for 

all the foods served. Parents are welcome to supply meals if they would prefer. Many infants are 

still drinking from a bottle and we ask that the prepared bottles being dropped off in the 

classroom every morning.  

SLEEPTIME: We will follow your child’s established nap schedule. All infants sleep in cribs. 

Linens are provided by the family.  

TRANSITION TO TODDLER: Infants transition to our Toddler Class between 18-22 months. 

Your child’s transition date will be determined based on their readiness, and the available space 

in the Toddler Class. Toddlers must be walking very well, and have dropped their morning nap 

to function well in the program.  
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INFANT TYPICAL DAY 

This is a sample of activities in our Infant Program over the course of a day. Our Infant 

teachers are constantly adjusting their planned activities to meet the needs of each 

child’s developmental readiness.  

PRE- CARE  

7:00-8:00     Optional Pre-Care  

REGULAR PROGRAM 

8:00-8:30            Regular Program     Drop-off                  
9:00               Snack 
9:15               Morning Nap/Outdoor                                          

10:30             Diaper change  

11:00             Lunch 
11:30             Outdoor play 

1:00nap                                                                                                                    
2:30          snack  

Art/Reading/Gross Motor 
 

POST-CARE 

4:30-5:30             Optional Post-Care  
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WHAT TO BRING: Infant Program  

 

Please label all your child’s belongings Please bring the following for 

your child’s cubby: 

 

 Crib linens: 3 sets of crib linens, to remain at the school Once a week, on Fridays, bedding will 

be sent home for laundering 

 2 waterproof under pads for your child’s crib 

 A sleep Sack  

 3 bibs for mealtimes and play 

 4 facecloths for mealtimes and play 

 2 sippy cups for milk, water 

 6 boxes of kleenex, to be shared with the class 

 Indoor infant shoes 

 Please provide at least 2 complete change of clothes, to remain in your child’s cubby. Please 

provide additional changes based on your child’s needs. 

 Please ensure your child has the appropriate outerwear; we will have outdoor time in the 

stroller and in our yard. In the winter months, snow pants, waterproof mittens, warm boots (for 

walkers), and a hat are needed. A second set of mittens is recommended. Please include 

sunscreen and a hat for the summer months. Rainwear as appropriate. 

 Please provide diapers and wipes for your child weekly. Discuss your child’s diapering routine 

with the teacher. 

 Dirty cups will be returned to the family at end of each day. St-Laurent Academy is not 

permitted to clean these dishes on premises. 

 Soiled linens, facecloths, and clothing will be returned daily to the family for laundering.  

Crib sheets will be returned weekly to the family for laundering. 
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Toddler 
Program Overview 

18 - 30 months (Bilingual) 
 

Classroom activities: Arts & crafts, circle time, storytelling, nursery rhymes, songs, finger play, 

blocks, puzzles, counting and sorting, language skills  

Self-help skills: dressing/undressing, finger/spoon feeding, toilet training  

Social skills: social skills are learned and reinforced. Games and songs reinforce these concepts. 

Music: Offered weekly to Toddlers by our Music Specialist.  

Special Events: class visitors, Fire Department’s visit 

Family Events: Halloween party, Christmas Show, Year-end Celebration  

Sports activities:  Over two semesters toddlers will participate in a daily Physical-Education program 

that could include activities such as: dance, sport skills, and yoga. 

 

TODDLER SAMPLE SPORT SCHEDULE 

T IME  MONDA Y  TUESD AY  W ED N ESD AY  THUR SD AY  FRIDA Y  

9:30 AM Co-operative 

games 

  Ball games  

10:00 AM  Gymnastics Sport skills  Yoga 
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TODDLER TYPICAL DAY 

PRE-CARE 

  7:00     Arrival / free play / socializing 
  8:00     Exploring activity centers  

REGULAR PROGRAM 

  8:00 -8:30     Regular Program arrival time  
  9:00              Snack 
  9:30              Outdoor Play 
11:00              Lunch 
11:30              Nap time 
  2:30             Snack 
  2:45             Circle/Art/ Free Play 
  3:00             Phys-Ed 
  4:00-4:30    Regular Program pick-up 

POST-CARE 
   4:30           Activity Centers/Free Play 
  5:30            Post-Care ends 
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WHAT TO BRING: Toddler Program 

Please label all your children’s belongings. Please bring the following 

for your child’s cubby:  

 

¶ A custom cot sheet (sold at our center for $14) prior to the start of daycare. These fitted 

sheets are custom designed for our cots and will provide extra comfort for your child. 

Your child’s sheet will be sent home weekly for laundering. 

¶ 1 blanket (cot size) and pillow for naptime, to remain at the school. Once a week, on 

Fridays, bedding will be sent home for laundering. 

¶ A small stuffed animal or blanket can be brought for naptime, if you wish 

¶ A paint smock or old t-shirt to be used for painting and other art  

activities 

¶ 6 boxes of Kleenex, to be shared with the class 

¶ Indoor shoes with good support and good traction. Shoes that are easy for your child to 

put on and take off will help them to dress independently 

¶ Provide at least one complete change of clothes, to remain in their cubby. Provide 

additional changes if your child is currently toilet training. 

¶ Ensure your child has the appropriate outerwear, and footwear for outdoor play. 

¶ In the winter months, snow pants, waterproof mittens, warm boots, and a hat are 

needed. A second set of mittens is recommended. Children have outside playtime at 

least twice daily. 

¶ Include sunscreen and a hat for the summer months. Rainwear as appropriate. 

¶ Generally, most preschoolers are on their way to successful toileting, and diapers are not 

used. If your child requires pull-ups, please provide these, and discuss your child’s 

routine with the teacher. 
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Preschool Program  
 2 ½ - 4 years (Bilingual or French) 

Classroom activities: Arts & crafts, circle time, storytelling, nursery rhymes, songs, finger play, 

blocks, puzzles, counting/sorting/matching, dramatic play, language skills. 

Self-help skills: dressing/undressing, feeding, toileting 

Social skills: social skills are learned and reinforced. Games and songs reinforce these concepts.   

Music: Offered weekly to Preschoolers by our Music Specialist.                                                                                                       

Special Events: library visits, field trips, class visitors. 

Family Events: Macoun Marsh Field Trip, Halloween party, Christmas Show, Year-end Celebration 

Sports activities:  Over two semesters Preschoolers will participate in a daily Physical-education 

program that could include activities such as: gymnastics, swimming, skating, dance, sport skills, and 

yoga. 

Bathroom time: is done approximately 4 times a day, as well as when a child requests it.  

 

PRESCHOOL SAMPLE SPORT SCHEDULE 

TIME  MONDA Y  TUESD AY  WEDNES DAY  THUR SD AY  FRIDA Y  

9:00 AM   Co-operative games   

9:30 AM  Gymnastics   Yoga 

3:00 PM Swimming  Sports skills   
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PRESCHOOL TYPICAL DAY 

PRE-CARE 
  7:00 -8:00    Arrival / free play / socializing 
   

REGULAR PROGRAM 

  8:00-8:30    Regular Program arrival time  

              9:00     Snack 
              9:30     Sport activity 
             10:00     Science Class 
             10:30     Outdoor play 
             11:15     Lunch 
             12:00     Nap or quiet time  
             1:00     Early risers 
             2:30     Snack   
             3:30     Outdoor play 

POST-CARE 
     
 4:30     Cognitive activities 

 5:30     Post-care ends 
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WHAT TO BRING: Preschool Program 

Please label all your children’s belongings. Please bring the following 

for your child’s cubby:  

 

¶ A custom cot sheet (sold at our center for $14) prior to the start of daycare. These fitted 

sheets are custom designed for our cots and will provide extra comfort for your child. 

Your child’s sheet will be sent home weekly for laundering. 

¶ 1 blanket (cot size) and pillow for naptime, to remain at the school. Once a week, on 

Fridays, bedding will be sent home for laundering. 

¶ A small stuffed animal or blanket can be brought for naptime, if you wish 

¶ 6 boxes of Kleenex, to be shared with the class 

¶ Indoor shoes with good support and good traction. Shoes that are easy for your child to 

put on and take off will help them to dress independently 

¶ Provide at least one complete change of clothes, to remain in their cubby. Provide 

additional changes if your child is currently toilet training. 

¶ Ensure your child has the appropriate outerwear, and footwear for outdoor play. 

¶ In the winter months, snow pants, waterproof mittens, warm boots, and a hat are 

needed. A second set of mittens is recommended. Children have outside playtime at 

least twice daily. 

¶ Include sunscreen and a hat for the summer months. Rainwear as appropriate. 

¶ Generally, most preschoolers are on their way to successful toileting, and diapers are not 

used. If your child requires pull-ups, please provide these, and discuss your child’s 

routine with the teacher. 
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PERMISSION TO PUBLISH CHILDôS WORK AND PHOTOGRAPH  

ASLA prepares promotional material intended for the public as well as for our 

school families. These materials include a website, advertising, and information 

packages and brochures. We often include students work and/ or photographs. 

Children’s name will not be published under any circumstances.  

 I give permission to ASLA to publish my child’s work and / or photograph. 

(Child’s name): _____________________________ 

 

 I do not give permission to ASLA to publish my work and / or photograph. 

(Child’s name): _______________________________ 

 

Signature of Parent/ Guardian: ________________________ Date: _______________ 
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Please complete and return the following information forms. These forms will be kept in your 

childôs file. Please ensure any updates to this information are given directly to the Office. 

 

STUDENT INFORMATION:  SCHOOL YEAR   
 

Please complete a separate sheet for each of your children.  
 

Student:          Class:     

Date of Birth:               

PARENT/GUARDIAN 1  

First Name:       Last Name:        

Address:                 

City, Province, Postal Code:            

Home Phone:       Cell Phone:         

Work Phone:        Other:        

E-mail Address:               

Employerôs address:       Title/Position:       

PARENT/GUARDIAN 2  

First Name:       Last Name:        

Address:                 

City, Province, Postal Code:            

Home Phone:       Cell Phone:         

Work Phone:        Other:        

E-mail Address:               

Employerôs address:       Title/Position:       

EMERGENCY CONTACTS (in addition to parents/guardians - must live in Ottawa/Gatineau)  

Name 1:              

Home Phone:               

Work Phone:     Cell Phone:         

Name 2:               

Home Phone:              

Work Phone:               

ADDITIONAL ADULT AUTHORIZED FOR PICK -UP   

Name 1:              

Home Phone:               

Work Phone:     Cell Phone:         
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MEDICAL INFORMATION: SCHOOL YEAR  

 

Student:         Class:   _________________ 

5ƻŎǘƻǊΩǎ bŀƳŜΥ              

Telephone:              

OHIP/Medicare Number:            

Medical Issues:              

Allergies (slight/moderate/severe):           

               

Medication:              

 

MEDICAL/DRUG ADMINISTRATION: SCHOOL YEAR  

We authorize the school staff to dispense the following medication to the above student: 

 

Name of Medication:        Expiry Date:     

Dose:     Frequency:           

Medication Held by:             

Reaction to the above medication:           

               

               

Signature of Parent/Guardian     Signature of Parent/Guardian 

NOTE: Children using EpiPen or asthma inhalers will be required to complete additional forms available 

from the office. 

 

PERMISSION FOR EMERGENCY MEDICAL TREATMENT  

I give my permission, that in case of an emergency, should I or my emergency contact not be  

Immediately available, ASLA may call an ambulance to take my child to a hospital recommended by 

paramedics, secure proper treatment for, order injection or surgery for my child with no liability on the 

school’s part.  

 ______________________________     ______________________________ 

Signature of Parent/Guardian             Signature of Parent/Guardian 
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Important Contact Information  

 

School phone number: 613.842.8047 

 

Daycare Director - Alsace Abboud: 613.842.8047 x 223, 

daycaresupervisor@st-laurentacademy.com  
 

School Director & CEO- Bill Kokkaliaris: 613.842.8047 x 224 

communications@st-laurentacademy.com  

 

Assistant Director (Administration, Communication, & Admissions) 

Andrea Crupi 

admin@st-laurentacademy.com 

 

Director of Finance- Moira Holmes: 613.842.8047 x 226 

finance@st-laurentacademy.com  
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