Section A

Welcome To The Maples

Mission Statement

The Maples Independent Country School ( i T h e  Mmopidesars afieynative in
education to those interested in an emphasis on a high standard of academic excellence
in the basic disciplines. Coupled with a strong priority in values, students learn to
respect themselves and others, and to develop their abilities and skills in a small
classroom setting.

Message to Parents

It is important to review this handbook with your child or children before the start of
school so that all may be familiar with the expectations, policies and procedures of The
Maples It is also important that you, as parents, are familiar with and support the
disciplinary procedures and policies of the school.

Ifyouhaveconcer ns with regard to discipline, spea
matter is not resolved to your satisfaction, speak to the principal.

Please keep this handbook in the binder provided. Monthly calendars, the phone tree,
family lists and other school communication may also be kept in this binder to provide
easy future reference.
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Section A

Disclosure and Maintenance of Personal Information

It is the policy of The Maplego protect the personal information of its students and
families; however, personal information is released without notification to you in the
following instances:

i.] Home phone numbers and parent names will be released to create a phone tree for
notification of school closures and a Family Directory unless the school office is notified
otherwise in writing.

ii.] The Maplewill share and update pertinent student information with Wellington-
Dufferin-Guelph Public Health.

iii.]  Medical Information, including Ontario Health Card Number, may be shared
when relevant, e.g. on school trips.

iv] Studentsdéd work with their first and | ast
and the school hallways.

V.] Photos of students and student activities may be posted on bulletin boards
throughout the school.

vi.]  The media may be invited to the school to take photos of students and write
articles about student achievement, graduation or special events. The students may be
identified by first and last name and grade level, if written consent is on file.

vii.] St u d e nktw#th&heimficstrnames and grade levels will appear on the school
web site if written consent is on file at the school.

viii.] Photographs of student activities and excursions (e.g. ski trips) may appear on the
school web site if written parental consent is on file at the school.

ix.] Photos of students and student activities may appear in the school promotional
materials, if written consent is on file.

X . ] Photos and names of students wil/
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Section A

Enrollment

It is the policy of The Maplego offer enrollment to eligible children after the
prospective student has completed the following:

1 visited the school

91 met with the Director or Director Designate

1 undergone initial assessment procedures.

As well, the prospective studentodés parents n
1 meet with the Director or Director Designate
9 agree to the policies and procedures of The Mapless outlined in the Student and

Parent Handbook; as amended from time to time

9 agreetoallow TheMaplemccess to the prospective stud
records or reports, as well as any other pertinent records

91 complete an enrollment contract, and meet the financial commitments in regard to
fees as prescribed in the enrollment contract.

Newsletters and Calendars

At the beginning of each month a school newsletter is sent home with
the oldest student from each family and/ or by e-mail distribution.
News from the school community including awards, celebrations,
condolences, notes of appreciation, and up-coming events are
published. A monthly calendar of events accompanies the
newsletter.

Directorbs Letters

Additional information, pertinent to The Mapledamilies, can be found in the Directord s
Letters, which are published from time to time.
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Section A
Before and After School Programs

Before and after school care is available as a service for families who are unable to drop
off or pick up their children within the regular school hours. The Before and After
School Care Director operates the program from 7:00 to 8:30 a.m. and 3:30 to 5:30 p.m.
each school day. Families wishing to access this service must notify the school in
advance.

Students using the service in the morning must go directly to the program room and
remaint her e under the program directoro
a.m. Students in After School Care must go directly to the program room and remain
there (or in an alternate | ocation)

up.

When the students are signed out of the program, parents or the authorized person must
come into the school to get their child/children and inform the Before and After School
Director. Any parent wishing an unauthorized person to pick up their child/children must
send in a written notice or call the school office before 3:00 p.m. Families are responsible
for providing drinks and snacks for their children while in After School Care. Students
who are not picked up by 3:45 p.m. will automatically be sent to After School Care.

This service is to be used on a fipay
regular users. The program director is responsible for regular billing and payment
collection. Families wishing receipts for tax purposes should maintain their own records.

The PTA may organize additional after school programs or workshops such as music,
drama, fitness, or crafts for specific time periods and for certain age groups. The PTA
may cover all or a portion of the costs of these clubs. User fees may be applied.

Additional details and guidelines in regard to all of these programs are published and sent
home at the beginning of each school year.
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Section B
Code of Conduct

Studentsyou will be held accountable for your behaviour. You are responsible at
all times to The MaplesStaff. We are concerned with your total development and
therefore hold high expectations for your behaviour.

Courtesy is a sign of maturity and responsibility. Good manners are expected. The
asking or answering of questions is to include please, thanyou, etcProper respect
for all adults is important. Each adult in our school requires your respect and
courtesy as they are in a position of authority and trust. This courtesy should extend
to being helpful in the classroom and using the proper tone of voice when speaking.

Behave in a manner that will bring credit to you and credit to our school at all times.
Being truthful, fair and considerate are qualities we expect oéveryone. The
school building and grounds as well as the property of others must be treated with
respect.

Schoolyard Rules
Students must:
9 stay within the schoolyard boundaries
T seek yard super v-enweraghesohsol per mi ssi on to r e
1 obey the yard supervisor promptly
1 avoid rough play and aggressive behaviour including: pushing, shoving, tripping,
fighting or play fighting; threatening, taunting, profane language, racial slurs or
other intimidation; throwing snow, ice, sand or gravel
1 report all accidents, injuries or bullying incidents to the yard supervisor
immediately
answer the bell immediately
line up with your class and await permission to enter the school
use the door assigned to your class for entry and exit
remain outside in the morning after drop off and remain on the sidewalk or patio
1 observe the above rules while waiting pick-up after school
The rules for use of the outdoor play structure are posted in the yard and are
reviewed by the teachers with the classes.
Each classroom is provided with basic outdoor equipment. However, students are
encouraged to bring their own equipment with the understanding that the school is
not responsible for damage or loss.
Ball hockey is allowed in designated areas, but protective head and face gear is required.
If parents want their children to wear specific equipment, this must be communicated to
the office in writing.
Baseball games are encouraged on the diamond in the schoolyard, provided the
students follow the safety rules, which incl
bat provided by the school. The teaching staff will review the rules with the students
each season.
If conflicts arise between students, they are encouraged to attempt, through discussion, to
resolve the problem. If they are not able resolve the issuetoev er yoneds sati sfact
should seek assistance from the yard supervisor.

T
T
T
T
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Section B

Classroom Conduct
Students must
9 be prepared for class, having all materials needed and the attitude that says,
Al am ready to | earnbo
seek permission from a teacher to leave the room and use the washroom
return signed daily worksheet or student planners every day
stand still and listen if arriving during the Opening Exercises
show tolerance for the opinions of others
have respect for othersdo feelings
complete assignments on time
participate in indoor recess activities as suggested by the teacher
be responsible for their own belongings
use washrooms before going outside for recess
share equally in the responsibility for keeping the classroom in order

=4 =4 =4 -8_9_9_9_°5_2°_-2

Follow Up

Positive behaviour is reinforced with encouragement, praise and additional privileges.
Inappropriate behaviour is discouraged through the following consequences:

verbal warning / discussion of the event

loss of privileges / time out

oral or written apologies

notification to parents and/or interviews with parents

referral to principal or principal designate

withdrawal from extracurricular activities

replacement of lost or damaged articles

in school or out of school suspension

expulsion

Consequences of behaviour should facilitate learning, be relevant and be understood by
the student.

White Slips

White Slips are issued to students for serious misbehaviour such as inappropriate

language (including disrespect or impertinence to authority), harmful behaviour (physical

and oral), lying, and being out of bounds. The students must report to the Principal or

Principal Designate with their White Slip. I
Office. The Principal or Principal Designate assigns consequences according to the

severity and frequency of the misbehaviour. Parents are contacted at the time of the third

White Slip. The fourth White Slip is followed by an in-school suspension. After the fifth

White Slip, student-daysuspnsienandeustdaaccdmpaniedh o me 6 o0 n
by a parent when they meet with the Principal upon returning to the school.

= =4 =4 -8 _8_48_9_°_-2°

Attendance and Punctuality

Regular attendance and punctuality shows organization, respect and maturity. Students
are expected to attend school regularly and arrive promptly since late arrivals cause
disruption. If a student is absent, please phone the school by 8:30 a.m. If
parents/guardians neglect to inform the school, The Maplesvill not call home to inquire.
Parents/guardians may be requested to pick up work for an absent student, or homework
may be sent home with a sibling or neighbouring peer.
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Section B

The morning bell rings at 8:50 a.m. School is considered in-session at this time. Students

not in school for opening exercises are considered late. Lates are recorded and

subsequently reported on report cards. If a student will be late due to an appointment and

wi || return to school by morning recess, the
penalized as long as the school has been notified in advance. Students absent due to

severewe at her (i-ba saysjvBlbnat begenatizadas long as the school is

notified. Recognition for exemplary attendance (no more than 3 absences and/or 5 lates)

is given at the end-of-the-year ceremony and the recipients have their name placed on the

annual Exemplary Attendance Plaque.

Personal Appearance/Dress Codes
Students are expected to be neat and clean in their personal appearance; inappropriate
dress and appearance conf Imatwetresponrsiblerandt he schoo
socially acceptable behaviour in all students. Students are expected to arrive at school
appropriately dressed for all prevailing weather conditions.
Personal appearance expectations include:
1 Hair must be clean, neatly brushed/combed.
1 Makeup is not to be worn by students in school.
1 Jewelryywhi ch distracts or i nt eisnbteermittsd wi t h t h
1 Valuable jewelry should not be worn to school as the school cannot be
responsible for lost items.
Hats are to be removed indoors.
Il fitting (e.g. tight or overly loose) clothing or clothing with inappropriate
messages are not permitted
9 All students are required to have two pairs of footwear at school. Outdoor
footwear is to be removed and placed in an orderly fashion on shelves provided
near the doors. Since everyone must exit the building during fire drills, it is
imperative that indoor footwear is worn at all times.
1 Appropriate, loose fitting gym clothing and non-marking shoes must be worn in
physical education classes.

= =

School Uniform
Students from Junior Kindergarten to Grade 8 are required to wear their uniforms each
school day except for the monthly Fashion Fridays and certain spirit days. The uniform
enhances the studentso s emespectam felf-diseidlilengi ng an
Uniforms must be clean and in good repair. The school reserves the right to modify the
specific items as the school decides from time to time.
9 Clothing worn on Fashion Fridays must conform to the Dress/Personal
Appearance Codes.
9 Students are not allowed to wear garments other than the crested uniform
pullovers (sweaters), vests or fleece tops over their white crested shirts or blouses.
9 If t-shirts or other tops are worn under the crested uniform shirts or blouses, they
must not be visible.
9 If students come to school without their complete uniform, they will be asked to
wait in the office until their parents bring the uniform. If parents cannot be
contacted, students will be loaned articles from the school inventory.
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1 We strongly recommend that all school clothing be labeled with the student's
name.

Full Dress Uniform
The full dress uniform is to be worn at all the First-Of-The-Month Assemblies, concerts
and other public performances, school trips and other special occasions.

- white crested Oxford shirt (long or short sleeve)

- French-cut blouse or Peter Pan-cut blouse (long or short sleeve)

- McCarthy navy pants or walking shorts

- McCarthy Gordon plaid tunic or kilt with navy tights or socks

- green crested V-neck pullover (sweater), green crested cardigan or green crested

vest (not fleece tops)

Daily Uniform
- any Full Dress Uniform items
- white crested golf shirt
- white crested turtleneck
- green crested fleece or green crested quarter-zip fleece tops
- navy blue skort

Gym Uniform (Grade 4 to 8 only)
- crested gym shorts (black)
- crested gym T-shirt (green)

Hygiene

Students are encouraged to practice good hygiene habits in regard to eating and the use of
the washrooms. Older students should apply deodorant before coming to school and after
physical education classes.

Students are expected to come to school clean. Kindergarten students should have a
change of clothing at school.

PTA Lunch Volunteers are instructed in appropriate procedures in regards to the safe
handling of food.

Homework

All students may be required to do school work at home. Although there is no school
policy specifying the amount by grade level, students should be prepared, most evenings,
to do supplementary reading and memory work such as number facts or spelling. As
well:

1 Any unfinished work assigned in class should be considered homework.

1 Homework assignments are noted and outlined on the daily worksheets or in
student planners.

9 Students may receive consequences for incomplete homework. If students
have valid reasons for not completing homework they must share their reasons
with teachers at the beginning of the day.

1 Parents should explain reasons for incomplete homework on the worksheet or
in the student planners.
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Lunch Time Expectations
Students should

9 bring their own utensils
1 wash their hands before eating
1 be seated, talk quietly and use proper table manners while eating
1 seek permission to leave the classroom
9 finish lunch before dismissal
1 take home leftovers and containers - waste is discouraged
9 take home all uneaten food, so parents may monitor quantities, likes and
dislikes
Bal anced and nutritious Alitterlessodo lunches

and the sharing of lunches are discouraged. Microwaves are available for reheating
food.

Keeping Your School Clean
The school provides separate bins for regular and organic garbage as well as bins for

recyclable material and recyclable fine paper.
9 Take pride in your school T keep your classrooms, playground and washrooms @

clean.
1 Remove outside footwear at entrance doors and store on shelves provided. @
9 Place all waste and recyclables in appropriate containers.

=)
! Testing / Reporting to Parents

The Mapleases the Ontario Ministry of Education Elementary Report Card format.
Formal parental interviews are conducted in the First Term after a Progress Report is sent
home. Reports are sent home at the completion of each term, in February and June.
Teachers are available for interviews upon request after the term reports and at any time
during the school year. Interviews should be scheduled in advance.

9 Daily communication between home and school is encouraged through the use of the
daily worksheets, student planners or email.
9 Student knowledge, progress and skill development is monitored with quizzes, check-
ups and end-of-unit tests. Longer examinations are written in intermediate grades.
T AI'l studentsod skildl |l evel s in the basic sk
assessed when applying for enrollment and are re-tested later in the year to measure
growth. These standardized tests may be administered at any other time during the
school year i f there is any concern about

The Canadian Test of Basic Skills is administered to all Grade 3 to 8 students each school
year.
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Opening Exercises

Allclassespar ti ci pate i n opening exer amasnens
of silence out of respect for individual beliefs. Students are expected to participate
appropriately and stand respectfully. Students may leave the room during opening
exercises for religious reasons.

No School Days / Phone Tree

If school is to be cancelled due to bad weather, dangerous road conditions, heat or
power failures, etc., families will be contacted after 6:45 a.m. by email and/or
through the Phone Tree system. Families on the phone tree may be responsible for
calling at least one other family.

If families do not receive a call, assume the school is opeli the staff can safely
reach the school, every effort will be made to keep the school open. The school
does not automatically close when the local school board buses aamcelled.
When the weather is questionable and road conditions are uncertain each family
must make their own decision about coming to school. If any family feels that the
conditions in their area are unsafe, they should keep their children at home or come
in later when the conditions improve.

dai |l vy

Student sdé6 Use of t he School

)\  Students are allowed to phone home during school hours only for emergencies.

Jul-11

A record is kept at the office of student phone calls. Students are not allowed

to call home if they have forgotten lunches or school materials unless they
have specific permission from their classroom teacher. After-school
arrangements should be made outside of school hours.

Electronics at School and on Field Trips

All electronic products, including iPods/mp3 players, cameras, laptop computers,
cell phones, handheld video games, etc., brought to school or on a field trip by a
student are brought at his/her own risk

Students may not use electronic devices during class time without permission
from his/her teacher.

Students who choose to bring music and video devices on a field trip
are encouraged to leave the devices on the bus since it is locked.
Cell phones should not be used at school or on a field trip (even at
recess or after school) unless a student has specific permission from
his/her parents and a staff member. Students are encouraged to use
the office phone.

Students should not use cameras at school, without specific
permission, due to privacy concerns.
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Lost and Found

Lost and Found articles are kept in the office. Unclaimed items will be donated to
charity. Students should not bring valuables (jewelry, electronics or money) to school. If
it is necessary to do so, they must be taken to the office for safekeeping. The Mapleds
not responsible for any lost or stolen items that have not been placed in the office.

Birthday Circle

Staff and student birthdays are published in the monthly newsletters. At the end of each
month, the school celebrates the staff and student birthdays by gathering in the gym.
Parents of students with birthdays in that month are asked to provide

cookies. Please be aware that there are students with nut allergies and 6 <> ‘1 Fﬁ‘f
avoid products with nut ingredients. There are two Birthday Circles J
held in June; the second assembly celebrates the summer birthdays.

Students may wish to use the occasion of their birthday to donate a book L’MW"’ )’9

to the school library. The donation is announced at the assembly. A
recognition inscription is placed in the book.

Book Orders

The Maplegarticipates in The Scholastic Book Orders program. Each month order
forms are sent home with a specified return date. The program is organized entirely by
parent volunteers. Since the school receives coupons toward the purchase of additional
titles for the school library, families should consider purchasing books through the
monthly orders.

Service Projects

As part of the Values curriculum, each class participates in a service project
appropriate for their grade level. These projects may include but are not
limited to the following.

Terry Fox Run
The Maple participates in the Terry Fox Run in September each year.

UNICEF
A collection may be taken at the end of October to aid children in Africa.

Canadian Food for Children

TheMaplessupports Canadian Food for Children, (CFC), a volunteer, non-profit

charit abl e organization, through food and cl ot h
candy is collected and forwarded to CFC and
warehouse to assist in loading an overseas container.
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Christmas Food Drive

During the Christmas season, families are invited to participate in a food drive for the
local food bank.

For specific details regarding your class service project, please contact your teacher or the
office or request a copy of The Maples Values Curriculum Overview.

Concerts

The Maplegproduces several concerts each year. All students are expected to participate.
Studentsd music and drama grades are partial
students are not able to participate, advance notification is

required.

Due to limited seating, only immediate family members should
attend the evening Christmas performance. Grandparents,
extended family members and family friends are welcome to
attend a special performance, which is usually held during
school hours before the evening performance.

The Maplegproduces two spring concerts, with separate performances by grade divisions.
Students may be required to attend other public performances throughout the school year.
All family members are welcome to attend these performances.

Spirit Teams / Spirit Days

Each year Spirit Teams are made up of students from each grade and a MaplesStaff
member. Spirit Teams create school spirit. They provide leadership skill development
opportunities for the intermediate students as well as opportunities for students of
different ages to get to know each other. This discourages bullying and other negative
interaction that is sometimes seen among varying age
groups. Spirit Teams may meet for lunch, sit together
at assemblies and share community service
responsibilities around the school.

Spirit Team Days are held throughout the year .
involving the spirit teams in half-day fun or
competitive activities.

Spirit Days revolve around a theme such as Hat Day,
ColourDayorVal enti neds Day.
involve a short assembly during the day. All students
are encouraged to participate.
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Section B

Awards

Principal s Choice Awards

Every month one student from each classroom is acknowledged for exemplary
behaviour in a specified area. The quality or characteristic is announced at the
FirstAs sembl y each mont h. Reci pients
Pin and are taken out for lunch by the principal. Students may be eligible to
receive the award more than once in the school year.

End of Year Awards Ceremonies

Awards ceremonies, by division, are held in June. All students are acknowledged for
either an academic or social aspect of school life. Students are recognized in front of
their peers. Family members are most welcome to attend.

The following certificates are granted, by class, at the awards ceremonies:

Certificates of Distinction

9 awarded for Overall Academic Proficiency, to a maximum of two students in the
grade with the highest grade averages and who have excelled in all academic areas

Certificates of Excellence
9 awarded to students who excel in a specific subjecti.e. Mathematics, Physical
Education, Art etc.) but do not necessarily achieve the highest grade score

Certificates of Achievement
9 awarded to students who have demonstrated substantial improvementin a
specific subject

Certificates of Merit
9 awarded to students who exemplify specific social skills such as citizenship, or good
work habits.

Honours Standing

Honours Standing is awarded to students who meet the following academic criteria as
reported on the end-of-term reports:

Grades 1to 6 -Al'l AAO grades
-ARA6s0 and four @ABO grades
-fA6so0, three ABO grades and
Grades 7 and 8: - An 85% average,
-maximumof four marks i n t he A70s0
-maxi mum of one mark in the

Jul-11 -13-
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Section B

The Honour Roll

Students in Grades 1 to 6 will have their names placed on the Honour Roll plaque when
they achieve Honours Standing in both terms. Students in Grades 7 and 8 will have their
names placed on the Honour Roll plaque when their annual average is 85% or above and
they achieve Honours Standing in both terms.

End-Of-Year Awards

All students are eligible for the following trophies, plaques and medallions:
1 Public Speaking
1 Sports
1 French (highest grades -Primary, Junior and Intermediate divisions)

Other trophies, plaques, medallions or certificates, such as the following, may be
awarded:
9 The Grade Five Spelling Bee Award
91 The Highest Overall Grade 8 Average Award
9 The Instrumental Music Award
91 Supplementary Reading Awards (by grade)
1 Attendance Awards

Grade Eight Graduation

Each year graduates are recognized at a formal evening ceremony during the final week
of school. At this time the Grade Eight awards and certificates are presented. A class
valedictorian may be selected.
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School Security

The Maplestaff share in the responsibility to maintain school security in the building
and on the yard. Visitors are required to enter the building through the front door (signs
are posted on the exterior of the building by both entrances) and will normally be
monitored by the office personnel. The staff ask unaccompanied visitors to identify
themselves and the reason for their presence. Visitors are accompanied to the office.
In order to maintain a secure setting the following security measures are in place:

A. Exterior doors to the buildings are locked during specific hours

1 classroom doors are locked when the teachers and students are in class
9 door bells are installed at both exterior entrance doors
1 the back door is unlocked after school and during recesses
1 itis relocked after each recess
9 asign is posted at the back entrance directing visitors to report to the office
1 the front door is unlocked before and after school and at 11:45 to allow pre-
school parents to enter the building
B. Adri veway falarmo allows the office to mo
throughout the day.

Emergency Forms

Emergency Forms are sent home at the beginning of each school year. A separate form
for each student must be completed and returned during th first week of school.
Families must provide two emergency contacts.

9 Parents are responsible for informing The Maple®of any changes to the emergency
information. OHIP numbers must be provided.
9 If persons other than the parents/guardians will be picking up students from the
school on a regular basis they must be nam
personso.
1 Itis The Maplegolicy that a child may not be released to anyone other than a
parent/ guardian or named Aauthorized perso
Carpooldri vers should be specified on the emer
I f the parents or both the emergency cont a
is in peril, the emergency form grants The MaplesStaff permission to arrange
emergency transportation (ambulance) to the local hospital.

= =4

Minor Injuries

In the event that a student receives a minor injury (e.g. cuts, scrapes,

bruises, bumps, or slivers), the staff will use basic first aid practices to

clean the wound with soap and water to the best of their abilities.

Bandages, cold compresses and antiseptic cream may be used or other

simple first aid measures may be carried out. The student may be

asked to remain in the office for observation. Parents/guardians will be notified of the
injury at the end of the school day. First Aid Kits are located in the office and the gym
storage room. Portable kits accompany students on off school property excursions.
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Section C
Serious Injuries

Eye/face/head injuries, blows, falls from a height, cuts requiring stitches and suspected
fractures are considered serious injuries.

If a serious injury occurs on The Maplegremises The MaplesStaff member present will

decide immediately whether the injured student is to be moved to the office or made as

comfortable as possible [warm, dry and safe from further harm] at the location of the

injury. This staff member will remain with the injured student and delegate a responsible
individual to inform the Pr i-imMuedsudeits or t he Pr
should be removed from the location.

Most injured students wil/ be moved I mmedi at
first aid measures will be taken and the parents will be contacted.

The injured student must not be moved under the following conditions:

unconsciousness

suspected neck or back injury

falls from a great height

if he/she is unable to move

seizures

serious burns

In these instances, an ambulance will be summoned immediately and then parents will be
contacted.

= =4 =4 -8 -8 -9

If the injured student is moved to the office the following procedures will occur:
1 basic treatments or first aid measures are initiated. (e.g. iced, elevated, etc.)
1 the staff on duty in the location of the injury will contact, using the information
provided on the school Emergency Form, the parents/guardian or emergency
contact persons
9 additional appropriate measures will be undertaken in consultation with the
injured studentodés parents/ guardian or eme

If the situation warrants, e.g. - the condition of the injured deteriorates
-the injured studentoés | ife is i
- bleeding cannot be controlled, or
- UNCONSCIOUSNESS Or seizures occur

the Principal or his Designate will request emergency transportation [ambulance] to the

local hospital.

If the parents/guardians or both emergency contacts cannot be reached, a MaplesStaff
will accompany the injured student by ambulance to the hospital for emergency medical
care.

An Accident Report Form will be filled out by The Maplestaff on duty or present at
the time of the injury.
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Medication

In order to provide a safe environment for all students, it is the policy of TheMaples
that medication should not be brought on to the school premises. However, the
school recognizes that occasionally students must receive medication during school
hours or that some medications must be stored on school premises for emergency
purposes. If medication is to be administered at The Maplesthe parents of the
student to receive the medication must agree (in writing) to indemnify and save
harmless The Maplesas well as any and all of its employees, from any
consequences or damages that may occur as a result of this action.

As well, the following procedures must be observed:
1 all medication must be delivered to the school office or directly into the hands of
the childbés teacher by the parent/ guardi a
1 parents/guardians must complete a Medication Authorization Form when the
medication is delivered to the school (available at the school office)
all medication must be stored in its original container
all medication must be clearly labeled, identifying the medication and the student
for whom it is intended
1T the amount or quantity of the medication
special written permission is given by the Principal
9 written approval from the Principal must be obtained for any long term
administration of medication on the school premises
1 the administration of such medications will be supervised by the Principal or his
Designate(s)
9 the Principal must be informed immediately by the parents/guardian when any
change in dosage, format or frequency of administration of long term medication
occurs
9 medications on school premises will be stored, under the supervision and at the
discretion of the Principal, in secure locations

= =

Further procedures include:
9 any medications found with students on school premises, for which the above
procedures have not been adhered to, will be removed from the student and
his/her parents/guardians will be notified immediately

For the purpose of this policy and these pro
and non-prescription drugs, cough and cold remedies, pain relievers, Epi-pens, inhalers
and antihistamines.

Jul-11 -17-



Section C
lIness

It is the policy of The Mapleghat students who are ill may not attend that day. Since it is
expected that all students go outside for recess, students should not attend school if they
are not well enough to go outdoors. Specific arrangements for students to remain indoors
must be made by the parents/guardians. Children suffering from communicable illnesses
must remain out of school until they are no longer infectious. To avoid your child being
sent back home, contact the office for details in regard to the infectious period of such
illnesses as Chicken Pox. Should a child develop symptoms of illness after the
parents/guardians have left The Maplegremises, they will be sent to the school office for
observation and remain there until a further decision is reached.

If a student is diagnosed with a communicable illness, the school sends a notice home to
each family that has a child in that class.

When a student reports an illness to a teacher, he/she will 2z o)
1 assess the student in the classroom. '@ @'
9 send the student to the office for further assessment if " .-'.
necessary, notifying the office that the student has been sent )y

1 inform the office of symptoms or complaints - s

When a student is sent to the office because he/she is not feeling well
T t he st ude n twildetakee tgetermirse if tnereds a fever
1 the student will be questioned as to whether he/she has vomited or feels the need
to vomit
1 the student will be questioned as to whether he/she has diarrhoea
9 the student will be questioned as to whether he/she is dizzy or has a headache

If the student meets any of the above criteria, the office will phone home to have the child
picked up. Parents must arrange to have their child picked up if he/she has any of the
symptoms listed above.

If a student is not suffering from any of the above symptoms and would still like to go
home, parents wil/|l be called and wil|l
parents6 di scretions as to whet hfestudettsmt chi | d
going home, he/she will be sent back to class.

Allergies/Anaphylaxis

Parents/guardians of students with allergies of any form must inform the office and
provide a physician 6 s upo registration in order for The Maplego assist in providing
a safe environment. The Mapleswill exercise reasonable care to keep the school
environment safe, but parents/guardians are encouraged to educate their child in regard to
his/her allergy.

The Maplestrives to be a fi n drée environmen. All classrooms are to be free of
foods and non-food items that may lead to an anaphylactic reaction.

The school attempts to safeguard students with identified nut allergies. The parents of
students in classrooms in which there are identified students will be notified (in writing)
at the beginning of each school year and lists of nut and nut free products will be
published.

Further details in regard to this policy and these procedures are available at the office.
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Parking Lot

Detailed information as well as a diagram are published and sent home at the beginning
of each school year.
1 When entering the parking lot, keep to the right
1 Always position your vehicle so as to avoid reversing.
1 Always observe the posted speed limit of 15 km/hr.
9 If you need to park to go into the school do not park by the sidewalkwhich is the
designated AKiss o6n. FIyo | ane and the fire
9 When crossing the lot to reach the sidewalk, small children must be taken by the hand.
Drop off:
1 When dropping off students, pull over along the sidewalks.
T Vehicles that arrive first should fill in the spaces closest to the front of the building.
1 DO NOT STOP AND BLOCK THROUGH TRAFFIC.
Pick-up at 3:30 p.m.
1 The spaces beside the sidewalks are reserved for vehicles in which the drivers wait.
1 Students must remain on the sidewalk or back patio while waiting to be picked up.
9 The students are not allowed to play ball or use the playground equipment while
awaiting pick-up.
Under no circumstance are students to be dropped off or picked up on the road.
Vehicles should not be parked on the road.

Pets

Pets should not be brought into the school or on the playgrounds without prior permission
from the Principal or a Principal Designate. Pets may be brought to school under the
following conditions:
9 dogs must be on a leash and in the control of an adult
9 cats and other small animals, such as rabbits and guinea pigs, must be
transported in cages
9 animals brought to school for a specific purpose (e.g. Show and Tell),
must be taken home after the event
9 animals that are known to have snapped at, bitten or scratched
children must not be brought onto school premises
1 pets must be free of communicable diseases and their vaccinations current

1
1

Off School Property Excursions

Every off school property excursion requires written parental/guardian consent on the Off
School Property Excursion Form, which is sent home with the students prior to each
excursion. The form will include specific details of the trip including the method of
transportation. Buses are the preferred method of transport. Students are required to
follow the bus safety rules as articulated in the School Policy and Procedure Manual.

The bus company provides student safety seminars. For single class outings or local
excursions, parentsodé vehicles may be used.
Students are discouraged from taking large amounts of spending money on trips.
Teachers will suggest appropriate amounts if extra money is required for gift shops or
snacks. Bag lunches are required for most trips. Purchasing lunches is usually
discouraged.
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Parent Drivers
Although the use of buses is the preferred method of transporting students to off school
property sites, occasionally when the number of students does not warrant the rental of a
bus, private vehicles may be used. When parents transport students in their vehicles, the
following procedures must be observed:
9 drivers will provide the school office with a photocopy of their current valid
Ont ar i o [Bnseiand praofdokinsukancecoverage
1 two adults should accompany students in each vehicle
9 students must ride in the rear seat(s) and use a seat belt at all times
9 drivers must ensure that all provincial regulations regarding the use of child car
seats and booster seats are observed (details available from the office)
9 drivers must operate their vehicles responsibly according to the rules of the road,
weather and road conditions
The school will determine the route that will be taken and parent drivers must adhere to
this route and not make unscheduled stops both to and from the site. They must arrive on
time to avoid delaying the beginning of the scheduled activities and return to the school
at the designated time.

Role and Responsibilities of Parent Volunteers on Field Trips
Parent volunteers, while transporting students in their vehicles or supervising students at
an off school property site, are responsible for the safety and the appropriate behaviour of
the students in their charge. Parent volunteers must be prepared to demand and receive
respect and co-operation from the students in their charge. Supervising parents must be
prepared to insist on respectful, attentive behaviour of the students in their charge and to
keep the students in sight and in their assigned group. All students are to be treated with
respect and dignity. Self-discipline should be promoted. Suggestions and
encouragement to change inappropriate behaviour should be made. Positive behaviour
should be reinforced with encouragement and praise according to and appropriate to the
studentsé6é actions and their ages.

1 Serious misbehaviours must be reported to the teacher-in-charge immediately.

1 Volunteers must request assistance if they are in a situation of inadequate supervision
or facing problems.

91 No parent is to be alone with a single student, in a closed or confined area. Parent

volunteers must inform another adult when entering or supervising a student in a

washroom or change room.

All accidents and injuries must be reported immediately to the teacher-in-charge.

Supervising parent volunteers must be prepared to give the students to whom they are

in charge of, their fullest attention.

9 Conversations among parents, cell phone usage and other distractions from the
program should be avoided in order to allow the students to give their full attention to
the program.

Parents are not to bring siblings on off school property excursions.

= =4
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Bus Rules

At the beginning of each school year, The Maplesequests that the bus company,
providing bus services for the school, conduct bus safety sessions for all students. For
every bus trip, one teacher is to be the teacher-in-charge for that trip. He/She is

~

responsible for boarding and unboarding

procedures, discipline and safety
oo measures while on board and reporting to

™mmMm
e the Principal any incident and/or

disciplinary measures taken. The
classroom teachers accompany their

™ | 0
| |
— 12!

students in an orderly fashion to the

| | -l boarding area (usually the sidewalk along

the building) and wait with them until the
teacher-in-charge gives boarding
directions.

Students are expected to observe the following procedures:

)l

T
1
1

= = -4 A

wait carefully by the bus with their class until the teacher-in-charge is there to
direct them to board (do not run to the bus)

sit on the bus where the teacher-in-charge places them

follow the boarding rules and sit in the same seats on the return trip

remain seated until directions are given to disembark when the bus arrives at
its destination

behave in an orderly manner (noisy behaviour, such as shouting, is
unacceptable)

no change in seating without a teachero

no turning around or leaning forward to speak with students behind or in front
keep arms inside the windows

| ower or raise windows only with a teac

If space is available parents are welcome to ride on the bus. They may or may not
be able to sit with their child/children as determined by the teacher-in-charge.
Parents on the bus are expected to comply with all the bus regulations and
procedures.

Eating, drinking or chewing gum on the bus is not usually permitted.
If the bus procedures are not followed, students may be asked to change seats and
there may be further consequences when they return to school.

The teachers or private vehicle drivers take a photocopy of the Emergency Forms for

each student in their charge. The teacher in charge has a list of all students that will

be on the excursion. Before leaving the school the list must be checked to make sure

all students are present. When the students return, one teacher ensures that no

students are left behind. Before the bus leaves the student list is checked to ensure

that all students have boarded the bus. If students travel to the site of an off school

property excursion on a bus or in a private vehicle, they must return to the school on

the bus or in the same private vehicleunl ess wr i tten permi ssi on
parents or the teacher-in-charge is obtained. Parents must notify the teacher-in-

charge if they are taking their child off the bus for the return trip.
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Section C

Health and Safety / Emergency Procedures

Specific emergency procedural details are contained in The Mapledolicies and
Procedures Manual.

1 In compliance with the Ontario Health and Safety Act and Regulations, The Maples
certified Health and Safety Staff Representative, the Principal and the maintenance
staff conduct monthly inspections of all areas, materials and equipment on the school
premises.

Emergency evacuation procedures are conducted regularly.
The students are taught fire drill procedures that include
meeting at a designated place in the schoolyard if

students are not with their classmates or are not in their
classroom at the time of the alarm.

= =4

Severe Weather

The Maple®ffice receives weather advisory reports from
Environment Canada on a 24/7 basis. The Dufferin County
Weather Information Bulletin advises about the level of storm
activity, e.g. watch/warning.

The secretary will inform the Principal or Principal Designate of any
weather advisory reports received. The Principal or Principal Designate ~ ~* ™
will keep the staff updated as to the weather status. The Principal or Principal Designate
will direct the staff to initiate emergency procedures if a weather warning has been
issued.

Weat her and the natur al environment can be
Qutdoor play is an important and integral
inclement and severe weather and making decisions affecting the school day can be a

delicate balancing act between health and

Extreme Cold

Clothing for outdoor play:

All winter activities require warm, dry clothing. To prevent frostbite, children should be
dressed in warm clothes, including:

1 a hat(warm, close-fitting, and covering ear lobes; not a 'fashion’ hat or baseball
cap),

1 mittens (gloves do not keep hands warm as effectively as mittens),

1 loose layerdqan absorbent synthetic fabric next to skin, a warmer middle layer,
and a water resistant/repellent outer layer),

1 socks A single pair of socks, either wool or a wool blend (with silk or
polypropylene) is better than cotton which offers no insulation when wet. Avoid
extra thick socks as they can cause cold feet by restricting blood flow and air
circulation around the toes.

1 boots Be sure boots are dry and not too tight.

Children should get out of wet clothes and shoes as quickly as possible as they are the
biggest factors in frostbite.

Jackets should be zipped up. To avoid strangulation during play, use tube-shaped neck
warmers instead of scarves. Remove drawstrings on hoods and jackets because they are
also a safety hazard; better yet, buy clothes without drawstrings.
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Section C

The guidelines below are used to help us determine outdoor activity during extreme cold
weather periods. Please refer to www.safekidscanada.ca for further reference.

Children should play indoors if the ttmperature falls below-25C (-13F), regardless
of the wind chill factor.

Children should play indoors, regardless of the temperature, if the wind chill factor
is reported as-25 C (13F) or greater (This is the temperature at which exposed skin
freezes ina few minutes).

The Maplesnay make the determination that weather conditions warrant the cancellation
of outdoor activities even when the criteria above are not met.

Extreme Heat

We all enjoy the hot days of summer, but you need to take care on days of extreme
temperatures. The combination of high heat, high humidity, and other conditions can be
hazardous.

9 wear loose-fitting, light-coloured clothes, sunglasses, and a wide-brimmed hat.

9 use a sunscreen with an SPF of 30 or higher and an SPF lip balm.

9 sunscreen should be applied at home T if it is to be reapplied at school it should be
done outdoors or on a mat to avoid damage to the tile floors

9 drink plenty of fluids T water is the best choice

When extreme heat advisories are issued by the Ministry of the Environment outdoor
play will be limited or cancelled

Emergency Drills

Staff and students regularly participate in various emergency drills including fire and

tornado dril | procedures. Specific procedur
Procedures Manual.

In the event of an emergency or drill, all staff, students and visitors must follow the
procedures as directed by the principal or principal designate.

Evacuation

If such events occur that the school building must be evacuated, the entire student body
will walk to Headwaters Racquet Clubh 205467 County Rd. 109. Parents/guardians
will be contacted as soon as possible for pick-up at the racquet club.

Abuse Prevention

It is the policy of The Maplego provide a safe, abuse-free environment for all students,
staff and volunteers. In order to protect the students, staff and volunteers, no adult is to
be alone with a single child, in a closed or confined area where other adults cannot see.

It is a condition of employment at The Mapleghat the school is provided with a clean
criminal record search certificate, as well as personal and professional references. A
copy of The MaplesAbuse Prevention Policy is available through the Principal upon
request.
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The following procedures are in place in order to protect the students, staff and
volunteers while on school premises or acting on behalf of The Maples

9 Parents/guardians are welcome to visit the school; visits should be arranged
beforehand and approved by the Principal or Principal Designate.

9 All visitors to the school are required to enter by the front door and report to the
office.

1 All parents/guardians must go directly and report to the office before proceeding
farther into the school.

1 A school staff member or a parent volunteer will accompany visitors proceeding
farther into the school.

1 Forgotten lunches, books or instruments should be left at the office rather than
taken to the classroom.

1 Adults picking up students before the usual dismissal time must report to the
office first.

9 Parents/guardians wishing to visit students during the usual hours of school, in the
school or on the yard, must first report to the office and to the classroom teacher
or the supervising staff on duty in the yard.

9 Students are encouraged to report immediately, to the school staff, any unfamiliar
adults in the yard, the halls or the washrooms.

9 Two adults (staff or volunteers) must accompany students (if not their own
children) in a private vehicle while involved in a school sponsored activity.

9 Students will not be released at dismissal time or from the after school programs
to any unauthorized persons.

1 All parents/guardians are encouraged to use the staff washroom (by the office)
rather than the student washrooms.

Drinking Water Quality

Water testing is completed regularly and complies with the
applicable Ministry of Environment regulations. A

water fountain is available for the use of all students. Students
are encouraged to make use of reusable water bottles.

Head Lice

Head Liceareafactoflife and are no reflection upon a f atl
easily among groups of children. It is essential that all families be vigilant in monitoring

their children for head lice by checking heads regularly. When lice are discovered, the

affected children are sent home immediately to undergo treatment. A notice is sent home

to families with children in that class.

Upon return to school the following day, the student along with one parent must check in
at the office.

A reminder, regarding head lice (monitoring and treatment), is sent home at the
beginning of each school year.
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How Parents / Guardians Can Help

Please review the Code of Conduct with your child/children. Ensure that the students
arrive at school ready to take part in all activities and ready to learn.
This means that students must have:
T a good nightodos sl eep
a nutritious breakfast
outside clothing warm enough for recess breaks
proper clothing for gym classes
a nutritious lunch and snack
homework completed
arrived at school prior to the Opening Exercises

E

To

[o})

ssist and support The Maplesparents should:

pick up students promptly at the end of the school day

contact the office if they will be late for pick-up

call school before 8:30 a.m. if students will be

absent

1 read and sign daily worksheets or student
planners to indicate that homework has been
completed

9 write a note on the worksheet to explain
why homework has not been
completed

9 arrange meetings with teachers in

advance, if you have concerns

volunteer to accompany students on excursions

serve on the PTA executive or its committees

assist with the PTA lunches

= =4 =
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for regular and special events sponsored by the PTA

volunteer in a classroom, othert han t heir chil doés
assist in the development of their
a consistent time and place for their child to do his/her homework

= =

If parents are aware of serious conflicts between students, The Mapleshould be
informed. Even well intentioned involvement by parents in conflicts between students
can put both the parents and The Maplest risk. It is important to provide the
opportunity for conflict resolution to be managed by The Maples.
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Section D

Role of the PTA

The Parent Teacher Association (PTA) is considered a vital part of the school
community. Meetings and socials are held regularly. The PTA is duly constituted and
copies of the constitution are available upon request. Membership is made up of parents
with students currently enrolled in the school and teachers currently employed by The
Maples The executive is elected each May and assumes its responsibilities in June in
order to prepare in advance for the upcoming school year.

In addition to the executive, standing committees and coordinators assume annual
responsibilities such as fund raising, organizing PTA lunches, special events, social
events, book orders, after school programs, library assistants and welcome basket
preparation. Ad hoc committees and chairpersons volunteer for special events or
projects.

The efforts of the PTA volunteers allow the teaching staff to focus on academic and extra
curricular activities.

The PTA organizes a major annual fundraiser, the Fall Festival, in October. The Fall
Festival has become a popular event in the Orangeville/Dufferin area, attracting large
crowds. It includes a silent auction, craft vendors, hay wagon rides, refreshments, as well
as games and crafts for children. The festival provides an opportunity for the school
families to work together. The students are encouraged to be involved in the preparations
and participate in the events.

The PTA also raises funds through lunches provided for the students. Smaller fund
raising events may be held from time

to time for specific projects. Funds -

raised by the PTA are used to enrich Q
the school program with extra
equipment and additional instructional

materials. ' -

W
2P

Parents are urged to be as involved
as possible. Being involved in PTA
activities allows parents to be key
partners in thei
education and to contribute
effectively to
continued improvement.
Suggestions and comments are
always welcome and appreciated.
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Volunteer Policy and Procedures

The Maplewalues and seeks the participation of parents and other capable members of
the community including local high school co-op students, student teachers and other
persons interested in working with children.

Therefore it is the policy of The Maplego encourage volunteer involvement in school
activities and programs. Volunteer activities include:

9 assisting individual or groups of students with specific academic, remedial or creative
activities (musical, dramatic productions)

assisting staff with material preparation

assisting office staff with clerical duties

providing transportation and additional supervision for off school property excursions
assisting with student supervision

PTA sponsored events (lunches, special events, fund raising activities)

In order to protect volunteers and to safeguard the welfare of all students certain criteria

need to be met and specific procedures are to be followed before volunteers work in the
school.

= =4 =4 -8 9

Anyone interested in volunteering in the school, who is not a member of TheMaples
school community, must meet with the Director or the Principal and provide appropriate
identification and references as determined by The Maples

Volunteers who regularly work directly with students must

provide a clean criminal record search certificate and sign a yearly update
read and sign The Maples Behaviour Management Policy

read and sign The Maples Abuse Prevention and Harassment Policy
undergo an initial observation period

sign in and out in the Volunteer Log Book (in office)

= =4 =4 -8 -9

Parents whovolunteer for regular PTA sponsored events such as the monthly
lunches or special projects (i.e. Christmas Lunch) are exempt from the above
procedures.

The following procedures must be adhered to when volunteers work in the school:

9 if problems should arise with a student(s), seek guidance from the Principal or a staff
member

9 if there are any concerns in regards to daily procedures or duties, the Principal or a
staff member should be consulted

9 students are expected to treat volunteers with the same respect they show The Maples
staff. They are to be addressed formerly with the use of Mrs., Ms. or Mr. Students
who do not show the proper respect for volunteers must be reported to a Maples staff
member

1 maintain strict confidentiality in regards to familyands t udent sé per sonal

academic information
T a Maples staff should accompany vol

All parent and community volunteers are welcome to attend the annual VVolunteer
Appreciation Social. The students prepare and serve refreshments and provide
entertainment to express, on behalf the entire school, our appreciation for all the valuable
volunteer contributions, both large and small.
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