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Early Learning and Child Care 
Program Plan Template
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The personal information requested on this form is collected under the authority of the Early Learning and Child Care Act and is managed in accordance with the Freedom of Information and Protection of Privacy Act. If you have any questions about the collection or use of this information, contact your Early Learning and Child Care Staff member.
Introduction
Facility-Based program licence holders are required to understand and adhere to the Early Learning and Child Care Act (Act) and Regulation (Regulation). The Act and Regulation set out the minimum requirements that child care licence holders must follow to ensure the safety security, well-being, and development of children. This includes the development and submission of a Program Plan.
The Program Plan is designed as a tool to understand how programs will ensure children’s needs are being met and quality programming is being delivered.  It will also be used as a tool by Early Learning and Child Care Staff to monitor and support compliance to the Act and Regulation. To assist you in applying and operating a licenced facility-based child care program in Alberta you are encouraged to use this Ministry approved template to:
●         submit your proposed Program Plan
●         submit any proposed changes to the Program Plan during your licence period; and
●         receive approval of the proposed Program Plan or any proposed changes.
The Program Plan is intended to be a dynamic document that is reviewed regularly with program staff, parents and Early Learning and Child Care staff to ensure the plan remains applicable, relevant, and to ensure the programs are implementing the statements, policies, and procedures in the approved Program Plan.
As you complete the Program Plan template, you may find the Early Learning and Child Care Licensing Handbook a helpful resource to support your understanding of the requirements and obligations for providing a quality licenced child care program.
If you require support or have questions when completing your Program Plan, an Early Learning and Child Care staff member can consult with you. You may contact your nearest Children’s Services office and speak with an Early Learning and Child Care Staff member using the contact information found on our online look-up tool at the following link: Alberta Children’s Services.
Early Learning and Child Care 
Program Plan Template
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The personal information requested on this form is collected under the authority of the Early Learning and Child Care Act and is managed in accordance with the Freedom of Information and Protection of Privacy Act. If you have any questions about the collection or use of this information, contact your early learning and child care staff member.
Program Hours of Operation
Period of Operation
Does your program have planned/scheduled closures? 
Do you provide a nap or rest period?
Early Learning and Child Care
1)         Describe the early learning and child care philosophy your facility-based child care program is based on.
Best Practice Examples: 
● The program implements Flight- Alberta’s Early Learning and Care Framework Curriculum Framework, Reggio Emilia, Waldorf or Montessori.
● The philosophy is connected to the Principles and Matters to Be Considered stated in the Early Learning and Child Care Act.
2)         Please describe how your philosophy will be applied to encourage care and play experiences that support children’s development and early learning in your program.
Best Practice Examples: 
● Ensure that routines address children’s daily care needs.
● Children participate within open, engaging, and responsive environments where exploration and play are encouraged and purposefully planned.
● Reflection using a Learning Story is used to document children’s dispositions to learn within daily experiences of care, play, learning, and development.
● School-aged children are provided with the ability to learn and explore based on their age.
● Preschool children will be supported to build skills that will assist them when they go to school.
3)         Describe how your child care program plans to meet, promote and nurture the developmental needs of children for each of the following needs. 
*If providing child care to mixed-age groups, please clarify how you will meet the needs of children who may be at different developmental ages and have varying needs. This includes how you will ensure the unique developmental needs of infants are considered.
a)         Mental Needs: Describe how you will encourage nurturing relationships, create a safe positive environment, nurture confidence, and provide social opportunities. 
Best Practice Examples: 
● Children are co-constructors in developing intellectually by exploring and experimenting with the environment and by sharing ideas and information.
● Children have opportunities to develop thinking skills and language.
● Each child’s care, play, learning, and development are nurtured as educators work within a practice of relationships, appreciating family, social, and cultural practices and traditions and embracing a strong capable image of the child, as a mighty learner and citizen.
● Children are supported to develop self-regulation skills- the ability to adapt their behavior, attention, emotions and thoughts in response to what is going on around them (sitting still when appropriate, the ability to defer reward and positive self-talk are a few examples).
● Children are supported to express pro-social behaviour- voluntarily choosing behaviours that help and benefit others, such as sharing and cooperation.
b)         Emotional Needs:  Describe how you will support the emotional needs of the child (encouraging positive self-esteem, creating a structured environment, being responsive to attention needs, encouraging children to be independent learners, supporting emotional intelligence).
Best Practice Examples: 
● Children’s security comes from knowing that the adults they depend on will care for and protect them. Self-esteem means that a child feels both lovable and capable.
● Children should be challenged to master progressively more complex levels of moving, thinking, feeling and creativity.  
● School-aged children are supported to build skills in perseverance effort to achieve one’s goals even in the face of setbacks. Focus encouragement on effort and perseverance rather than performance and abilities.
● Opportunities are provided for children to be mighty learners and allowed the freedom to express themselves in a safe, secure and non-judgmental environment.
● Based on development and age of the child, programs create an atmosphere that allows children to express their emotions & gives them a sense of belonging.
● Children are supported with opportunities to develop skills for initiating and maintaining healthy relationships with peers and adults in their lives such as awareness, empathy, kindness, and assertiveness.
c)         Spiritual Needs: Describe how you will support each child’s spiritual needs as appropriate (support them in finding meaning, purpose, structure and value in their life).
Best Practice Examples: 
● In consultation with parents, each child will have available opportunities for spiritual development and growth to help support their understanding of the community and world in which they live in.
● Each child will be celebrated for their uniqueness and supported in their spiritual curiosities. Identify and celebrate differences and uniqueness of each child.
● Create a safe, open, welcoming environment for children to explore. Staff ask questions, actively listen, and build upon the information gathered.
d)         Physical Needs:  Describe how you will encourage physical activity, develop age-appropriate skills, support proper nutrition, provide rest, and provide sensory experiences.
Best Practice Examples: 
● Children have opportunities to use large and small muscles and to develop perceptual skills. 
● Opportunities for play and playfulness with others in purposefully designed outdoor and indoor environments are constructed and provided.
● Children have space to freely move and explore while taking calculated risks to test the limits of their mind, body and environment.
● Programs provide opportunities for gross motor activities incorporated throughout the day (minimum of 1 hour full body, physical activity).
● Programs provide activities that focus on fine motor activities (minimum of 1 hour/day). Fine motor activities should be available throughout the day so that children may choose an activity that they want to explore.
● Children participate within open, engaging, and responsive environments where exploration and play are encouraged and purposefully planned.
● School-aged children have the opportunity to help plan after-school activities to reflect the things they are interested in participating in, and include ways to foster a sense of autonomy, belonging and competence.
4)         Describe how you will ensure your program will be inclusive and accommodate the needs of all children including children with exceptional needs. 
Best Practice Examples: 
● Every child has a unique personality and special skills. The primary focus is on each child’s strengths and abilities as you work to make modifications and adjustments to their environment.
● Each staff member comes to learn and understand each child as individuals and what works best for them. Plan ahead to identify and avoid barriers for participation.
● Access support using the Getting Ready for Inclusion Today (GRIT) program, Access, Support & Participation (ASaP), and/or the Autism Society.
5)         Describe how you will incorporate and support the child’s familial, Indigenous or other cultural, social, linguistic and spiritual heritage to ensure it is central to the child’s safety, well-being, and development.
Best Practice Examples: 
● Opportunities to learn from elders and community leaders are provided to ensure authentic and meaningful experiences that connect curriculum to living and life.
● All cultures of the program will be supported by books, photos and knowledge of each family.
● Statement of inclusion to focus on all children’s backgrounds , family circumstances , including vulnerable children, where families are respected and valued.
● Programs will display pictures and provide access to literature to children and their families that reflect everyday cultural activities such as an eating or going for a walk.
● Children are enabled to grow their awareness of diversity and social responsibility, of their own and others’ identities; their responsibility to themselves, one another, and the environment; and their emerging understanding of themselves as citizens.
● Children participate within socially inclusive and culturally sensitive environments in which social responsibility for self, others, and the world is enacted.
6)         Child care programs should engage with community organizations, members and resources to support the child’s optimal development. Describe how your child care program will engage with and access community organizations, resources, and members to promote positive connections.
Best Practice Examples: 
● Programs work with the local public library to promote early literacy during story time once a week.
● Families are aware and connected with Provincial Family Resource Networks.
● Families and the local community are involved in decisions regarding the programs, procedures, and policies. 
● Program will seek out other professional supports for children, families and staff to support development.
7)         Relationships with families must be supportive and respectful. Describe the nature and scope of parental involvement in the child care program. The involvement and engagement of parents supports accountability of child care program providers, monitoring of child care programs and maintenance of quality child care programs.
Best Practice Examples: 
● Parents are part of the program planning and provide insight and feedback into the activities that meet the unique/individual needs of their child(ren) – create common/mutual goals.
● Creating a sense of community and partnership between program and family.
8)         Describe your process for ongoing evaluation and improvement of the child care program. Please ensure you describe how you will actively involve and engage parents and guardians to support accountability, monitoring, and maintenance of quality within your child care program.
Best Practice Examples: 
● Creation of a parent board for the facility-based licence or having a parent night once/month to gather ideas and suggestions for improvement.
● Installing a suggestion box, reviewing the suggestions monthly, provide parents and staff with the results of the month’s suggestions and clarify how the program will progress based on the feedback.
Staffing Plan
Child care programs must create a supportive work environment to maintain a qualified team of child care professionals and assist them in providing high quality child care services through its philosophy, policies, procedures, and practices. 
9)         Please provide a list of staff positions (including certified Level qualification requirements based on your program) and list related duties and responsibilities. 
Best Practice Examples: 
● This list should include program directors, program supervisor(s), Level 1, 2 and 3 early childhood educator, cook(s) and any other applicable positions. 
● Licence holders should refer to the Regulation to understand the requirements for minimum staffing and general supervision.
● Staffing plan must ensure that adequate staff are available to meet children’s needs and to meet the minimum regulatory requirements, including relief staff available to cover staff breaks, illness and vacations.
10)         Describe how you will ensure all staff and volunteers are screened. Please also provide a description of all other screening methods used (i.e. background checks, reference checks, interviews)
Best Practice Examples: 
● Each staff member and/or each volunteer who has unsupervised access to children will have a current criminal record check which is dated not earlier than 6 months prior to the date of commencement with the program and updated every 3 years, before it expires.
● Written evidence to verify the results of all required criminal record checks and vulnerable sector searches are satisfactory and demonstrate the staff member or volunteer has no criminal history that could impact the well-being of a child.
● All staff and volunteers have had their background checked and confirmed to assess their suitability to care for children. 
● All staff and volunteers have provided at least three satisfactory personal references from non-relatives that corroborate the provider’s suitability for working with children.
● A physician’s note that states the applicant is mentally and physically able to care for children.
11)         Describe how staff will receive orientation to your program so they are aware of and understand the Act, Regulation, Program Plan and administrative policies and procedures.
Best Practice Examples: 
● Signing and dating an orientation checklist or other documents that ensures they read and fully understand policies and procedures.
● The program supervisor ensures plenty of time is spent with the new staff member so that training and orientation is thorough.
12)         Please list the number of primary staff required to meet the staff-to-child ratios for the desired program capacity proposed.
Please select what program you provide 
Age of Children
Primary Staff Member to Children Ration
Maximum Number of Children in a Group
Number of Children Cared for in Program
Minimum Primary Staff Required
Infants Less than 12 Months
Age of Children
1:3
Primary Staff Member to Children Ration
6
Maximum Number of Children in a Group
Infants 12 Months to Less than 19 Months
Age of Children
1:4
Primary Staff Member to Children Ration
8
Maximum Number of Children in a Group
19 Months to Less than 3 Years
Age of Children
1:6
Primary Staff Member to Children Ration
12
Maximum Number of Children in a Group
3 Years to Less than 4 Years
Age of Children
1:8
Primary Staff Member to Children Ration
16
Maximum Number of Children in a Group
4 Years and Older
Age of Children
1:10
Primary Staff Member to Children Ration
20
Maximum Number of Children in a Group
Ratio and Group Size - Day Care
Age of Children
Primary Staff Member to Children Ratio
Maximum Number of Children in a Group
Number of Children Cared for in Program
Minimum Primary Staff Required
Kindergarten Children and School-Aged Children
Age of Children
1:15
Primary Staff Member to Children Ration
30
Maximum Number of Children in a Group
Ratio and Group Size - Out of School Care
Age of Children
Primary Staff Member to Children Ratio
Number of Children Cared for in Program
Minimum Primary Staff/Volunteers Required
19 Months to Less than 3 Years
Age of Children
1:6
Primary Staff Member to Children Ration
3 Years and Older
1:12
Ratio and Group Size - Pre-School Care
13)         During rest periods, staff must be on premise and available to meet children’s needs and in-ratios immediately when the rest period ends and/or children awake from designated sleep time. Outline below how you will continue to meet child ratios during these periods.
Best Practice Examples: 
● Cover-off for staff is available to allow for planned breaks during rest periods.
Ratio Group Size - Rest Periods
Age of Children
Primary Staff Member to Children Ratio
Maximum Number of Children in a Group
Number of Children Cared for in Program
Minimum Primary Staff/Volunteers Required
Infants Less than 12 Months
Age of Children
1:6
Primary Staff Member to Children Ration
6
Maximum Number of Children in a Group
Infants 12 Months to Less than 19 Months
Age of Children
1:8
Primary Staff Member to Children Ration
8
Maximum Number of Children in a Group
19 Months to Less than 3 Years
Age of Children
1:12
Primary Staff Member to Children Ration
12
Maximum Number of Children in a Group
3 Years to Less than 4 Years
Age of Children
1:16
Primary Staff Member to Children Ration
16
Maximum Number of Children in a Group
4 Years and Older
Age of Children
1:20
Primary Staff Member to Children Ration
20
Maximum Number of Children in a Group
14)         If you intend to provide care for mixed-age groups, please describe how you will align staff to meet the ratio requirements and the needs of the children.
*In the case of combined age groupings the majority age of the children in the group will be followed for ratio purposes
Administrative Policies and Procedures
Best Practice Examples: 
● Positive child guidance
● Problem solving plan
● Appropriate Prevention methods
● Approved Intervention methods
15)         As per the Regulation, please provide your child guidance policy that describes child guidance strategies for all ages of children in care, and your plan for how this policy will be communicated to parents, staff and children where developmentally appropriate.
Child Guidance Policy
Off-Site Activity
Best Practice Examples: 
● Parents will be provided a consent form at the time of registration for regular occurring off-site activities, (i.e. walking to park, access a sports field, etc.).  
● For specific field trips that are not a part of regular programming, parents are required to provide consent for each trip, and submit a signed consent form.
● Parents know the whereabouts of their child at all times and have been adequately informed of all off-site activities they consent to.
● Complete details of the off-site activity are provided, so that parents can make an informed decision:  date of activity, (when leaving to and coming back from activity); how staff can be reached when off-site; how many children will be involved; supervision and transportation arrangements specific to the activity are completed before the parent gives written permission.
● Description of how children will be transported to off-site activities, (i.e. Program owned buses/vans, city transit, hired bus services, parents transport, or walking only). 
16)         Describe how you will you advise parents of an off-site activity and, collect required parent or guardian consents.
17)         If you utilize an off-site outdoor space, please describe how the children will be adequately supervised, how their safety will be ensured, how safe boundaries will be maintained, and how children will be protected on their way to and from the outdoor play space.
Medication and Health Care
Best Practice Examples: 
● Medication is only administered to a child when written consent has been provided by the parent.  
● Parental consent for administration of medication is stored in an accessible location that is known to all staff and is portable to bring along on off-site trips.
18)         Please describe your policy that states that administration of medication to a child can only occur when the written consent of the child’s parent is obtained and how you will receive and store these consent records.
Best Practice Examples: 
● All medication is kept in a cabinet that is inaccessible by children, and in a locked box inside the cabinet
● All medication is in the original labeled container and is administered according to the labeled directions.
● When medication has been administered the name of medication, the time of administration, and the amount administered, and who administered the medicine is recorded.
● Parents or Guardians are notified that the medication was administered and updated on the status of their child as required.
19)         Please describe how you will ensure medication is stored in a locked container that is inaccessible to children, stored in its original labeled container, and administered according to the labeled directions. 
Best Practice Examples: 
● Medication required for an emergency is inaccessible to children, and can only be accessed by staff and the child who requires the medication in the case of an emergency. 
● Their parents and licence holder, have mutually agreed in writing to the emergency medication plan that ensures the particular child who requires the medication and other children in the program have the well-being considered.
20)         Please describe how you will ensure emergency medication to be used by a particular child as needed to prevent a medical emergency is stored in accordance with a plan that ensures the medication is accessible by staff and the child but is not accessible by other children in the program, and has been agreed on by the licence holder and the child’s parent.
Menus
21)         Do you provide meals and snacks for children in your program?
Please describe how you will ensure that menus are posted in a prominent place on the program premises.
Best Practice Examples: 
● Weekly planned menu containing meal and snack items are posted near the program entrance where parents are able to view them daily.
● Menus posted align with a food guide recognized by Heath Canada or Alberta Health, and support appropriate nutrition needs of the children.
● Parents are provided with a copy of the menu to ensure they are able to support the nutrition needs of the child when not receiving meals and snacks from the child care program.
Best Practice Examples: 
● In the case of an accident or a serious illness involving a child, the parent must be notified immediately. If parent cannot be reached, the emergency contact person will be notified.  Children will receive medical attention deemed necessary.
22)         Please describe how parents will be notified in the case of an accident or serious illness involving their child.
Accident or Illness
Best Practice Examples: 
● First aid procedures are followed by a staff member with approved first aid certification, acceptable to the statutory director. 
● 911 is called immediately when required.
● Staff can readily identify the parent or the emergency contact person who must be contacted.
23)         Please state how you will respond to an accident or serious illness that involves a child. This includes ensuring that a child receives medical attention as necessary.
Best Practice Examples: 
● The program supervisor takes the lead and ensures all accidents are reviewed at regular staff meetings to receive feedback on how to be proactive instead of reactive.
24)         Please state how the program will track, review, analyze and respond to accidents. This includes identifying of any trends or potential issues so that future accidents can be prevented and avoided.
Best Practice Examples: 
● Staff are actively participating in, or guiding children’s activities, while being attentive, alert and watchful of each child, as well as engaged with the group. 
● Supervision is adjusted to the specifics of the child care environment and the individual needs of the children attending the program. 
● Able to demonstrate that children are safe and are supervised in accordance with their developmental needs and that primary staff are aware of children at all times.  
● Supervision practices are reviewed every six months at staff meetings.
● All children are accounted for both on and off program premises, when arriving or leaving the program premises or entering and leaving a vehicle.
● At staff orientation, the program supervisor ensures new staff spend time in all the rooms where childcare is being provided and describes adequate supervision techniques in each room -  and -  spends times outdoors showing appropriate supervision techniques around play equipment.
● Staff conduct regular safety checks of the program premises and equipment to remove hazards and complete safety assessment checklists as required.
● Staff can identify where extra supervision is required to position equipment and arrange the environment to allow staff to supervise the children’s indoor and outdoor play spaces, rest, and bathroom areas.
● School aged children are provided guidance and are distally supervised based on their age and development. 
25)         Please state your supervision policy and practices, including a description of the methods used to ensure that primary staff effectively supervise children's play and behavior in both indoor and outdoor settings.  Effective supervision prevents injuries, accidents and reduces harm to children. It also promotes safe, positive, responsive and intentional learning environments for children and staff. 
         
         Please also ensure you describe how you will ensure that primary staff are aware of the program's indoor and outdoor physical environments, and supervision policies.
Supervision Policy and Practices
26)         Please describe how the licence holder will promote child safety through supervision practices, including ensuring all children are accounted for both on and off program premises, when arriving or leaving the program premises or entering and leaving a vehicle.
27)         Please state how you will ensure parents or guardians are informed of all required information that is required to be posted as described in the Act and Regulations. 
Informing Parents of Postings
Best Practice Examples: 
● A Licence holder of a facility-based licence notifies parents or guardians in writing of the new posting that is available for review in a clearly visible and prominent place on the premises where the licenced facility-based program is being provided.
● Parents are informed and aware of all changes to policies and procedures, including the Program Plan, through parent orientation at the time of registration and are provided updates on any changes throughout the year.
● Parents will be issued an email about any new postings to ensure they are informed of any changes to the program and updated on current events. 
● Parents are issued a newsletter monthly of the programs plan for the next month and are informed of any plans, events or changes to the child care plan.
● Programs notify parents or guardians of all incidents and any planned or unplanned events that may impact or has impacted the child’s well-being but didn’t not result in a hospital visit or physical injury. (i.e. Child was upset over fire drill, a child showed anxiety when going down the slide).
28)         Does the program provides transportation for children between school and the program's premises?
Transportation
Please describe the following
a.         the mode of transportation used (i.e. walking, program motor vehicle, 3rd party chartered school bus).
b.         how you will ensure that a child's parent is informed and has provided consent in writing to be transported to and from school by the child care program.
c.         the procedural steps that must occur when a child fails to show at the arranged pick-up time or location.
Best Practice Examples: 
● All drivers have appropriate class of licence and training to provide transportation.
● Details of transportation and supervision have been planned and documented, and communicated to parents or guardians. 
● What time are they dropped off at school and where- on the playground when a teacher is on supervision or are they walked to their classroom.
● What time is dismissal and when are they picked up.
● Where is the meeting spot or are they met at the classroom. 
● The form usually includes a statement that it is the parent’s responsibility to inform the program of any changes in their schedule.  
● The program must develop steps to follow if the child does not show up as arranged.
29)         Do you provide overnight child care?
Overnight Child Care
Please describe how you will ensure the children are supervised and their needs met provided overnight child care.
Best Practice Examples: 
● The licence holder has arranged to contact their health inspector concerning any pertinent regulations.
● Staff understand and can readily communicate emergency evacuation procedures.
● Staff are able to identify a critical incident and how to respond to it.
● Staff can articulate the process for reaching the program director for advice or support as required during overnight care.
● Supervision practices for overnight care are clearly defined and directly applicable.
● Staff must be aware of all medications that are required, including how to timely access emergency medications.
● Staff are able to apply developmentally appropriate routines to encourage sleep (i.e. playing music, lullabies, story book).
● Children’s security, comfort, flexibility of times for sleep are considered in accordance with the individual needs and schedules of the child and/or their family.
● Children are provided developmental appropriate opportunities to address hygiene needs including bathing needs, brushing teeth, and changing into sleeping attire.
30)         Please describe your records policy including how records will be stored, kept up-to-date, and in which format(s) they are maintained (digital or paper).
Records
Best Practice Examples: 
● Director or assigned staff member completes regular reviews of information with the parents.
● A good record should be easily retrievable, kept up to date, and contains the information as indicated in the Early Learning and Child Care Act and Regulation.
31)         Please describe your emergency procedure policy, including a description of how staff and children, where developmentally appropriate, will be informed and aware of emergency evacuation procedures and describe how and where this will be posted. 
Emergency Evacuation Procedures
Best Practice Examples: 
● Have consulted with local emergency services to implement recommended and approved practices (i.e. fire department).
● All emergency procedures are available and directly correspond with guidance from the local fire department.
● Fire drills will be scheduled and practiced at regular intervals (i.e. Quarterly).
● Staff have been oriented on all procedures.
● Policy and procedure on how to work with emergency service personnel if lock-down procedures are required due to a serious incident.
● Portable record is readily accessible in case of emergency evacuation.
32)         Indoor usable play space includes all space that can be accessed by the children at any time during all operating hours for play purposes. When determining maximum capacity for children, it is important to understand what total usable play space is available. This may include areas that the children may access within the premises that allow room to play. This does not include staff rooms, supply rooms, kitchens, closets, or fixed storage furniture like cubbies, shelves, or cabinets that cannot be used as play space.
Usable Play Space
         Please be aware that if you have a child care licence that was issued to prior to December 1, 1990, the floor space may be calculated by measuring the usable floor space, including unencumbered hallways, but not including stairwells, kitchens, offices, staff rooms or half the washroom. For more information on how to measure your program please contact your early learning and child care staff.
1.         To ensure that each child has a minimum amount of primary play space available for playing, resting, eating, and learning purposes. According to the Early Learning and Child Care Regulation, a licence holder must provide a minimum net floor area of:
● 3.0 square metres of primary play space multiplied by the licenced capacity for a day care, if the licence holder provides day care programming.
● 2.5 square metres of primary play space multiplied by the licenced capacity for pre-school care, if the licence holder provides pre-school care programming.
● 2.5 square metres of primary play space multiplied by the licenced capacity for out of school care, if the licence holder provides out of school care programming.
2.         Determine Total Square Metres. Please provide the Length and the Width of the usable indoor primary play space and subtract any areas that are unable to be used. (i.e. fixed shelves, rooms for staff only).
X
=
3.         For the Total Square Metres calculated above, a maximum number of Day Care children and Preschool/Out of School children are provided below. 
4.         To determine how much space is needed based on the number of children, please select the group and enter the information required below.
         Please select group  
Square metres
Square metres
Square metres
33)         Based on your facility-based program, please fill in the box below to clearly identify how your primary indoor place space will be utilized by your program and a provide a description on how it meets or exceeds the minimum requirements.
         This includes submitting a visual to Early Learning and Child Care Staff that includes clearly labeled images, and/or diagrams that illustrate how the layout of your indoor play space is utilized by your program.
Best Practice Examples: 
● The primary indoor play space layout adheres to the different groups of children, and the maximum group sizes.
● The layout of the program and fixtures allow for and promotes adequate supervision (i.e. no blind spots).
● Staff are able to be strategically placed to supervise and respond to children’s needs.
● An attachment has been submitted to Children’s Services that accurately shows in detail the layout of the indoor play space.
Outdoor Play Space
Minimum Requirements
Day Care
● Not less than 2 square metres for each infant under 19 months of age receiving day care, and 
● Not less than 4.5 square metres for each child who is 19 months of age or over receiving day care.
         Example Calculation for 20 Children under 19 months         
         = (20 Children under 19 months * 50%) * 2m²
         = 10 * 2m²
         = 20m² 
         Example Calculation for 20 Children 19 months and over
         = (20 Children months * 50%) * 4.5m²
         = 10 * 4.5m²
         = 45m² = total amount of outdoor play space required
         A Day care program licence holder must provide the following minimum outdoor play space that is on, adjacent to or within easy and safe walking distance from the program premises and accommodates at least 50% of the licenced capacity at a level of:
Out of School Care
         An out of school care licence holder must provide outdoor play space for children that is, to the satisfaction of the statutory director, within easy and safe walking distance from the program premises.
Preschool Care
         A preschool program is not required to provide an outdoor play space.  However, if your program provides an outdoor play space as part of your program plan, please fill in the following boxes to document your outdoor play space.
34)         Based on your facility-based program, please fill in the box below to clearly identify how your outdoor space will be utilized by your program and provide a description on how the outdoor play space meets or exceeds the minimum requirements.
         This includes submitting a visual to Early Learning and Child Care staff of clearly labeled images, and/or diagrams that illustrates the layout of the outdoor play space utilized by your program. 
*If you have applied and received an exemption or variance to your license please ensure your plan represents those changes.
Best Practice Examples: 
● The layout and equipment adheres to the different groups of children, and the maximum group sizes.
● The layout of the outdoor play space allows for and promotes adequate supervision (i.e. no blind spots).
● Staff are able to be strategically placed to supervise and respond to children’s needs.
● An attachment has been submitted to Children’s Services that accurately shows the layout of the outdoor play space.
Approval
I certify that the information I have provided in this program plan program plan  template is true and accurate, and understand it must be adhered to and approved by the Statutory Director or approved designate.
Ministry Use Only
Decision
Resources
Child Development Instruments:
Early Development Instrument: https://edi.offordcentre.com/
Middle Years Development Instrument - http://earlylearning.ubc.ca/mdi/
Improving Early Childhood Development and Learning (toolkits and resource sheets on various topics):
https://www.edc.org/body-work/early-childhood-development-and-learning?gclid=EAIaIQobChMIx_Dx4Ovc7AIVwRd9Ch2UhQ-LEAAYASAAEgJ-GvD_BwE 
Center on the Developing Child Resource Library - https://developingchild.harvard.edu/resources/ 
Resources for Early Learning - http://resourcesforearlylearning.org/educators/
Creating Indoor Learning Environments for Young Children - http://www.earlychildhoodnews.com/earlychildhood/article_view.aspx?ArticleID=294
It takes a Community to Raise a Child - http://www.earlychildhoodnews.com/earlychildhood/article_view.aspx?ArticleID=589
Healthy Eating and Nutrition:
Canada Food Guide - https://food-guide.canada.ca/en/
Canada Food Guide for Indigenous/Inuit and Metis: 
https://www.canada.ca/en/health-canada/services/food-nutrition/reports-publications/eating-well-canada-food-guide-first-nations-inuit-metis.html
Alberta Nutrition Guidelines for Children and Youth - https://open.alberta.ca/publications/5906406
Physical Activity:
Get Kids Moving in Child Care - https://healthykidshealthyfuture.org/5-healthy-goals/get-kids-moving/
Helping Children in Child Care Be Physically Active - https://childcare.extension.org/helping-children-in-child-care-be-physically-active/
Physical Activity for Children and Youth with a Disability - https://csepguidelines.ca/wp-content/uploads/2018/12/PA-New-Abilities-Toolkit-Final-ENG.pdf
Canadian 24 hour Movement Guidelines for Children 0-4 years - https://csepguidelines.ca/early-years-0-4/
Canadian 24 hour Movement Guidelines for Children 5-17 years - https://csepguidelines.ca/children-and-youth-5-17/
Programming:
Flight- Alberta's Early Learning and Care Framework - https://flightframework.ca/ 
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George Snider
Children's Services
As part of the legislative changes to the Child care Licensing act, Facility based licence holders are required to understand and adhere to the Early Learning and Child Care Act (Act) and Regulation (Regulation). These legislative documents set out the minimum requirements that child care licence holders must follow to ensure the safety, well-being, and development of children.  This includes the development and submission of a Program Plan.
The Program Plan is designed as a tool to understand how programs will ensure children’s needs are being met and quality programming is being delivered.  It will also be used as a tool by child care licensing officers to monitor and support compliance to the Act and Regulation. To comply with the Act and Regulation, at minimum, you are required to:
 use this Ministry approved template to submit your proposed Program Plan and any proposed changes;
 receive approval of the Program Plan at the time of application or renewal for a licence;
 submit any changes to the Program Plan for approval during your license period; and
 ensure the statements, policies, and procedures in the approved Program Plan are adhered to during the licensed period.
The Program Plan is intended to be a dynamic document that is reviewed regularly with program staff, parents and licensing staff to ensure the plan remains applicable, relevant, and that programs are implementing the plan
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	txtClosures: We follow the School District #51 Calendar and the Holy Spirit District Calendar. We do operate on School PD days or School closure days that are not Statutory Holidays. Those hours we will operate 7:00 AM - 6:00 PM. One day per year we close program for staff development training. This closure date typically takes place on the Friday previous to Family Day weekend. Please review our website for upcoming closure dates or check your email. During the months of September -June we operate a before and after school program. Children attending program during these months, must be enrolled at the school where the program of attendance is. During the summer months we operate a Summer Program Monday thru Friday within the hours of 7am - 6pm. Families are welcome to register at any of our operational programs during the summer. Typically we have 4 programs operational during this time. Families and Licensing are made aware of these dates as soon as possible - as early as registration into a program. Blast ensures to keep Licensing notified of planned or emergency closure dates as well. 
	txtNapFrom: 
	txtNapTo: 
	txtQ1Describe: The vision of the Lethbridge Community Out of School Association, It’s a BLAST Program is to become the premier out of school care program in Lethbridge.Treat all children as individuals by fostering creative expression and enhancing self confidence.Develop life skills by providing new opportunities to learn and succeed.Build Leadership skills through our Senior Blaster Program.Promote the value and importance of a healthy lifestyle.It's a BLAST is a play based program for children between the ages of 5-12. BLAST takes pride to work within and with local schools. Children are our business and we put a great deal of time and attention in hearing their likes and dislikes, what makes them excited and how we can continuously build our programs around their interests. BLAST provides daily activities which include: Drama Centers, Physical Games and Activities, Creative Activities, Center Activities (Toys and Theme based), Games and Quiet areas/spaces for reading and literacy. It's a BLAST is ideally located within a child's school. There is no need for transportation and this is of a huge asset to many working parents. As BLAST is at the school the teachers of the school are aware of the children that are to attend BLAST and this not only encouraged healthy communication between the schools but also helps to maintain consistency with school and Blast which can be of benefit to the child. Children are really able to feel as though the BLAST program is their own as this is part of their school. 
	txtQ2Describe: It's a BLAST is a play based before and after school program. We follow daily routines (times may vary according to the needs of each individual program) that foster the needs of the children as a whole group. Our staff team is provided with ample administration time to be able to plan programs according to the children's wants and needs. With focus put on each individual program, the programs really become part of the whole child - as their specific needs are being met - just in a group atmosphere. Children are encouraged to be open with our leaders and to express their wants and needs, their favorite things, things that would assist the with engaging in more activities. This has proven to be very effective with children in our program and provides them with some things to look forward to while they are in attendance at our program. Our program's primary focus is on school aged children and we have a great supply of toys, activities and centers available to programs to provide children with new play opportunities and learning experiences. Each school year we send out wish lists to our programs. Each child at the program is given the opportunity to tell us their interests, what they wish they could play at BLAST, what supplies they would like to see, etc. We combine this information and purchase supplies, and plan events around the feedback we have received from the children. Our play environment is set up to be easily accessible to all children - and no barriers. On occasion it is necessary for our programs to modify or change set up according to the needs of the school. An example of this would include when schools are hosting their Gymnastic Set Ups. Many of our programs operate out of the gym and often during this time is when the majority of the space we use is full of gym equipment. For safety reasons we are not able to use and play with this equipment but we still operate program. Program staff become creative on how to set up a usable, functional space that still accommodates all of the children and their physical needs. Setting up path ways and fun ideas on how to operate and move around safely. All of our programs focus on addressing daily children's care needs. Long days can be difficult on some of the children we support and there must be flexibility in our programming. We recognize that not all of our planning will go off perfectly and sometimes we must postpone or find alternate ways to participate in an activity. When the children are able to engage with our staff, and have a clear understanding of why things require movement or flexibility then we are able to generate healthy change. Children really express that they feel a part of their program, and actually enjoy speaking to their family about the events of the day and why we may have had to change or reschedule a certain activity. By discussing this with the children and keeping them aware the overall group tends to adjust to the changes with a better sense of understanding. Choices are very important within our program. We do not ever want a child to feel as though they need to do something they do not want to do. An example with this could be outdoor physical time. Perhaps a child doesn't like the wind or the hot weather. By providing a choice to the children on what activities they would like to engage in - they seem to be happily engaged in their program. At BLAST our programs will often theme their weeks or months and this is reflected in the weekly programming plans. Most times the themes that are developed are based on the children's interests. Theming weeks and activities can be fun and developmentally appropriate. Various activities pertain to the specific theme such as: Crafts, Books, Physical Games, Conversations, and Centers. As we have a variety of programs it is helpful that although the programs work and plan individually, but that we share our ideas amongst the other programs. This gives the staff opportunity to speak with their peers, discuss activities and plans that may have worked, or may not have. This is all about us developing fun and engaging, age and developmentally appropriate activities for the children we support.  
	txtQ3ADescribe: It's a BLAST is a social program and social experiences/opportunities are available for children daily, throughout their entire time at BLAST. Our staff are all trained to recognize feelings and expressions that the children display. When children are struggling perhaps with the program, or with other children at the program, they are encouraged to speak with their peers about what is bothering them and to work together to find solutions. Staff are aware of individual needs that each child has - even more so as they get to know them even better. Knowing some parts of each child's personality helps to support those nurturing relationships with others (other children and leaders). Children are encouraged at all times to speak to the leaders if they are having concerns. If children are uncomfortable speaking with the leaders themselves we encourage communication with parents and staff so that we can ensure that we are providing a program that feels safe and is safe. Every child should feel safe within our programs. If a child has a concern about any person, child or safety they are encouraged to speak up. Staff build relationships with all of the children. This assists with concerns between two or more children and how the intervene in those issues and concerns. We have basic BLAST rules that we regularly ensure the children are familiar with. If a child has a concern they will address this with staff. As the whole group is familiar with the rules, the children become familiar with their expectations but also how staff will assist with the situation. This familiarity helps to assist children to accept responsibility with themselves but also when they are home discussing the concerns with their families and how they - themselves - assisted with the situation and with the resolution. Conflict resolution within our programs is preferred to be practiced very similar in all of our programs. We follow Child Guidance steps in dealing with conflict resolution. Staff are asked to intervene in conflict in the following way:Staff will not use or permit the use of any form of physical restraint, confinement or isolation of children in the program. Staff will be aware of and will assist children in the recognition of problem solving skills. Staff will intervene immediately when aggressive actions occur. Staff will be responsive to the children’s abilities and needs for assistance. When dealing with conflict resolution, it is important that every child feels heard. Following an intervention of an incident, or an incident has yet to be discussed:Staff will get to the child's level. Without asking leading questions, staff will ask the child a variety of questions (Is everything OK? Is there something you would like to talk about? Is there something I can help you figure out?)Dependent on the situation, staff may encourage the children to talk to each other, or perhaps it may require a conversation with parents at the end of the day. Each situation is handled in a way that specifically addresses the children's needs - due to the situation. Conversation assists us in understanding individual needs, cultural needs and emotional needs. We are flexible with the children we support and encourage them to talk to staff about ways that they might feel more safe or comfortable within our program. Our staff meet with each other weekly (if not daily) to discuss individual concerns at the program to strategize plans or ideas that may help children with self-regulation or with behavioral concerns. As we are almost always in a group situation children are always encouraged to support each other, to share and to compromise. Staff actively supervise while they are working on the floor with children. Our eyes and ears are always open and we are ready to assist - when the child/children are unable to problem solve on their own. As we become more familiar with the children in our care we begin to watch for certain triggers or situations that may be difficult for some children to handle. Staff and the office work along side with parents and families to encourage the best possible time while the child is at BLAST. Tracking sheets are an available tool for our staff to use to document and keep track of daily things they are noticing with certain children. When we have this documentation we begin to anticipate patterns of concern and are able to strategize together as a team to assess the most viable, cooperative ways to assist in conflict resolution. When unanticipated behaviors of concern occur we can also track these. This would include watching for triggers, what was the child doing before the behavior or conflict occurred, etc. Office staff is easily available to staff to help strategize, observe and work with the team to develop solutions to help everyone involved. As cultural diversity is quite a topic amongst school and program we have found ourselves dealing with a variety of situations; whether it be the staff that is have derogatory talk about them, or if it is anther child - we believe that knowledge is power and we will do our best to educate the children on different cultures and encourage involvement from families in this respect. Do you have photos from the country you were born in? This is why I wear a headscarf and this is how you wrap it. Leading by example and role modeling appropriate behavior and conversation is how we can encourage the children we support to be kind and to treat everyone with respect as an individual. 
	txtQ3BDescribe: We at BLAST understand how important the relationship between child and adult/staff can be. A main focus of our programs are to ensure they are child centered. The programs that we offer always look at the interests of the children. We recognize that for some children our programs may be the only stability that they have in their lives, whether it be for a long or short amount of time. During the time the children spend with us we want them to feel comfortable with our leaders, being confident to open up to them to tell them what they are proud of or what is making them sad. It is a goal of BLAST to attempt to maintain as much constancy with the program leaders and try to maintain the same leaders as much as we are able. Children are able to discuss their feeling and concerns with the leaders and trust that their information will only be shared with those that need to know. Actively listening to the child helps them to know that their feelings are valid, we repeat what they are telling us so that the children understand and know that we are not just listening to them but we want to assist or help them with their problem. Children are encouraged to express themselves, their own way. We do this by using a variety of activities and tools such as sharing time with their peers, completing paperwork such as "I shine" where they are able to showcase themselves and what is important to them. Creativity with craft projects, open ended activities, and centers and books that the children have a choice to read or engage with. Displaying art work, and important facts about children (such as Birthday, Cultures, etc.) are ways that we like to showcase the individual child. We will not hesitate to modify our programs towards the needs of the children. This includes recognizing that each child is different and that we do not judge them for who they are. We practice positive child guidance and encourage empathy and kindness from the children at all times. Should a child be struggling with self regulation or with their feelings we will look at ways to modify that child's experience at program to assist them with this. We provide a branch off of our regular programming and call this the "Senior Blaster" Program. This assists children as they become older and move into grades 4 and up. It gives the older children a space for their own (sometimes a little space from a younger sibling is appreciated). BLAST does not restrict our "seniors" from interacting with the younger children and joining in their activities and centers. The senior area is restricted for children in grades 4-6 though. Often our "Seniors" would like to expand on their leadership skills, or their role modeling or responsibilities and our leaders take the time to help these children learn these skills. Our environment encourages a sense of belonging by ensuring that each child is important and they know it. BLAST posts Birthdays, special projects and drawings, we discuss cultural differences and encourage families share this information with our programs to increase our understanding of each of us as an individual. 
	txtQ3CDescribe: Blast maintains a close relationship with parents and families. We encourage our families to discuss their cultural differences with us, we plan multi-cultural activities to incorporate families beliefs and traditions. Knowledge is power and we strive to provide further knowledge of ourselves and each other to all of the children. We celebrate the uniqueness of each child in a variety of ways; some children want us to share their experiences with them and with the group while other children may prefer to keep much about them private. We encourage questions and will bring in tools/materials to help to answer those questions. By providing a monthly newsletter to families we are able to showcase what we have learnt and we absolutely encourage parents to share this with their children and to converse about what they have shown about themselves as individuals during our time together. Our programs see a great deal of diversity in our families that are part of our programs and we choose to embrace this. Children really seem to enjoy the conversations that arise from questions that other children have about them. And it is so fun to be able to have children speak to us in another language! They really seem to take pride in knowing a language other than English! 
	txtQ3DDescribe: Each of our programs have multiple activities for a child to participate in, at any given time throughout our open hours. Children absolutely drive our programs and they are always given a choice as to what they would like to engage in and when. The basics of Physical Literacy are incorporated into our programs and we always ensure that there is a physical space available for each program - indoors and outdoors. Children can move freely amongst a variety of centers and activities. Crafting and small motor activities are always available as well along with quieter activities and games for children that may be requiring some down time, rest time, or just prefer to have some time to relax. During Administration time, staff plan a wide variety of active, physical games (and often the children love to plan their own physical games, with their own rules as well). BLAST uses the school yard playgrounds and green spaces for gross motor play. Children are never left to go hungry at our program. Aside from our typical snack menu, programs at BLAST  plans themes around nutrition, and healthy lifestyle. Our staff are very in-tuned with the children we support, they become familiar with with their healthy, and unhealthy habits from home and work towards educating the children. Emotional regulation is an important aspect of daily programming. Should a child be unable to regulate themselves, emotionally or physically, this ultimately affects the entire program. Being so aware of the needs of each individual child, staff are able to plan and mentor children, helping them to understand themselves even more, helping them to understand their own needs. We provide a space within the program for a child to have some time to themselves should that be what they require. The older children that are part of the Senior program participate in regular peer teaching activities along with all about me days. The Peer teaching activities include planning activities that they can teach and show the younger children, ex. How to dye Easter Eggs. The all about me days are ways for the children to showcase important things about themselves and to hopefully have the other children maybe see them in a different way, or see similar interests. For example, a child may choose to bring in their hockey trophies. This way the child can discuss their enjoyment of game and their successes. Even what they did to be awarded the trophy. 
	txtQ4Describe: As we try to be an inclusive program, our staff are not primarily trained in the field of special needs. BLAST works along side with community agencies to acquire support staff for children that may require additional needs. FSCD supports community support workers, through the local agencies that are able to provide us with the necessary staff. Children that require support from an aid attend our program with their appointed aid. This process helps us to be inclusive to children of varying needs and to help them with the opportunity to be welcomed into a social environment. However, with the above information in mind there is so many different ways that BLAST recognizes the individual needs of each child. This can begin with the child's life at home. In many cases we only know what the child is telling us. This can include if they are having regular disagreements with their siblings, if they need to make their own lunch each day, how they think chores are unfair at home, or if they are going through even more changes in their home life such as divorce or loss of a loved one. BLAST provides a program that is like none other. Our programs are there for the children when sometimes they may feel no one else is, or that no one else is listening. We listen to the children and then work together as a team to plan how we can best support that child and focus on what they need at that time. Perhaps a child has lost someone very important to them in their lives and they just need to get away from the conversations that occur at home to just be a kid and to forget about what is making them sad for a short amount of time - we have toys and centers that children can get lost in, to forget about some of the ugly they may be dealing with. Staff understand when a child is potentially going through some tough times and know that occasionally their behaviors and friendships may be negatively affected. Planning can take place at this time and events and activities can be planned with a specific child in mind - perhaps we have some peer teaching on working with a team, perhaps we introduce a cooking club into the program, or play with manageable sensory items (play dough, slime) as a way to fidget and occupy our hands. All of these are examples of how we attempt to make BLAST a fun place for children to be. Not somewhere to forget everything going on in their lives but as a way to release some tension in positive ways. Also as mentioned earlier, we do work with outside agencies to assist us with some children within the program. These children may have difficulties in an over stimulating environment (perhaps some noise canceling headphones if the child would like to read), or playing with others (assisting in introducing activities to other children to assist them in the beginning stages of engaging with each other). Occasionally they can be light sensitive (we built a safe place that resembled a fort to block out light when needed) and find the environment too large to decide what to do (we build a quiet cardboard box fireplace to sit in front of and relax). Working with families to best support children with various needs is our best resource. With each registration that we do, should a parent/guardian make mention of any additional needs, there is a one on one conversation with a member of our office staff and with the parent to address how we as an organization can best support the child. Little tricks such as having a fidget box, or a special clean up song, etc.) can make a large impact when trying to help a child to feel their most comfortable in our programs. We plan with parents, discuss what we can expect, and how to best support the child along with the family. 
	txtQ5Describe: As mentioned earlier, we encourage family participation. Often children will ask questions of our staff that pertain to different cultures and social inclusion. We provide various resources to our staff that may not have the knowledge of the culture, or we will ask a family of how they may like to become involved to help us learn and explore their culture. We encourage children to be individuals and to embrace their culture. We plan themes that help to nurture the child's need to understand and learn about the differences they are noticing in their school and community. Our staff also come from a variety of backgrounds and will often engage in answering questions of their own culture. We encourage our staff to participate in the yearly events that celebrate various cultures and social responsibilities (Orange Shirt Day, Terry Fox Run, Etc. )Although BLAST does work with outside agencies to assist us our programming and with exceptional needs we like to work and strategize plans, if possible, prior to setting up aids. Although in many cases the aid is previously arranged and can be very helpful to provide one on one time with a child (in one situation this is very helpful as a child that experiences regular occurring seizures has an aid to recognize these signs very quickly).  These children may have difficulties in an over stimulating environment (perhaps some noise canceling headphones if the child would like to read), or playing with others (assisting in introducing activities to other children to assist them in the beginning stages of engaging with each other). Occasionally they can be light sensitive (we built a safe place that resembled a fort to block out light when needed) and find the environment too large to decide what to do (we build a quiet cardboard box fireplace to sit in front of and relax). Working with families to best support children with various needs is our best resource. With each registration that we do, should a parent/guardian make mention of any additional needs, there is a one on one conversation with a member of our office staff and with the parent to address how we as an organization can best support the child. Little tricks such as having a fidget box, or a special clean up song, etc.) can make a large impact when trying to help a child to feel their most comfortable in our programs. We plan with parent, discuss what we can expect, and how to best support the child along with the family. Upon a new registration with a child that may require some additional help or supervision  - we discuss this all with the family first. What works for them, what have they learnt from their child and how they feel we can best support their child. We then discuss information with our staff team. We try to provide a clear picture of what the child's needs are and how the staff are best able to support this child. Often staff will step up with experiences that they have had in the past, and discuss ways that they may be able to support the child, or suggest to the other staff ways that they can support. Seeking out more information on the child or on their exceptional needs may be a step as well. Then we implement the plans. This is almost always a work in progress and our staff are able to track on tracking sheets what has worked, and what has not. As we continue to plan for the child the completed tracking sheets can come in very handy. BLAST attempts to train our staff to deal with specific situations as much as we are able, this includes planning staff development days and speakers that we arrange to focus on what seems most relevant to what our programs are seeing and working with on a daily basis. Feedback from our staff is also very important. Often when we do staff development with the staff, they will recognize or spot something that is touching on concerns that they may have been dealing with - without even realizing it. Primarily our goal is to work with family, staff, and the child to accommodate their specific needs as best as we can in our regular everyday environment. 
	txtQ6Describe: Our organization works with various community members and organizations to:Provide supports to children that may require additional supports, schools and their facilities are a resource to us, we welcome family members to take part in special events and to host them; this includes sharing various cultures and customs with the program. We plan off sites to visit various businesses and resources within the local community and occasionally have ventured outside of the city limits.  Examples of this include:Families with Ukranian heritage showing the group how to make perogiesParticipating in cultural days (such as Indigenous days at the library)Word on the street is a fun way to get the children involved in a community eventFollowing the city's Park Passport and visiting local parksWe also like to include community events in our newsletters to families.
	txtQ7Describe: We are happy to welcome families into our programs. Parents are invited to take part in our regular programming, off-sites, indoor and outdoor play time and any other activities or events that we have planned. We enjoy hosting special events for our families including sports days with M&M meats or Pancake breakfasts where we can sit down with families, visit, get to know more about them and converse about our programs. Often parents will call or email our Office Staff with suggestions or feedback on our programs and ideas they may have that they would like to share with us. Parents are invited to our Annual General Meeting each year to also provide feedback to our Executive Director and our Board of Directors. Parents are also invited to be a part of our Board to become involved with Blast in a larger capacity.  Our parents are familiar with the primary staff at the program and we encourage open communication between staff and families. We have a 24 hour a day emergency line should a parent or guardian have a concern that may need addressing. We also complete a family and a child orientation when a child starts at one of our programs.As parents are occasionally in a hurry for drop off and pick up this does not always leave a great deal of time for us to collaborate or discuss program happenings and concerns with them. We have found alternative ways to stay connected with parents and families. Parents are always welcome to contact us via phone or email. We produce monthly newsletters specific to the program of attendance and we also maintain a website for further information. Being familiar with our local community is a great goal that Blast prides itself on. We enjoy taking the children on off sites to local businesses and neighborhood play areas. As the children that attend program most typically live near the school/program they attend then this provides them with familiarity of their surroundings and neighbourhood. 
	txtQ8Describe: Each year we have our Annual General Meeting which encourages parent feedback and suggestions. We have a parent portal that provides parents with the ability to have regular conversation with us and to stay alert of important program information. Our program has a parent board located in a convenient spot at each program. This includes our License, our most recent Licensing Visit along with other program information such as snack menu and snack for the day, and our weekly/monthly planning. Parents are provided with a monthly planning newsletter and should they have any questions or concerns we are available to them at any time through our emergency line. As we move forward into our post-pandemic world we expect to further the relationships between caregiver and parent by once again welcoming them into our programs. Currently though, we ensure that concerns are addressed with staff and if this is not possible then parents are welcome to contact the office. It is important to BLAST, as an organization, that our relationship and communication with the parent is clear and that every parent knows that what they are saying is important to us. All feedback and suggestions are looked at in a timely manner and there is always a personal touch between staff at BLAST and the families we support. 
	txtQ9Describe: Below is each job description that is held within our organization: Executive DirectorThe ideal Executive Director works as a dynamic leader and visionary of an accredited team of childcare and administrative professionals to implement licensed school age child care programs within the City of Lethbridge. The Executive Director also plans for and over-sees operations of the day to day tasks of the organization. The Executive Director is on call 24 hours a day as an emergency representative. Pre-Existing conditions of employmentThe ideal Executive Director should be able to demonstrate the following prior to being offered a position:1) University degree in a related field2) Proficiency in the use of computers and i.e. Sage and Microsoft Office 3) 5+ years of management roles4) Child Care Supervisor Certification- Alberta Child and Youth ServicesJob SummaryThe Executive director is responsible for the successful leadership and management of the organization according to the strategic direction set by the Board of Directors. The Executive Director performs the following:1. Leadership: The Executive Director works with a volunteer Board of Directors to ensure the vision and the mission of the organization is being followed.2. Operational Planning: Ensure the operation of the organization is efficient and effective. Ensure the organization meets the expectations of the Board and the stakeholders (i.e. Timely follow-up calls to parents and/or staff).3. Program Planning: Ensure that each program location incorporates goals and objectives that work towards the strategic direction of the organization4. Community Relations & Advocacy: Establish good working relationships with community groups. Communicate with stakeholders to keep them informed (open door policy).  Personal AttributesThe Executive Director will consistently demonstrate the following personal attributes:1. Ability to maintain strict confidentiality 2. A respect for all whom they interact with in relationship to their position with It’s a Blast.3. Possess an appreciation for cultural diversity. Primary Duties and ResponsibilitiesHealth, Safety & Environmental Responsibilities1. Provide the economic and physical resources to implement and operate the health, safety, and environmental management system. 2. Establish annual health, safety, and environmental objectives.3. Identify to senior members of management their specific HSE responsibilities.4. Communicate with senior government, client, and employee association officials to foster an environment complementary to the promotion of the health, safety, and environmental management system.5. Participate in major incident investigations that result in fatal or permanently disabling injuries, and all major loss incidents.6. Review and evaluate remedial actions of all fatal, permanent, or temporary disabling and medical-aid injuries, and serious or major losses.7. Endorse the Health, Safety, and Environmental Policy Statement.8. Participate in formal safety functions at the work-site levelAdministration1. Oversee attendance monitoring- including statistical analysis2. Ensures proper liability is in place for the organization3. Oversees and facilitates program policy and procedural development4. Facilitates open communications and problem solving between community partners, staff members and their parents5. Ensures Child Care regulations are adhered to as set out in the Alberta Child Care Act6. Negotiates office lease7. Negotiates School District facility usage8. Assists with annual events 9. Involved in advertising of AssociationAccounting10. Oversees Accounts Receivable, Accounts Payable, Payroll, Cashier functions and Year End Procedures11. Approval of all program and office purchases and disbursements12. Approval of Payroll and Telpay13. Ensures all financial reporting is completed and reported to the Board monthly14. Involved in preparation of Annual Budget with Program Coordinator, Office Manager and Accounting Officer15. Signs all association chequesHuman Resources16. Assists in interviewing potential candidates and makes placement decisions with HR and/or Programming17. Oversees the Performance Management process of TLs, PC, HR Coordinator, Accounting Officer, and Office Manager 18. Ensures that there is a formal system of accountability in place for all staff including but not limited to legally dismissing employees when necessary.19. Conducts regularly scheduled monthly 1x1 coaching meetings with all team leaders Involved in performance management processProgram Management20. Oversees the management of parent, child, school and community partnerships.21. Follows up with serious incidents.22. Ensure maintenance of basic Accreditation and Licensing standards while continually improving to ensure year over year increase in results.23. Visit all programs monthlyParent and Community Liaison24. Makes referrals and assists with the recruitment of external support systems for family clients that request such services.25. Acts as a 24 hour on call emergency contact for parents Monday-Friday.26. Meets at least annually with principals, caretakers and other “school” based personnel to assist with the assessment of Blast personnel.Board Liaison27. Attends monthly Board meetings and reports on program activities. 28. Makes program recommendations with HR and Programming.29. Sets organizational goals to develop an annual and long term Quality Enhancement plan (Eg://adding a school at Blast; reviewed with the board)Miscellaneous1. Any other tasks as required by Board of Directors. Knowledge/Skills/AbilitiesThe Executive Director is expected to have demonstrated experience or acquired knowledge in the following: 1) Knowledge of leadership and management principles as they relate to non-profit organizations.2) Knowledge of current community challenges and opportunities relating to the mission of the organization.6) Knowledge of Quality Assurance and ImprovementThe Executive Director should demonstrate competence in the following skills:1)   Adaptability: Demonstrate a willingness to be flexible, versatile and/or tolerant in a changing work environment while maintaining effectiveness and efficiency.2)  Behave Ethically: Understand ethical behavior and business practices, and ensure that own behaviour and the behavior of others is consistent with these standards and aligns with the values of the organization.3)  Build Relationships: Establish and maintain positive working relationships with others, both internally and externally, to achieve the goals of the organization.4)  Communicate Effectively: Speak, listen and write in a clear, thorough and timely manner using appropriate and effective communication tools and techniques.5)  Creativity/Innovation: Develop new and unique ways to improve operations of the organization and to create new opportunities.6)  Focus on Client Needs: Anticipate, understand, and respond to the needs of internal and external clients to meet or exceed their expectations within the organizational parameters.7)  Foster Teamwork: Work cooperatively and effectively with others to set goals, resolve problems, and make decisions that enhance organizational effectiveness.8)  Lead: Positively influence others to achieve results that are in the best interest of the organization.9)  Make Decisions: Assess situations to determine the importance, urgency and risks, and make clear decisions which are timely and in the best interests of the organization.10) Organize: Set priorities, develop a work schedule, monitor progress towards goals, and track details, data, information and activities11) Plan: Moves the organization forward, set goals, create and implement actions plans, and evaluate the process and results.12) Solve Problems: Assess problem situations to identify causes, gather and process relevant information, generate possible solutions, and make recommendations and/or resolve the problem.13) Think Strategically: Assesses options and actions based on trends and conditions in the environment, and the vision and values of the organization.14) Change Management: Proactively addresses issues and ensures that changes in the organization are driven both top down and bottom up to ensure collective buy in. Ensures a structured and well managed approach to changes to ensure smooth transitions between processes and people.Program CoordinatorPre-existing conditions of employmentThe ideal Program Coordinator should be able to demonstrate the following prior to being offered a position:1) Post-Secondary Diploma in a human services related field2) Proficiency in the use of computers and in particular Microsoft Office Suite 3) Early Childhood Education Certificate Level 2 4) At least two years’ experience working in the field of childcare and/or program development involving the targeted age group of 6-12.5) Class 5 Driver’s license, with a clean drivers abstract if required Job SummaryThe Program Coordinator is primarily responsible for the development and delivery of a quality childcare program at all BLAST locations within the city of Lethbridge. The Program Coordinator oversees and administers the programs, provides consulting services to the floor staff, conducts research, and develops programs and policies related to the before and after school programs. The PC must ensure that all programs are managed and met with accreditation and licensing standards.  The Program Coordinator reports directly to the Executive Director.KnowledgeThe Program Coordinator is expected to have demonstrated experience or acquired knowledge in the following: 1. Licensing standards2. Child’s developmental needs3. Safe and appropriate activities for children ages 5 to 124.  Knowledge of child behavioral management techniques and conflict resolution amongst a variety of interactions5. Organizational policies and procedures6. Leadership training principlesSkillsThe Program Coordinator should demonstrate competence in the following skills:1. Adaptability: Demonstrate a willingness to be flexible, versatile and/or tolerant to a changing work environment while maintaining efficiency, recognizing cost impacts and maintaining budgets2. Behave Ethically: Understand ethical behavior and business practices, and ensure that own behavior and behavior of others is consistent with standards and aligns with the values of the organization3. Build Relationships: Establish and maintain positive working relationships with others, both internally and externally, to achieve the goals of the organization4. Communicate Effectively: Speak, listen and write in a clear, thorough and timely manner using appropriate and effective communication tools and techniques that build and empower the team5. Focus on Improving Performance through Training: Anticipate, understand and respond to the programming needs of the organization and make recommendations for training that has the greatest impact for individuals and the organization as a whole6. Foster Teamwork: Work cooperatively and effectively with others to resolve issues that affect maintaining accreditation and licensing standards7. Organize: Set priorities, develop a work schedule, monitor progress towards goals, and track details, data, information and activitiesPersonal Attributes The Program Coordinator will consistently demonstrate the following personal attributes:1. Ability to maintain strict confidentiality2. A respect for all whom they interact with in relationship to their position with It’s a Blast3. Ability to be objective in the decision making processPrimary Duties and Responsibilities Health, Safety & Environmental Responsibilities1. Must behave in a manner that ensures the safety of themselves and their fellow employees.2. Ensure that workers are practicing safe work practices — discuss with other workers or alternatively, report individuals they feel are endangering the health and safety of themselves and/or their fellow workers.3. Call for assistance when needed, rather than attempting to do a hazardous job under-equipped or alone.4. Report any identified hazards or hazardous conditions to the Executive Director.5. Report any incidents that occur to BLAST Executive Director .6. Become thoroughly familiar with the safety program and its requirements.7. Actively participate in safety program development and maintenance.8. Follow safety standards and safe work procedures set out by Blast and regulatory requirements.9. Refuse to perform work when unsafe conditions exist (as defined in the provincial occupational health and safety legislation), and refuse to perform work that they are not competent to perform.10. Use required personal protective and safety equipment.11. Check tools and equipment, including personal protective and safety equipment for hazards before using them.12. Identify and report any safety hazards and unsafe work conditions Administration1. Meets with Executive Director and Program Assistants weekly for suggestions and feedback on planning, organizing and accomplishing daily tasks that are assigned to each team2. Writes and reviews the program manual in order to ensure it is up to date with current training, programming, licensing  practices 3. Compiles yearly calendars for the Catholic District and Public District 4. Works as a member of the Budget Team, focus on all program related expenses including staffing5. Writes and send out parent memos during the school year and the summerStaff Orientation and Training6. Develops and organizes monthly training to the entire programming team7. Conduct monthly Team Leader Meetings including aspects on; leadership, licensing, accreditation and programming.Programming8. Oversees the budget for the Programs 9. Creates and oversees the use of the program plans including: staff responsibilities, setup, planning requirements, staff meetings, child profiles etc.10. Organizes the planning to implement special events with the help of the ED and Programming team11. Conducts program evaluations and follow up on action plans12. Ensures that programming staff have available learning tools and resources to assist them with the program delivery13. Approves offsite locations, community presenters, community events, etc. 14. Conducts regular feedback conversations with programming staff to ensure constant improvements to programming, space and storage15. Follow up with the Team Leader and licensing on any non-compliance16. Any other tasks required by the Executive Director17. Ensure that Staff are offered professional development on a regular basis, and set goals for the programs and the staff18. Ensure all orders to remedy from licensing are complete 19. Performs regular visits to the program. Communication Liaison1. Answers licensing questions from programming staff 2. Communicates with licensing HR CoordinatorThe ideal Human Resources Coordinator will align with the It’s a Blast vision in becoming the premier Out of School Program in Lethbridge. The Human Resources Coordinator will respond to co-workers and all employees of the organization ensuring smooth communication and prompt resolutions. Pre-existing conditions of employment1. Post-Secondary Diploma or Degree required in a related field.2. One year of general business experience, Human Resources experience preferred.3. Proficiency in the use of computers, in particular Sage Accounting and Microsoft Office and other HR software and tools.Job SummaryThe Human Resources Coordinator is the primary administrator for day to day Human Resources functions in the organization. The role interacts with up to 50+ staff members. The Human Resources Coordinator has responsibility for these areas:1. Assisting with day to day operations in the department and providing support to the Executive Director and other managers2. Maintaining employee records (both in database and in paper format). Ensure all employment requirements are met3. Tracking documentation for payroll i.e. timesheets & process payroll4. Ensure Full cycle of recruitment is done efficiently5. Coordinate and liaise with other departments6. Support other functions as assignedPersonal AttributesThe Human Resources Coordinator will be in a fast-paced environment where the individual will be an example to other workers, as well as uphold a strong demeanor with regards to employee relations. The Human Resources Coordinator will consistently demonstrate the following personal attributes: 1. Ability to maintain strict confidentiality 2. A respect for all whom they interact with in relationship to their position with It’s a Blast.3. Ability to be compassionate and understanding, warm and personable.4. Ability to think in a strategic manner.Primary Duties and Responsibilities Health, Safety & Environmental Responsibilities1. Must behave in a manner that ensures the safety of themselves and their fellow employees.2. Ensure that workers are practicing safe work practices — discuss with other workers or alternatively, report individuals they feel are endangering the health and safety of themselves and/or their fellow workers.3. Call for assistance when needed, rather than attempting to do a hazardous job under-equipped or alone.4. Report any identified hazards or hazardous conditions to a Manager or Supervisor.5. Report any incidents that occur to the Executive Director.6. Become thoroughly familiar with the safety program and its requirements.7. Actively participate in safety program development (ongoing evaluation) and maintenance.8. Follow safety standards and safe work procedures set out by Blast and regulatory requirements.9. Refuse to perform work when unsafe conditions exist (as defined in the provincial occupational health and safety legislation), and refuse to perform work that they are not competent to perform.10. Report immediately to supervisors all incidents, injuries, and illnesses.11. Use required personal protective and safety equipment.12. Check tools and equipment, including personal protective and safety equipment for hazards before using them.13. Identify and report any safety hazards and unsafe work conditions or inadequately equipped or inadequately trained personnel to management immediately.14. Approach management about any issues relevant to the safety program that would improve the health and/or safety of Blast employees, contractors, and/or the environment. 15. Ensure OHS Manual is up to date16. Keep track of any accident or incidents, and report to WCB accordingly.Time and Attendance and Scheduling 1. Assist in creating schedules in collaboration with the Executive Director and Program Coordinator to ensure that Licensing ratios are met, employee strengths are distributed throughout the organization and that children’s needs for consistent and quality childcare are met. 2. Assist in maintaining accurate records of time off requests, including vacation, sick and personal days, leaves of absence and unpaid time off. 3. Accurately maintains electronic and hard copy files for all staff according to established guidelines. 4. On call after hours 6am-4pm for staffing emergencies on a rotational bi-weekly basis.Workforce Planning and Employment 1. Implementing the organizations recruiting strategy2. Interviewing applicants3. Assisting with completing reference checks4. Ensure onboarding of all new hires is done efficientlyAdministration 1. Ensures the administration of Payroll for the organization including accurate data entry and processing of payroll on time bi-weekly using Excel and Sage 50 Accounting.2. Respond to all inquiries (internal and external) related to HR3. Maintain records of personnel-related dataLicensing and Accreditation Administration1. Assists in ensuring the proper procedures are completed for filing monthly CFSA subsidy claims.2. Assists in the reconciliation of monthly subsidy claims to actual payments received monthly.3. Assists in ensuring that all new employees complete introductory applications and monitors the process to ensure appropriate certification is completed within the first eight weeks of employment and that appropriate level of Top up Pay is administered.4. Assists in the maintenance of an accurate database related to the qualifications and licensing requirements for all staff.5. Assists in ensuring that updated licensing sheets are sent out immediately following a change in qualifications and ensure old records are disposed of appropriately.6. Assists in the tracking and completion of claim information for Accreditation staff support funding and completes monthly reconciliation between payments and submissions.Employee Relations and Organizational Leadership1. Ensures that actions reflect openness to feedback and that all employees feel comfortable in bringing forth concerns in a confidential manner.2. Assists Executive Director with various tasks such as assigned.3. Participates in special projects as requested by the Executive Director. HR Development1. Maintaining records of employee participation in all training and development programs.2. Communicate all Professional Development opportunities to all employees.Total Rewards1. Analyzes job duties2. Writes job descriptions, job evaluations, and job analyses3. Conducts and analyzes compensation surveyEmployee and Labor Relations1. Assists with processing employee complaints and any issues they may have.Payroll1. Oversees the monthly administration of Payroll by completing spot audits each payroll to ensure accuracy of records.2. Enters payroll to Sage 50 accurately and efficiently3. Ensures that Sage 50 data aligns with Telepay4. Assists Executive Director with banking information.Knowledge/Skills/AbilitiesThe Human Resources Coordinator is expected to have:1) Knowledge of all federal and provincial legislation applicable to the sector including but not limited to:    employment standards, human rights legislation, Privacy Act, FOIP, Occupational Health and Safety.2) Knowledge of generally accepted accounting principles.The Human Resources Coordinator should demonstrate competence in the following skills:1)   Adaptability: Demonstrate a willingness to be flexible and versatile. 2)  Behave Ethically: Understand ethical behavior and business practices, and ensure that own behavior is consistent with standards and aligns with the values of the organization. 3)  Build Relationships: Establish and maintain positive working relationships with others, both internally and      externally, to achieve the goals of the organization.4)  Communicate Effectively: Speak, listen and write in a clear, thorough and timely manner using appropriate       and effective communication tools and techniques.5)  Foster Teamwork: Work cooperatively and effectively with others to resolve issues related to Payroll and    Benefits Administration and to ensure that that decisions made are carried out in a cooperative manner. 6) Organize: Set priorities, develop a work schedule, monitor progress towards goals, and track details, data,       information and activities7)  Attention to Detail: Be able to complete work duties with great attention to detail to ensure accuracy in the     submission of payroll, government documentation and related activities.HR AssistantThe ideal Human Resources Administrative Assistant will align with the It’s a Blast vision in becoming the premier Out of School Program in Lethbridge. The Human Resources Administrative Assistant will respond to co-workers and all employees of the organization ensuring smooth communication and prompt resolutions. Pre-existing conditions of employment1. Post-Secondary Diploma or Degree required in a related field.2. One year of general business experience, Human Resources experience preferred.3. Proficiency in the use of computers, in particular Sage Accounting and Microsoft OfficeJob SummaryThe Human Resources Administrative Assistant is the secondary administrator for day to day Human Resources functions in the organization. The role interacts with up to 80 staff members. The HR Assistant has responsibility for these areas:1. Assisting with day to day operations in the department and providing administrative support to the HR Coordinator2. Maintaining employee records3. Tracking documentation for payroll i.e. timesheets4. Coordinating with Program Assistant to train new hires5. Other duties as requiredPersonal AttributesThe Human Resources Assistant will be in a fast paced environment where the individual will be an example to other workers, as well as uphold a strong demeanor with regards to employee relations. The Human Resources Assistant will consistently demonstrate the following personal attributes: 1.  Ability to maintain strict confidentiality 2. A respect for all whom they interact with in relationship to their position with It’s a Blast.3. Ability to be compassionate and understanding, warm and personable.4. Ability to think in a strategic manner.Primary Duties and Responsibilities Health, Safety & Environmental Responsibilities1. Must behave in a manner that ensures the safety of themselves and their fellow employees.2. Ensure that workers are practicing safe work practices — discuss with other workers or alternatively, report individuals they feel are endangering the health and safety of themselves and/or their fellow workers.3. Call for assistance when needed, rather than attempting to do a hazardous job under-equipped or alone.4. Report any identified hazards or hazardous conditions to a Manager or Supervisor.5. Report any incidents that occur to Blast Management.6. Become thoroughly familiar with the safety program and its requirements.7. Actively participate in safety program development (ongoing evaluation) and maintenance.8. Follow safety standards and safe work procedures set out by Blast and regulatory requirements.9. Refuse to perform work when unsafe conditions exist (as defined in the provincial occupational health and safety legislation), and refuse to perform work that they are not competent to perform.10. Report immediately to supervisors all incidents, injuries, and illnesses.11. Use required personal protective and safety equipment.12. Check tools and equipment, including personal protective and safety equipment for hazards before using them.13. Identify and report any safety hazards and unsafe work conditions or inadequately equipped or inadequately trained personnel to management immediately.14. Approach management about any issues relevant to the safety program that would improve the health and/or safety of Blast employees, contractors, and/or the environment.Time and Attendance and Scheduling 1. Assist in creating schedules in collaboration with Management Team to ensure that Licensing ratios are met, employee strengths are distributed throughout the organization and that children’s needs for consistent and Quality child care are met. 2. Assist in maintaining accurate records of Time Off requests, including vacation, sick and personal days, leaves of absence and unpaid time off. 3. Accurately maintains electronic and hard copy files for all staff according to established guidelines. 4. On call after hours 6am-4pm for staffing emergencies on a rotational bi-weekly basis.Payroll Administration 1. Assists in the administration of Payroll for the organization including accurate data entry and processing of payroll on time bi-weekly using Excel and Simply Accounting.Licensing and Accreditation Administration1. Assists in ensuring the proper procedures are completed for filing monthly CFSA subsidy claims2. Assists in the reconciliation of monthly subsidy claims to actual payments received on a monthly basis3. Assists in ensuring that all new employees complete introductory applications and monitors the process to ensure appropriate Certification is completed within the first eight weeks of employment and that appropriate level of Top up Pay is administered4. Assists in the maintenance of an accurate database related to the qualifications and licensing requirements for all staff5. Assists in ensuring that updated licensing sheets are sent out immediately following a change in qualifications and ensure old records are disposed of appropriately6. Assists in the tracking and completion of claim information for Accreditation staff support funding and completes monthly reconciliation between payments and submissionsEmployee Relations and Organizational Leadership1. Ensures that actions reflect openness to feedback and that all employees feel comfortable in bringing forth concerns in a confidential manner2. Assists Executive Director and HR Coordinator with various tasks such as assigned.3. Participates in special projects as requested by the Executive Director and HR CoordinatorRecruiting, Selection and Hiring Process1. Calls references when needed2. Assists in interviews when need3. Works with Program Assistant and HR Coordinator in setting up training Miscellaneous1. Assists in Professional Development opportunities for staff.Knowledge/Skills/AbilitiesThe Human Resources Administrative Assistant is expected to have:1) Knowledge of all federal and provincial legislation applicable to the sector including but not limited to:    employment standards, human rights legislation, Privacy Act, FOIP, Occupational Health and Safety.2) Knowledge of generally accepted accounting principles.The Human Resources Administrative Assistant should demonstrate competence in the following skills:1)   Adaptability: Demonstrate a willingness to be flexible and versatile. 2)  Behave Ethically: Understand ethical behavior and business practices, and ensure that own behavior is consistent with standards and aligns with the values of the organization. 3)  Build Relationships: Establish and maintain positive working relationships with others, both internally and      externally, to achieve the goals of the organization.4)  Communicate Effectively: Speak, listen and write in a clear, thorough and timely manner using appropriate       and effective communication tools and techniques.5)  Foster Teamwork: Work cooperatively and effectively with others to resolve issues related to Payroll and    Benefits Administration and to ensure that that decisions made are carried out in a cooperative manner. 6) Organize: Set priorities, develop a work schedule, monitor progress towards goals, and track details, data,       information and activities7)  Attention to Detail: Be able to complete work duties with great attention to detail to ensure accuracy in the     submission of payroll, government documentation and related activities.Office ManagerThe ideal Office Manager should be able to perform a variety of administrative and clerical tasks. Duties of the Office Manager include performing a variety of administrative tasks in support of the office staff as well as the program staff. Pre-exiting conditions of employmentThe ideal Office Manager should be able to demonstrate the following prior to being offered a position:1. Post-Secondary Degree or Diploma in Business Administration or a related field 2. Demonstrated proficiency in MS Office 3653. A minimum of two years in a business administrator role4. Knowledge of computer systems and networks5. Excellent problem solving and customer service skills 6. Clear Criminal Record and Vulnerable Sector checks Job SummaryThe Office Manager is responsible for ensuring the It’s a BLAST office operations are carried out efficiently. This position deals directly with the public and must be able to effectively communicate with the external stakeholders regarding concerns about the organization. The Office Manager makes sure that the office equipment is maintained, all records are up to date and that administration processes work efficiently. The Office Manager reports directly to the Executive Director. The Office Manager works 35 hours per week.Personal AttributesThe Office Manager will consistently demonstrate the following personal attributes:1. Ability to maintain strict confidentiality.2. Open minded and understanding.3. Ability to adapt quickly to difficult situations.4. Ability to problem solve Primary Duties and ResponsibilitiesHealth, Safety & Environmental Responsibilities1. Ensure that the Health & Safety protocols are accessible and followed. 2. Establish annual health, safety, and environmental objectives.3. Identify to each department their specific HSE responsibilities.4. Participate in incident investigations. 5. Endorse the Health, Safety, and Environmental Policy Statement.6. Must behave in a manner that ensures the safety of themselves and their fellow employees.7. Ensure that workers are practicing safe work practices — discuss with other workers or alternatively, report individuals they feel are endangering the health and safety of themselves and/or their fellow workers.8. Call for assistance when needed, rather than attempting to do a hazardous job under-equipped or alone.9. Report any identified hazards or hazardous conditions to Executive Director10. Report any incidents that occur to Executive Director.11. Refuse to perform work when unsafe conditions exist (as defined in the provincial occupational health and safety legislation) and refuse to perform work that they are not competent to perform.12. Use required personal protective and safety equipment.13. Check tools and equipment, including personal protective and safety equipment for hazards before using them.14. Identify and report any safety hazards and unsafe work conditions or inadequately equipped or inadequately trained personnel to management immediately.Administration 1. Update the website, prepare required forms, reports, etc. in collaboration with Program Coordinator2. Compile program statistics on a monthly basis: program numbers and waitlists3. Maintains the Policy and Procedures documentation4. Oversees the visitor logbook  Reception1. Oversees Office Assistant2. Assist with reception as needed3. Answers phone inquiries Registration and Client Files4. Facilitates the registration process5. Organizes, compiles and maintains client files ensuring applicable departments have been informed of relevant information. Ex. Accounting, Programming staff, etc.6. Manages the online registration process and works as a liaison with Timesaver & Program Coordinator to create new reports, ensure database development is completed on time and within scope7. Audit Client Files once a year Attendances8. Updates Timesaver attendances dailySubsidy9. Receives and processes notifications of subsidy clients; noted regularly to Accounts Assistant 10. Ensures subsidy is entered into the Alberta Claims website monthly11. Maintain office subsidy client files with accounting departmentOffice Management12. Purchases office supplies with company account 13. Maintenance of office equipment 14. Maintenance of all technology devices and troubleshoot/update when needed (e.g. computers, tablets, phones, cell phones)15. Documents all processes related to Office Manager duties 16. Assist in the preparation and planning of the budget with continuous follow up to track budgeted amounts versus actual expenses. Miscellaneous17. Any other tasks as required by the Executive Director. Knowledge, Skills, and AbilitiesThe Office Manager is expected to have demonstrated experience or acquired knowledge in the following: 1) Clerical: Knowledge of administrative procedures and systems such as word processing, computer systems, managing files and records, designing forms, and other office procedures2) Customer and Personal Service: meeting a standard for the service being provided, and creating customer satisfaction by following policies and procedures.The Office Manager should demonstrate competence in the following skills:1) Time Management: This position requires multi-tasking in order to process all information in day-to-day administrative tasks while interacting with staff, parents, and their supervisor. At times there can be many equally important priorities that will need to be handled during peak times (May, June and September) creating a larger than average workload2) Organizational: Must have the ability to be highly organized and proactive with strong planning and analytical skills.  Must set priorities, develop a work schedule, monitor progress towards goals, and track all information3) Communication: This position requires strong interpersonal skills, verbal communication and non-verbal communication. Must focus on needs of the clients and communicate effectively with the It’s a Blast team4) Adaptability: Must be open to new ideas, and concepts. This position requires being able to work independently and as part of a team. Must be able to carry out multiple tasks efficiently, recognizing cost impacts, and maintaining a budget5) Ethical: Must be able to support the organizations culture. Must be able to understand ethical behavior and business practices, and insure that own behavior and behavior of others is consistent with standards and aligns with the values of the organizationProgram Assistant: Purchasing/InventoryPre-existing conditions of employmentThe ideal Program Assistant should be able to demonstrate the following:1) Clean Criminal Record Check, including vulnerable sector search conducted by the RCMP or Lethbridge Regional Police Service within the past 90 Days. 2) Clean Child Welfare Check from the Alberta Children and Youth Services3) First Aid Certification4) Level 1 Early Child Care Certificate 5) Computer Skills – Word, Excel, Outlook, PowerPoint & Adobe6) Access to Reliable Vehicle 7) Class 5 Drivers License 8) Clean Driver’s abstract (3 years) 9) Able to lift and carry 30lbs safely Job SummaryThe Program Inventory/Purchaser is responsible for supporting the programs by acquiring supplies, preparing administrative items, and assisting the Program Coordinator with various duties. The Program Inventory/Purchaser works under the direction of the Program Coordinator. Multi-tasking is a must to achieve a balance between program and administrative duties, physically demanding lifting, moving, and organizing program supplies. KnowledgeThe Program Inventory/Purchaser is expected to have demonstrated experience or acquired knowledge in the following: 1. Safe and appropriate activities for children ages 5 to 122. Organizational policies and procedures including Licensing 3. Effective communication skills with all staff4. Extensive knowledge of products (look for best available deals, high quality, low price)SkillsThe Program Inventory/Purchaser should demonstrate competence in the following skills:1. Ability to establish working relationships (staff, schools, vendors etc.)2. Ability to coordinate purchases and deliver purchases in a timely manner3. Above average time management, multi-tasking, and organizational skills4. A demonstrated commitment to the organization, staff, and to ongoing learning and development to ensure that individual goals are aligned with organizational goals5. An ability to take direction and work independently6. An ability to work with physical and digital files to record relevant informationPersonal Attributes The Program Inventory/Purchaser will consistently demonstrate the following personal attributes:1. Ability to maintain strict confidentiality regarding staff performance2. A demonstrated respect for all employees, children, parents, school personnel, and community partners to ensure that It’s a Blast is an environment where all are welcome3. Ability to be flexible when required to meet programming, and administrative needs4. Ability to be approachable, compassionate, understanding, and personable5. Ability to be innovative and show an interest in influencing improvements to programming areasPrimary Duties and Responsibilities Health, Safety & Environmental Responsibilities1. Must behave in a manner that ensures the safety of themselves and their fellow employees.2. Ensure that workers are practicing safe work practices — discuss with other workers or alternatively, report individuals they feel are endangering the health and safety of themselves and/or their fellow workers.3. Call for assistance when needed, rather than attempting to do a hazardous job under-equipped or alone.4. Report any identified hazards or hazardous conditions to a manager or Supervisor.5. Report any incidents that occur to Blast Management.6. Become thoroughly familiar with the safety program and its requirements.7. Actively participate in safety program development (ongoing evaluation) and maintenance.8. Follow safety standards and safe work procedures set out by Blast and regulatory requirements.9. Refuse to perform work when unsafe conditions exist (as defined in the provincial occupational health and safety legislation) and refuse to perform work that they are not competent to perform.10. Report immediately to supervisors all incidents, injuries, and illnesses.11. Use required personal protective and safety equipment.12. Check tools and equipment, including personal protective and safety equipment for hazards before using them.13. Identify and report any safety hazards and unsafe work conditions or inadequately equipped or inadequately trained personnel to management immediately.14. Approach management about any issues relevant to the safety program that would improve the health and/or safety of Blast employees, contractors, and/or the environment.Administration 1. Meet with Programming team regularly to discuss feedback on programming needs2. Work with the programming team in creating and filing the required licensing information for each location including program plans, staff plans, floor plans, and maps3. Work with staff during admin time to support programs4. Assist with Training and Development Program Assistant duties as needed 5. Creates newsletters for programs and submits to Office Manager in a timely manner6. Coordinates movie request as well as Wii requests7. Files off-site requests once approved:a. Checks permission slipsb. Checks offsite forms with requestsc. Submits forms as requested by licensing8. Create waiver forms for offsite activities Purchasing Duties:1. Verifies purchase orders by comparing items requested to the lists; clarify unclear items; recommending alternatives2. Forwards available inventory items by verifying stock before purchasing3. Prepares purchase orders and delivers accordingly to each school4. Keeps information accessible by sorting and filing documents5. Provides purchasing planning and control information by collecting, analyzing, and summarizing data and trends.Programming1. Work with Program staff to organize, plan, and makes changes to program. 2. Track and maintain inventory of supplies and equipment3. Grocery shopping for program snacks, and track items4. Update site specific booklets as needed5. Finalize daily programs, holiday programs, and summer programs6. Maintain program set up and room flow7. Booking special accommodation for outings 8. Plan and execute big functions during summer programming9. Assist with Sr. Programs 10. Fill in as a Program/Team Leader if required between the hours of 7am- 9am Monday through Friday; 3pm-6pm Monday through Thursday; 11:30am-6pm on Fridays Program Assistant: Staff Development and TrainingPre-existing conditions of employmentThe ideal Program Assistant should be able to demonstrate the following:Staff and Development Program Assistant must be able to provide proof of the following documentation within the first eight weeks of employment:1) Clean Criminal Record Check, including vulnerable sector search conducted by the RCMP or Lethbridge Regional Police Service within the past 90 days.2) Clean Child Welfare Check from Alberta Children and Youth Services3) First Aid Certification4) Level 1 Early Childhood Educator Certificate 5) Computer Skills- Word, Excel, Outlook, PowerPoint & Adobe6) Access to Reliable vehicleJob SummaryThe Staff and Development Program Assistant is responsible for guiding and assisting new staff as they start their careers with It’s a BLAST. They must mentor the staff to ensure staff feel supported and have access to information they need to succeed in their new role. The Staff and Development Program Assistant works as a part of the programming team to assist with monthly meetings, training, and planning. The Program Assistant must visit and observe each program site to help with licensing requirements and assess if each program is meeting these requirements. If a program needs assistance, the Program Assistant will train(re-train). The Staff and Development Program Assistant works under the supervision of the Program Coordinator. Multi-tasking is a must to achieve a balance between the programs and the administrative duties. This position must be able to be flexible during the day.KnowledgeProgram Assistant is expected to have demonstrated experience and/or acquired knowledge in the following:1. Child’s developmental needs2. Safe and appropriate activities for children ages 5 to 123. Effective management of self and others4. Organizational policies and procedures including licensing regulations and standards 5. Effective training and mentoring skills.SkillsAll Program Assistants are expected to demonstrate the following skills:1. Team and Relationship Building Skills such as effective communication, conflict resolution, positive reinforcement, and ability to initiate positive interactions.2. Effective training and mentoring skills.3. Being responsive and accountable for BLAST programs; from improving relations, starting new connections and any other required activities.4. Strong ability to multi-task, organize and shift priorities 5. A demonstrated commitment to the organization, one’s staff, and to the ongoing learning and development to ensure that individual goals are aligned with organizational goals.6. An ability to abide by and ensure that others follow standardized policies and procedures as contained within the Employee Handbook, and Code of Conduct. 7. An ability to take direction and work independently.8. An ability to work with staff of varying skills, experience levels and positions within the Organization.9. An ability to create and maintain working relationships with all programming staff. Personal Attributes The Staff and Development Program Assistant will consistently demonstrate the following personal attributes:1. Ability to maintain strict confidentiality in manner of staff performance.2. A high level of self-awareness that gossiping, intimidation and bullying are not acceptable  3. A demonstrated respect for all employees, children, parents, school personnel, and community partners to ensure that It’s a BLAST is an environment where all are welcome.4. Ability to be flexible when required to meet training, programming, and administrative needs. Primary Duties and Responsibilities Health, Safety & Environmental Responsibilities1. Must behave in a manner that ensures the safety of themselves and their fellow employees.2. Ensure that workers are practicing safe work practices — discuss with other workers or alternatively, report individuals they feel are endangering the health and safety of themselves and/or their fellow workers.3. Call for assistance when needed, rather than attempting to do a hazardous job under-equipped or alone.4. Report any identified hazards or hazardous conditions to a Manager or Supervisor.5. Report any incidents that occur to Blast Management.6. Become thoroughly familiar with the safety program and its requirements.7. Actively participate in safety program development (ongoing evaluation) and maintenance.8. Follow safety standards and safe work procedures set out by Blast and regulatory requirements.9. Refuse to perform work when unsafe conditions exist (as defined in the provincial occupational health and safety legislation) and refuse to perform work that they are not competent to perform.10. Report immediately to supervisors all incidents, injuries, and illnesses.11. Use required personal protective and safety equipment.12. Check tools and equipment, including personal protective and safety equipment for hazards before using them.13. Identify and report any safety hazards and unsafe work conditions or inadequately equipped or inadequately trained personnel to management immediately.14. Approach management about any issues relevant to the safety program that would improve the health and/or safety of Blast employees, contractors, and/or the environment.Administration 1. Meets with Executive Director and Programming Team regularly to accept suggestions and feedback on programming and training needs, especially those specifically related to planning, organizing, and accomplishing the daily tasks that are assigned to each Team and Program Leader. 2. Research and coordinate staff development for future training sessions3. Develop TL training plans alongside the PC.4. Review and organize all program paperwork. Staff Orientation and Training5. Training and Support of New staffa. Conduct interview alongside HR as requested b. In-office trainingc. Walk-through of a program with new floor staffd. Meet the staff at their first shift to shadow e. Follow up regularly until staff are comfortable in their role6. Working with Program Coordinator on developing the training manual for new employees 7. Setting up staff in-service training with the Programming Team8. Assist with monthly program staff training sessions 9. Complete yearly training for summer program and school year programProgramming 10. Spend time at programs to be able to:a. Provide feedback to Program Coordinator regarding programming observationsb. Provide staffing needs regarding training. c. Provide help at programs to observe, discuss and make changes necessary to ensure quality care. 11. Fill in as a Program/Team Leader if required between the hours of 7am- 9am Monday through Friday; 3pm-6pm Monday through Thursday; 11:30am-6pm on Fridays12. Be able to go into a Program: observe, plan, discuss with Team Leader, and work together to carry out necessary changes and fill out program visit forms.13. Act as a backup for purchasing department when necessary14. Act as a backup for the Program Coordinator when necessary (administrative tasks only)15. Fill in as a Program/Team Leader if required between the hours of 7am-9am Monday through Friday; 3pm-6pm Monday through Thursday; 11:30am-6:00pm on Fridays 16. Other duties as required Accounting OfficerThe ideal Accounting Officer will maintain and keep records of accounts and verify the procedures used for all financial transactions for the Lethbridge Community Out of School Association, It’s a Blast Program. The position requires being able to deliver information to key persons that is accurate and in a timely manner.Pre-existing conditions of employmentThe ideal Accounting Officer should be able to demonstrate the following prior to being offered a position:1. Proficiency in the use of computers and Microsoft Office, Outlook Express and Sage Accounting.2. At least 3-5 years’ experience working in an accounting related field wherein the entire accounting cycle for all accounting functions was a part of job description or responsibilities.3. Post-Secondary Diploma or Degree in Business Administration.Job SummaryThe Accounting Officer is responsible for overseeing and coordinating all accounting processes throughout the accounting cycle. The position is also responsible for providing monthly financial reporting to the Board of Directors and a detailed accounting for variables between budgeted and actual amounts. The Accounting Officer reports directly to the Executive Director and is involved in decisions that surround how to improve upon and ensure that costs are monitored and distributed efficiently and responsibly. Generally accepted accounting principles are followed in accordance with Canadian tax laws. The time spent in this position is one which requires being able to multi-task and complete many higher functions within the office while at the same time answering telephone calls and walk in traffic that is related to accounting functions. At times there can be many equally important priorities that will need to be handled at peak times (May, June, and September) creating a larger than average workload such as registrations. The Accounting Officer works a 35-hour week.Personal AttributesThe Accounting Officer will consistently demonstrate the following personal attributes:1. Ability to maintain strict confidentiality.2. A respect for all whom they interact with in relationship to their position with It’s a Blast.3. Ability to request information, deliver expectations and communicate accounting information clearly and understood by those in non-accounting related functionsPrimary Duties and ResponsibilitiesHealth, Safety & Environmental Responsibilities1. Must behave in a manner that ensures the safety of themselves and their fellow employees.2. Ensure that workers are practicing safe work practices — discuss with other workers or alternatively, report individuals they feel are endangering the health and safety of themselves and/or their fellow workers.3. Call for assistance when needed, rather than attempting to do a hazardous job under-equipped or alone.4. Report any identified hazards or hazardous conditions to a manager or Supervisor.5. Report any incidents that occur to Blast Management.6. Become thoroughly familiar with the safety program and its requirements.7. Actively participate in safety program development (ongoing evaluation) and maintenance.8. Follow safety standards and safe work procedures set out by Blast and regulatory requirements.9. Refuse to perform work when unsafe conditions exist (as defined in the provincial occupational health and safety legislation), and refuse to perform work that they are not competent to perform.10. Report immediately to supervisors all incidents, injuries, and illnesses.11. Use required personal protective and safety equipment.12. Check tools and equipment, including personal protective and safety equipment for hazards before using them.13. Identify and report any safety hazards and unsafe work conditions or inadequately equipped or inadequately trained personnel to management immediately.14. Approach management about any issues relevant to the safety program that would improve the health and/or safety of Blast employees, contractors, and/or the environment.Accounts Receivable1. Administers and oversees monthly invoicing, receipting and the reconciliation of bank statement and general ledger.2. Evaluates the billing procedures and makes appropriate changes to ensure accuracy and efficiency3. Organizes, compiles, and maintains client accounts receivable files4. Ensures the timely collection of accounts receivables, sets up payment plans and refers collections to appropriate outside agencies if required5. Processes the monthly subsidy claims to ensure accuracy of payments6. Educates clients regarding subsidy process7. Maintains and processes EFT twice monthly8. Processes monthly credit card and online payments 9. Receives and processes monthly subsidy payment10. Contact subsidy parents if any changes to subsidy and any extra payments requiredAccounts Payable1. Check accounts payable invoices if recording under correct accounts2. Prints Accounts payable cheques twice a month. Reconciles Accounts payable to general ledger and bank statement monthlyCashier Functions1. Completes the payment processing 2. Processes deposits and delivers to the bankFinancial Reporting, Analysis and Audit Preparation1. Reconciliation of monthly bank statements2. Reconciliation of inter-accounting functions3. Maintenance of filing of Investment portfolio, as well as posting relevant adjusting journal entries in Sage 504. Prepares documents for annual physical audits (accounting, subsidy)5. Processes monthly payroll remittances and completes monthly and year end reconciliation to T4’s, bank statements and general ledger6. Monthly reporting supplied to the Executive Director preparatory to board meetings7. Prepares annual budget after discussion with other team members8. Presents monthly Financial Reporting and analysis of variances to the BoardMiscellaneous1. Help office manager with the registration process.2. Any other accounting tasks as required by Executive DirectorKnowledge/Skills/AbilitiesThe Accounting Officer is expected to have demonstrated experience or acquired knowledge in the following:1. Knowledge of the work dynamics of how to deliver excellent customer service in a multi-task setting2. Advanced knowledge of generally accepted accounting principles for several accounting processes throughout the accounting cycle3. Knowledge surrounding documentation of policies and procedures and quality assurance techniques4. Knowledge surrounding business efficiencies and how to improve upon inefficiencies and reduce costsThe Accounting Officer should demonstrate competence in the following skills:1. Adaptability: Demonstrate a willingness to be flexible, versatile and/or tolerant to a changing work environment while maintaining efficiency, recognizing cost impacts, and maintaining budgets2. Ethics: Understand ethical behavior and business practices, and ensure that own behavior and behavior of others is consistent with standards and aligns with the values of the organization3. Workplace Relationships: Establish and maintain positive working relationships with others, both internally and externally, to achieve the goals of the organization.4. Communication: Speak, listen, and write in a clear, thorough, and timely manner using appropriate and effective communication tools and techniques that build and empower the team5. Focus on Client Needs: Anticipate, understand, and respond to the needs of customers through recognizing trends and gathering and delivering customer complaints and solutions to the management team6. Teamwork: Work cooperatively and effectively with others to resolve issues that affect maintaining accreditation and licensing standards7. Organization: Set priorities, develop a work schedule, monitor progress towards goals, and track details, data, information, and activities8. Attention to Detail: Ability to micromanage one’s own activities to ensure that detailed reporting and information can be provided to Board of Directors and to assist with necessary auditing processes9. Management: Understanding how to motivate, supervise and oversee accounting functions that one is not directly involved in processing10. Analytical Mindset: Ability to take several unorganized pieces of information, assemble information and use this information to solve problems within the organizationAccounting AssistantThe ideal Accounts Assistant will be primarily responsible for providing excellent customer service to our parents, staff, and general public. The Accounts Assistant will be entrusted with greeting the clients and visitors via emails, phone calls or in-person.Pre-existing conditions of employmentThe ideal Accounts Assistant should be able to demonstrate the following prior to being offered a position:1. Post-Secondary Education in an administrative capacity or equivalent work experience2. Proficiency in the use of computers and Microsoft Office Suite (Word & Excel) Sage Accounting and other financial software 3. A minimum of two years’ experience working in an office setting providing external and internal customer service with accounts receivable experienceJob SummaryThe Accounts Assistant is primarily responsible for certain Accounts Receivable duties as well as other various administrative duties that might require attention as directed by the Accounting Officer. The Accounts Assistant reports directly to the Accounting Officer and is involved in decisions that surround how to improve upon and deliver excellent customer service in a way that ensures that It’s a Blast is received well in the community and that parents and staff are assured that their questions and concerns will be addressed promptly and professionally. At times it can be an unpredictable workload and at peak times during the year (May to September) the amount of customer service being delivered is at its highest. The Accounts Assistant works 25 hours per week.Personal AttributesThe Accounts Assistant will consistently demonstrate the following personal attributes:1. Ability to maintain strict confidentiality2. A respect for all whom they interact with in relationship to their position with It’s a Blast3. Ability to be compassionate and understanding, warm and personablePrimary Duties and ResponsibilitiesHealth, Safety & Environmental Responsibilities1. Must behave in a manner that ensures the safety of themselves and their fellow employees.2. Ensure that workers are practicing safe work practices — discuss with other workers or alternatively, report individuals they feel are endangering the health and safety of themselves and/or their fellow workers.3. Call for assistance when needed, rather than attempting to do a hazardous job under-equipped or alone.4. Report any identified hazards or hazardous conditions to a Manager or Supervisor.5. Report any incidents that occur to Blast Management.6. Become thoroughly familiar with the safety program and its requirements.7. Actively participate in safety program development (ongoing evaluation) and maintenance.8. Follow safety standards and safe work procedures set out by Blast and regulatory requirements.9. Refuse to perform work when unsafe conditions exist (as defined in the provincial occupational health and safety legislation) and refuse to perform work that they are not competent to perform.10. Report immediately to supervisors all incidents, injuries, and illnesses.11. Use required personal protective and safety equipment.12. Check tools and equipment, including personal protective and safety equipment for hazards before using them.13. Identify and report any safety hazards and unsafe work conditions or inadequately equipped or inadequately trained personnel to management immediately.14. Approach management about any issues relevant to the safety program that would improve the health and/or safety of Blast employees, contractors, and/or the environment.Administration 1. General Filing in accordance with established procedures2. Prepares work to be accomplished by gathering and sorting documents and other related information3. Produces and ensures meeting minutes for admin meetings are uploaded to the T-DriveReception and Cashier Functions1. Reception of walk-in clientele by fielding questions from the public regarding BLAST about the programs offered as well as directing specific questions to the appropriate departments2. Answer clientele inquires via email, Sandbox, or phone3. Accepts and processes payments by family clients4. Prepares payments processing for EFT and ensure the Accounting Officer is aware of this payment5. Deliver mail to appropriate department and/or drop off outgoing mail when required6. Track postage and ensuring letters are mailed when requiredAccounts Receivable1. Assists with the processing and issuance of yearly income tax receipts2. Prepares monthly invoicing for families and government subsidy3. Maintains account ledgers by receipting payments received from parents4. Account invoicing and receipting5. Assists with the collection of accounts receivable (overage fees, late payments, back-claims, etc.)6. Assists with the continual maintenance computerized of client files7. Maintains client accounts, calls clients regarding overdue accounts, sends letters and statements to parents with overdue accounts8. Provides the Accounting Officer the overdue accounts to proceed with collectionsSubsidy1. Ensures parents have provided current subsidy approvals2. Contacts subsidy as necessaryMiscellaneous1. Assists in the registration process including booking and cancellation procedures as well as the paperwork to be completed by clientsKnowledge/Skills/ AbilitiesThe Accounts Assistant is expected to have demonstrated experience or acquired knowledge in the following: 1. Knowledge of the work dynamics of how to deliver excellent customer service in a multi-task setting2. Knowledge of basic office, administrative and accounting functions3. Adaptability: Demonstrate a willingness to be flexible, versatile, and/or tolerant to a changing work environment while maintaining efficiency, recognizing cost impacts, and maintaining budgets4. Behave Ethically: Understand ethical behavior and business practices, and ensure that own behavior and behavior of others is consistent with standards and aligns with the values of the organization 5. Build Relationships: Establish and maintain positive working relationships with others, both internally and externally, to achieve the goals of the organization6. Communicate Effectively: Speak, listen, and write in a clear, thorough, and timely manner using appropriate and effective communication tools and techniques that build and empower the team7. Focus on Client Needs: Anticipate, understand, and respond to the needs of customers through recognizing trends and gathering and delivering customer complaints and solutions to the management team8. Foster Teamwork: Work cooperatively and effectively with others to resolve issues that affect maintaining accreditation and licensing standards9. Organize: Set priorities, develop a work schedule, monitor progress towards goals, and track details, dataOffice AssistantThe ideal Office Assistant will be primarily responsible for providing excellent customer service to our parents, staff and general public. They will be entrusted with greeting the clients and visitors via emails, phone calls or in-person. Pre-existing conditions of employmentThe ideal Office Assistant should be able to demonstrate the following prior to being offered a position:1) Post-Secondary Education in an administrative capacity. 2) Proficiency in the use of computers and in particular Microsoft Office Suite 7, Outlook Express and Simply Accounting. 3) At least two years’ experience working in an office setting delivering excellent external and internal customer service.Job SummaryThe Office Assistant is primarily responsible for providing excellent front line customer service to our parents, staff and general public. Being primarily responsible for certain Registration duties as well as other various administrative duties that might require attention as directed by the Office Manager. The Office Assistant reports directly to the Office Manager and Executive Director and is involved in decisions that surround how to improve upon and deliver excellent customer service in a way that ensures that It’s a Blast is received well in the community and that parents and staff are assured that their questions and concerns will be addressed promptly and professionally.   The Office Assistant works 11:30am – 4:30pm Monday-Friday (25 hours per week) with the possibility of longer hours during registration times and if the Office Manager is out on vacation or a leave of absence as this position is one that requires great tact and diplomacy in dealing with parental concerns regarding the administration of their accounts. At times it can be an unpredictable workload and at peak times during the year (May, June, and September) the amount of customer service being delivered is at its highest. The position requires confidentiality and demonstrates balance between loyalty to upholding the integrity of the Blast program and meeting the needs of its customers.   Personal AttributesThe Office Assistant is expected to have demonstrated experience or acquired knowledge in the following: 1) Knowledge of the work dynamics of how to deliver excellent customer service in a multi-task setting. 2) Knowledge of basic office, administrative and accounting functions.Primary Duties and ResponsibilitiesHealth, Safety & Environmental Responsibilities1. Must behave in a manner that ensures the safety of themselves and their fellow employees.2. Ensure that workers are practicing safe work practices — discuss with other workers or alternatively, report individuals they feel are endangering the health and safety of themselves and/or their fellow workers.3. Call for assistance when needed, rather than attempting to do a hazardous job under-equipped or alone.4. Report any identified hazards or hazardous conditions to a Manager or Supervisor.5. Report any incidents that occur to Blast Management.6. Become thoroughly familiar with the safety program and its requirements.7. Actively participate in safety program development (ongoing evaluation) and maintenance.8. Follow safety standards and safe work procedures set out by Blast and regulatory requirements.9. Refuse to perform work when unsafe conditions exist (as defined in the provincial occupational health and safety legislation) and refuse to perform work that they are not competent to perform.10. Report immediately to supervisors all incidents, injuries, and illnesses.11. Use required personal protective and safety equipment.12. Check tools and equipment, including personal protective and safety equipment for hazards before using them.13. Identify and report any safety hazards and unsafe work conditions or inadequately equipped or inadequately trained personnel to management immediately.14. Approach management about any issues relevant to the safety program that would improve the health and/or safety of Blast employees, contractors, and/or the environment.Administration 1. General Filing in accordance with established procedures2. Prepares work to be accomplished by gathering and sorting documents and other related information3. Produces and ensures meeting minutes for admin meetings are uploaded to the T-DriveReception and Cashier Functions1. Reception of walk-in clientele by fielding questions from the public regarding BLAST about the programs offered as well as directing specific questions to the appropriate departments2. Answer clientele inquires via email, Sandbox, or phone3. Accepts and processes payments by family clients4. Prepares payments processing for EFT and ensure the Accounting Officer is aware of this payment5. Deliver mail to appropriate department and/or drop off outgoing mail when required6. Track postage and ensuring letters are mailed when requiredRegistration and Subsidy1. Assisting Office Manager with registration of families2. Providing customer service and guidance to parents regarding registration and subsidy3. Assisting with monthly government claims for subsidy children4. Ensures parents have provided current subsidy approvals5. Contacts subsidy as necessaryMiscellaneous1. Assists in the registration process including booking and cancellation procedures as well as the paperwork to be completed by clientsKnowledge/Skills/ AbilitiesThe Office Assistant is expected to have demonstrated experience or acquired knowledge in the following: 1. Knowledge of the work dynamics of how to deliver excellent customer service in a multi-task setting2. Knowledge of basic office and administration tasks3. Adaptability: Demonstrate a willingness to be flexible, versatile, and/or tolerant to a changing work environment while maintaining efficiency, recognizing cost impacts, and maintaining budgets4. Behave Ethically: Understand ethical behavior and business practices, and ensure that own behavior and behavior of others is consistent with standards and aligns with the values of the organization 5. Build Relationships: Establish and maintain positive working relationships with others, both internally and externally, to achieve the goals of the organization6. Communicate Effectively: Speak, listen, and write in a clear, thorough, and timely manner using appropriate and effective communication tools and techniques that build and empower the team7. Focus on Client Needs: Anticipate, understand, and respond to the needs of customers through recognizing trends and gathering and delivering customer complaints and solutions to the management team8. Foster Teamwork: Work cooperatively and effectively with others to resolve issues that affect maintaining accreditation and licensing standards9. Organize: Set priorities, develop a work schedule, monitor progress towards goals, and track details, dataTeam LeaderPre – existing conditions of employmentThe Team Leader must be able to provide proof of the following within the first eight weeks of employment: 1) Clear Criminal Record Check, including vulnerable sector search completed within the past 90 days. 2) Clean Child Welfare Check from Alberta Children and Youth Services3) First Aid Certification 4) Child Development Level 2 Certificate, or proof of working toward completion 5) Access to a reliable transportation Job Summary: The Team Leaders at It’s a BLAST are responsible for providing daily programing for all children registered in the program. Team Leaders work a Full Time split shift (AM/ADMIN/PM). The Team Leader’s work with their Program Leaders to deliver quality and relevant programing at the host schools. Program leaders are committed to the success of the organization and continued self-growth and development. The Program Leaders report to their Team Leader. This position must have flexibility as they may be required to switch school locations at short notice. Knowledge: All Team Leaders are expected to have demonstrated experience and/or acquired knowledge in the following: 1) Principles and development needs of children ages 5-12. 2) Methods and principals for instructing individuals and groups 3) Safe and appropriate activities for children ages 5-12 4) Government of Alberta Licensing Regulations Skills: All Team Leaders are expected to demonstrate the following skills: 1) Strong ability to Multi-task and organize 2) Effective communication with children, parents, and co-workers 3) Receptive to feedback from Team Leader’s, Office Programming Team, and Executive Director.4) Team building skills 5) Conflict resolution and problem solving. Personal Attributes: The Program Leader will consistently demonstrate the following personal attributes: 1) Ability to maintain strict confidentiality regarding child information. 2) A high level of self-awareness that gossiping, intimidation and bullying are not acceptable. 3) A demonstrated respect for all employees, children, parents, school personnel, and community partners to ensure that It’s a BLAST is an environment where all are welcome 4) Ability to be flexible when required to meet staffing and licensing needs Primary Duties and Responsibilities:  Health, Safety & Environmental Responsibilities 1) Must behave in a manner that ensures the safety of themselves and their fellow employees. 2) Ensure that workers are practicing safe work practices — discuss with other workers or alternatively, report individuals they feel are endangering the health and safety of themselves and/or their fellow workers. 3) Call for assistance when needed, rather than attempting to do a hazardous job under-equipped or alone. 4) Report any identified hazards or hazardous conditions to a Manager or Supervisor. 5) Report any incidents that occur to Blast Management. 6) Become thoroughly familiar with the safety program and its requirements. 7) Follow safety standards and safe work procedures set out by Blast and regulatory requirements. 8) Refuse to perform work when unsafe conditions exist (as defined in the provincial occupational health and safety legislation) and refuse to perform work that they are not competent to perform. 9) Report immediately to supervisors all incidents, injuries, and illnesses. 10) Use required personal protective and safety equipment. 11) Check tools and equipment, including personal protective and safety equipment for hazards before using them. 12) Identify and report any safety hazards and unsafe work conditions or inadequately equipped or inadequately trained personnel to management immediately. 13) Approach management about any issues relevant to the safety program that would improve the health and/or safety of Blast employees, contractors, and/or the environment. Programming14) Respond positively to the needs of the individual children and collecting group 15) Be aware of medical concerns, allergies, and be prepared to administer medication and or first aid. 16) Participate in physical activities with the children (walking to off sites & swimming pool) 17) Aid in the learning of basic life skills (i.e. Jr. Leadership, nutrition, role modeling) 18) Keep the parents informed of program expectations, program activities, and their child’s progress19) Ensure that attendance procedures are monitored closely and completed in a timely and accurate manner. 20) Complete adequate documentation about the child’s progress21) Prepare Snack following proper health and safety requirements. 22) Ensure equipment and facilities are clean and free from potential hazards. 23) Attend all schedule shifts, on time and prepared 24) Follow proper call-in and time off procedures 25) Attend, be prepared for, and participate in all meetings and training sessions as determined by Office Programing team. 26) Ensure all BLAST cleaning protocols are followed. Administration27) Maintain documentation as required 28) Ensure administrative duties are completed on time and in an accurate manner 29) Implement a plan to keep their team motivated 30) Lead monthly staff meetings and planning sessions with their team  31) Participate in the performance reviews and evaluations of team members32) Review timecards weekly and ensuring all information is accurate prior to handing in Program LeaderPre – existing conditions of employmentThe Program Leader must be able to provide proof of the following within the first eight weeks of employment: 1) Clear Criminal Record Check, including vulnerable sector search completed within the past 90 days. 2) Clean Child Welfare Check from Alberta Children and Youth Services3) First Aid Certification 4) Child Development Level 1 Certificate, or proof of working toward completion 5) Access to a reliable transportation Job Summary: The Program Leaders at It’s a BLAST is responsible for providing daily programing for all children registered in the program. Program Leaders can work a variety of hours including Full time (Before School, Admin Time, After School split), Part time (After School, Admin time) and Relief. The Program Leader works with other Program Leader’s and Team Leader’s to deliver quality and relevant programing at the host schools. Program leaders are committed to the success of the organization and continued self-growth and development. The Program Leaders report to their Team Leader. This position must have flexibility as they may be required to switch school locations at short notice. Knowledge: All Program Leaders are expected to have demonstrated experience and/or acquired knowledge in the following: 1) Principles and development needs of children ages 5-12. 2) Methods and principals for instructing individuals and groups 3) Safe and appropriate activities for children ages 5-12 4) Government of Alberta Licensing Regulations Skills: All Program Leaders are expected to demonstrate the following skills: 1) Strong ability to Multi-task and organize 2) Effective communication with children, parents, and co-workers 3) Receptive to feedback from Team Leader’s, Office Programming Team, and Executive Director.4) Team building skills 5) Conflict resolution and problem solving. Personal Attributes: The Program Leader will consistently demonstrate the following personal attributes: 1) Ability to maintain strict confidentiality in regard to child information. 2) A high level of self-awareness that gossiping, intimidation and bullying are not acceptable. 3) A demonstrated respect for all employees, children, parents, school personnel, and community partners to ensure that It’s a BLAST is an environment where all are welcome 4) Ability to be flexible when required to meet staffing and licensing needs Primary Duties and Responsibilities:  Health, Safety & Environmental Responsibilities 1) Must behave in a manner that ensures the safety of themselves and their fellow employees. 2) Ensure that workers are practicing safe work practices — discuss with other workers or alternatively, report individuals they feel are endangering the health and safety of themselves and/or their fellow workers. 3) Call for assistance when needed, rather than attempting to do a hazardous job under-equipped or alone. 4) Report any identified hazards or hazardous conditions to a Manager or Supervisor. 5) Report any incidents that occur to Blast Management. 6) Become thoroughly familiar with the safety program and its requirements. 7) Follow safety standards and safe work procedures set out by Blast and regulatory requirements. 8) Refuse to perform work when unsafe conditions exist (as defined in the provincial occupational health and safety legislation) and refuse to perform work that they are not competent to perform. 9) Report immediately to supervisors all incidents, injuries, and illnesses. 10) Use required personal protective and safety equipment. 11) Check tools and equipment, including personal protective and safety equipment for hazards before using them. 12) Identify and report any safety hazards and unsafe work conditions or inadequately equipped or inadequately trained personnel to management immediately. 13) Approach management about any issues relevant to the safety program that would improve the health and/or safety of Blast employees, contractors, and/or the environment. Programming14) Respond positively to the needs of the individual children and collecting group 15) Be aware of medical concerns, allergies, and be prepared to administer medication and or first aid. 16) Participate in physical activities with the children (walking to off sites & swimming pool) 17) Aid in the learning of basic life skills (i.e. Jr. Leadership, nutrition, role modeling) 18) Keep the parents informed of program expectations, program activities, and their child’s progress19) Ensure that attendance procedures are monitored closely and completed in a timely and accurate manner. 20) Complete adequate documentation about the child’s progress21) Prepare Snack following proper health and safety requirements. 22) Ensure equipment and facilities are clean and free from potential hazards. 23) Attend all schedule shifts, on time and prepared 24) Follow proper call-in and time off procedures 25) Attend, be prepared for, and participate in all meetings and training sessions as determined by Office Programing team. 26) Ensure all BLAST cleaning protocols are followed. 
	txtQ11Describe: All staff must have a Clean Criminal Record check, Child and Welfare Intervention check and Current First Aid certification to be left alone with any children. Criminal Record Check and Child intervention must not be longer than 6 months old upon hiring. These documents are kept secure on staff's files. These documents are updated every 3 years. Staff must ensure that all of these documents are submitted to Blast's HR department within 8 weeks. Should a staff member be unable to submit these documents within the 8 week period, they will be put on suspension and unable to work at any Blast program until the documents are submitted or according to the personal plan they have discussed and agreed to within our HR department. All new hires go through an interview process (this preferably involved a member of the HR team and a member of the Programming team) and reference checks through the organization's HR department. For volunteers or practicum students completing their time or studies within our program,BLAST also follows the same expectations as for hired staff. 
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	txtQ15Describe: It’s a BLAST staff will use child guidance techniques appropriate to the age, development level and ability of the child. Child Guidance techniques will be reasonable and in accordance to the Early Learning and Child Care Act And Regulation. It’s a BLAST ensures that child guidance methods utilized in the program are communicated to parents, staff and children. Parents have access to the Child Guidance policy in the Parent Handbook located on the BLAST website. Staff will receive training on the Child Guidance Policy.Children receive guidance through various opportunities while attending the program. Positive guidance is based on the belief that any means of child guidance should focus on building up a child's self-control rather than solely focusing on a behavioral outcome.At It’s a BLAST we want to help our children make better choices by helping them build self-control and pro-social behaviors.It’s a BLAST ensures that each and every child is treated with respect in order to maintain their dignity at all times; regardless of age, ability, gender, race, cultural or religious affiliation. It’s a BLAST ensures that staff will not inflict, or cause to be inflicted, any form of physical punishment, verbal or physical degradation or emotional deprivation to a child in the program. It’s a BLAST ensures that staff will not, with respect to a child in the program, deny or threaten to deny any basic necessity. BLAST staff will use the following reasonable forms of positive guidance:• Proximity – Perform close, active supervision (What is the child doing? Where are they? Can you see them?)• Redirection – Direct children to another center to play, or give the choice of different activities to engage in. • Mediation – Talk to the children, ask questions, have the children talk to each other, allow time for the children to speak their feelings. Find the best solution for everyone. • Contracting – Create a contract “BLAST Success Plan” in collaboration with parents or additional supports, giving the child a visual or written reminder on appropriate actions, and behaviors while at the BLAST Program. • Negotiation – Find a solution that works for the child and the staff; implement that solution. • Time away (only if necessary) – Allow the child to remove themselves from the situation if they are feeling overwhelmed or agitated. Utilize the program’s “safety zone” for that child to go to until they feel they are ready to return to play. This is not to be used as a form of punishment. This technique is a way for the child to regroup and decompress. Staff will not tell the child to go to the space however staff can suggest the child utilize the space when they have exhausted all other redirection techniques. Procedure1. It’s a BLAST ensures that staff will not use or permit the use of any form of physical restraint, confinement or isolation of children in the program. 2. Staff will be aware of and will assist children in the recognition of problem solving skills. 3. Staff will intervene immediately when aggressive actions occur. 4. Staff will be responsive to the children’s abilities and needs for assistance. 5. Staff will refer to the Behavioral Warnings and Suspensions Policy when necessary.6. Staff will refer to the Immediate Pick- Up Policy when necessary. Our Behavioral Warning and Suspension Policy states:Lethbridge Community Out Of School Association- It’s a BLAST, believes it is reasonable to expect children to follow basic rules of safety, respect, courtesy and fair play.  If, however, a child has difficulty meeting these expectations on a regular basis the following consequences may take place:In the event that a child cannot manage at the program due to any of the following actions listed below or actions otherwise decided by the Executive Director; the Executive Director may use their discretion and have the child picked up immediately as per BLAST Policy-Immediate Pick-Up and or Termination of care, dependent on the severity of the incidents that occur. The following reasons may initiate a call for pick up or termination of care to the Registering Parent or Guardian:o Striking another child or adulto Bringing a weapon (real or fake) to the programo Threatening children or staffo Self-Harm or Suicidal talko Derogatory or abusive languageo Inappropriate Sexual Behavioro Running awayo Property or equipment destructiono Theft of program or other participants’ belongingso False accusations regarding staff, children or volunteersFirst Offense: The Parent or Guardian will be asked to pick up their child immediately from the BLAST Program. Dependant on the severity of the incident; the Executive Director may choose to suspend the child from the BLAST Program for a minimum of one day to a maximum of three days. Second Offense: The Parent or Guardian will be asked to pick up their child immediately from the BLAST Program. Dependant on the severity of the incident; the Executive Director may choose to suspend the child from the BLAST Program for a minimum of one day to a maximum of three days. Following the suspension a meeting will be held with the Executive Director, Program Coordinator and the parent to discuss a plan to best assist the child in their success at the BLAST Program. A copy of this plan will be given to the Parent or Guardian to review and sign. If this plan deems unsuccessful a meeting will be held with the Executive Director, a member from the Programming Team and the Parent or Guardian to discuss further options.Third Offense: The Parent or Guardian will be asked to pick up their child immediately from the BLAST Program. After all attempts have been made to rectify the situation as stated in the above steps; the Executive Director will inform the Parent or Guardian that services will be discontinued and the child will be terminated immediately with consideration for alternate care arrangements.  Advisement of such will be through a verbal or written notice provided by the Executive Director to the Parent or Guardian.  It’s a BLAST ensures that Behavior Warnings, Suspensions and Termination of Care Policy used in the program are communicated to parents, staff and children.Along with this Policy is our Immediate Pick-Up Policy, which the Parent or Guardian sign and date accepting the Policy and its guidelines. It's a BLAST Immediate Pick-Up Policy states: Lethbridge Community Out Of School Association-It’s a BLAST requires that: If during a child’s day the child shows aggressive behavior towards other children or staff, they are endangering themselves or other children, or the staff at the program has exhausted all efforts to deescalate the child and the incident occurring, you will be required to pick up your child from the program. Procedure:If your child is in an emotional state and identifies any form of self-harm or suicidal talk you will be contacted by the Executive Director or Program Coordinator immediately. This also includes violent or threatening talk to the Program Staff.If you are called from the Executive Director or the Program Coordinator to pick up your child from program, we require your child to be picked up within one hour. If for any reason or circumstance you are unable to pick up your child, it is the responsibility of the parent or guardian to find an alternate person within the time frame allotted. This person must present a valid government I.D. upon arrival. If you are unable to meet these requirements please contact the Executive Director to discuss alternate options. 1. If Staff feel during a child’s day the child shows aggressive behavior towards other children or staff, they are endangering themselves or other children, or the staff at the program has exhausted all efforts to deescalate the child and the incident occurring; or the child in care is in an emotional state, identifies any form of self-harm or suicidal talk; the Staff must call the Executive Director or Program Coordinator immediately for further instruction. 2. Once instruction has been given to the staff the Parent or Guardian will be contacted for Immediate Pick-Up.The Parent or Guardian will be required to sign a waiver within the first week at BLAST Programming, stating they understand the Immediate Pick-Up Policy and will be kept on the child’s file for future reference.• Parents have access to the Behavior Warnings, Suspensions and Termination of Care Policy in the Parent Handbook located on the It’s a BLAST Website.  Staff will also review the program rules and expectations and policy with parents during New Family Orientation.• Parents will be given a copy of the policy and sign a waiver for the Immediate Pick-Up Policy within the first week of attending the BLAST program. • Staff will receive training through New Staff Orientation, New Staff Training, Yearly Training Sessions.• Children receive information through our BLAST chatter time, postings at the program regarding Problem Solving Steps, kind words etc. During New Family Orientation.
	txtQ16Describe: It’s a BLAST Program has program off-sites. These off-sites allow the children to become aware of their community and residential environment.This policy applies to Families, employees and children.  All employees will ensure prior permission is given before leaving the premise to an off-site.It’s a BLAST Program will provide off-sites throughout the year. It’s a BLAST will ensure all staff fill out a request for an off-site form, have it approved by a Programming Office Team member, then take the completed off-site form to program for parent/guardian signatures. All parents or guardians must sign the off-site forms in order for their child to participate.Off-Site is defined as: an activity taking place or situated away from a particular site or premises.Procedure:• It’s a BLAST ensures that the child’s parent has been advised of the off-site activity including the transportation and supervision (including ratio and specific details of how supervision will be carried out by the Staff Team) arrangements with respect to the activity.  Off-site information will be posted on the clipboard prior to the date of the off-site activity.  Parents are always welcome to attend any off-site activity.• It’s a BLAST ensures that the child’s parent has consented in writing to child’s participation in the off-site activity.  This Waiver form will outline in detail the activity, means of transportation, supervision (ratio), times and location.• It’s a BLAST ensures that prior to leaving for an off-site, they have a backpack containing the cell phone, emergency medication, first aid kit, and portable records (off-site binder or tablet.) • It’s a BLAST ensures that a portable record (off-site binder or tablet) of emergency information is maintained to include the following:o Telephone numbers of local emergency response services and poison control centre.o Child’s name, date of birth and home address.o Parent’s name, home address and telephone numbers.o Name, address and telephone number of a person who can be contacted in case of an emergency.o Any other relevant health information about the child provided by the parents.• It’s a BLAST ensures that at a minimum the off-site ratio is 1 Staff to 15 children or two staff to 30 children-If two staff are attending the off-site.• If only one staff member is going on the off-site, that staff must be able to be left alone(Fully Certified, (according to Alberta Childcare Licensing regulations), and only take 6 children. • It’s a BLAST ensures the maximum group size will be followed at all times during off-site activities.• Proper safety precautions are to be followed at all times in order to ensure the safety of the children and staff including: headcounts, placement of staff amongst children, checks of areas the activity will take place, rules and boundaries as well as any potential safety concerns. Transportation is always by foot (walking) for any off site, or by prearranged public transportation (private charter on school or city bus). 
	txtQ17Describe: BLAST does make arrangements to utilize an off-site play space at different times. Typically (School program Monday thru Friday) our program runs for a short period of time and during these times off-sites are not planned. However on Fridays, Full day programming days and summer programming we have more time to plan an off-site. This ensures sufficient time for the children to play at the off-site before heading back to program. Are off-site policy is as follows: It’s a BLAST Program has program planned off-sites. These off-sites allow the children to become aware of their community and residential environment/surroundings. This policy applies to Families, employees and children. All staff will be aware of the policy. All employees will ensure prior permission is given before leaving the premise to an off-site.Policy: It’s a BLAST Program will provide off-sites throughout the year. It’s a BLAST will ensure all staff fill out a request for an off-site form, have it approved by a Programming Team member, then take the completed off-site form to program for parent/guardian signatures. All parents or guardians must sign the off-site forms in order for their child to participate.Procedure:• It’s a BLAST ensures that the child’s parent has been advised of the off-site activity including the transportation and supervision (including ratio and specific details of how supervision will be carried out by the Staff Team) arrangements with respect to the activity.  Off-site information will be posted on the clipboard prior to the date of the off-site activity.  Parents are always welcome to attend any off-site activity.• It’s a BLAST ensures that the child’s parent has consented in writing to child’s participation in the off-site activity.  This Waiver form will outline in detail the activity, means of transportation, supervision (ratio), times and location.• It’s a BLAST ensures that prior to leaving for an off-site, they have a backpack containing the cell phone, emergency medication, first aid kit, and portable records (off-site binder or tablet.) • It’s a BLAST ensures that a portable record (off-site binder or tablet) of emergency information is maintained to include the following:o Telephone numbers of local emergency response services and poison control center.o Child’s name, date of birth and home address.o Parent’s name, home address and telephone numbers.o Name, address and telephone number of a person who can be contacted in case of an emergency.o Any other relevant health information about the child provided by the parents.• It’s a BLAST ensures that at a minimum the off-site ratio is 1 Staff to 15 children or two staff to 30 children-If two staff are attending the off-site.• If only one staff member is going on the off-site, that staff must be able to be left alone(Fully Certified, (according to Alberta Early Learning and Childcare Regulations), and only take 6 children. • It’s a BLAST ensures the maximum group size will be followed at all times during off-site activities.• Proper safety precautions are to be followed at all times in order to ensure the safety of the children and staff including: headcounts, placement of staff amongst children, checks of areas the activity will take place, rules and boundaries as well as any potential safety concerns. Supervision of the off sites include: Maintaining appropriate staff to child ratios, Ensuring two staff attend the off-site should 7 or more children be present and going on the off-site, staff ensure to follow a walking procedure where staff is strategically placed amongst the group of children going on the off-site - this procedure remains when the group returns to the program. BLAST staff position themselves throughout the play area/off-site location in order to practice active supervision amongst the entire group. All children must remain within staff's supervision (therefore bathroom breaks are managed by ensuring there is proper ratios with the children (while one staff leaves with another to utilize the facilities). Off-sites remain a choice that not only the parents/guardians make but the child as well. Should a child wish to not attend an off-site - appropriate arrangements with the program are made to ensure that child may remain back with necessary supervision. 
	txtQ18Describe: It’s a BLAST ensures that at any time a child is registered into the program, the Program Coordinator (or designated admin staff) needs to discuss any medical concerns or conditions that the child may have in order for BLAST to collaborate with the family and to ensure that proper documentation is maintained on site. This pertains to children in program that require or may require medication administration during program time, their parents, and the staff administering the medication or children that must have emergency medication at the program. Prior to a child’s first day of attendance, It’s a BLAST will ensure that any medication accepted by a staff member, will have the appropriate form(s) (Provision of Health) completed in the office and signed by the parent. This ensures that written consent from the child’s parent is obtained to allow the administration of medication to a child. If a Provision of Health for medication is completed for a child, that medication must be present and not expired, each day of program, in order for that child to attend program.All medication must be in the original labeled container. It’s a BLAST ensures that medication is administered according to labeled directions, which will coincide with the Provision of Health form.Completed Provision of Health forms are located in the Red Binder at the program. Another copy of the Provision of Health form is also kept in a red duo-tang labelled with the child’s name (these are travel documents and accompany staff should they not be operating in the registered program). At any time medication is administered, staff must complete the Provision of Health form recording the administration of medication. It’s a BLAST ensures that all non-emergency medications are stored in a locked cabinet that is inaccessible to children (such as the locked filing cabinet). Emergency medications are stored where they are easily accessible to the program staff and inaccessible to the children. Emergency medication signs are posted at the programs to identify the location. All medications will be transported by the parent in the event of a full day at another school, holiday programing or summer program. Staff will set out a reminder for parents. A Provision of Health form is a document completed by Office Admin staff. The Provision of Health form will detail the child’s medical condition, use of medication, and used to record administration of medication. ProcedureWhile administering medication to a child, staff must ensure that the following information is recorded on the medication administration form (found in the red binder):a) The exact name of the medicationb) The exact time the medication is administeredc) The exact dose of the medication administeredd) The initials of the staff person who administers the medicationThe above information will be recorded by the staff administering the medication immediately after it is administered to ensure the instructions are followed exactly as recorded on the Provision of Health form. This form is found in the red binder. The Provision of Health form(s) are also kept in a red duo-tang with the child’s name on it. The red duo-tangs are used as travel forms and any time a program is not in their own program (such as visiting another school), the staff must record the information in the duo-tang. Upon return to the program the information must be copied onto the Provision of Health located in the red binder. Staff will input expiry dates of all medications in the BLAST Program cell phone. This will ensure parents will be notified prior to medications expiring to alleviate concerns of having expired medication at the programs.  
	txtQ19Describe: All medication must be in the original labeled container. It’s a BLAST ensures that medication is administered according to labeled directions, which will coincide with the Provision of Health form.It’s a BLAST ensures that all non-emergency medications are stored in a locked cabinet that is inaccessible to children (such as the locked filing cabinet, or a locked box located in the filing cabinet, or refrigerator). If/when a medication is administered - staff must complete the medication administration record which includes the Name of the medication, the time administered, the amount administered and the staff member that administered or supervised the administration (such as a child administers their own inhaler medication). If the medication is a regular daily medication the guardian is assured at pick up that medications were indeed administered. Should the medication be an emergency rescue medication then - dependent on what was administered - the parent will either be informed at pick up or by immediate phone call notification. Parents have access to the program phone number and are able to contact the program at any time if they are looking for updates and/or follow up on the child's status. 
	txtQ20Describe: Emergency medications are stored where they are easily accessible to the program staff and inaccessible to the children. Emergency medication signs are posted at the programs to identify the location. All medications will be transported by the parent in the event of a full day at another school, holiday programing or summer program. Staff will set out a reminder for parents. All emergency medications are documented on the appropriate Provision of Health form to ensure that everyone in the program has had their own well-being considered and that the others within the program are not at risk. During registration, each registering parent is given an opportunity to document any medical concerns they may have, any diagnosis, dietary restrictions, etc. Once a parent has listed any health/behavioral information to address they will receive a phone call from BLAST's Program Coordinator. During this phone call the PC will discuss in detail what the parent would like to inform the BLAST staff of, on the appropriate Provision of Health form. The PC will then take the information provided, and the care plan as discussed by the parent and transfer it to the correct form. Once complete the parent is emailed a copy of Provision of health form(s) and is asked to review it. Should it look correct and as discussed the parent will email it back, with an electronic signature. The form is then provided to the appropriate program by the Office Manager. Parents are always informed that if at any time any changes need to be made to contact the office. A new form is developed each year/program year that the child attends to reflect changes that may have occurred over time. On the back side of electronic form is a timeline of events and signatures to ensure quality and accuracy. 
	txtQ21Describe: It’s a BLAST provides snacks for children during full day, half days, after school and summer programming, with the exception of children who have specific food allergies or dietary needs. It is always recommended that parents send their children with an extra snack to ensure they are not hungry throughout the day.It’s a BLAST plans snacks by referencing the Canada Food Guide.It’s a BLAST ensures that our bi-weekly menu rotation and our daily planned snack is posted and available for review at each program on the parent board. It’s a BLAST is careful to follow Alberta Government Guidelines in preparation, consuming and cleaning details. Food supplied from home must be stored with the child’s belongings (backpack, lunch kit). A snack is a small amount of food served in between meals.In order to provide safe food handling practices, staff must practice meticulous hand hygiene. When preparing snack, staff must follow the below guidelines:1. Wash hands and sanitize work area.2. Put on gloves3. Cut and prepare food. Staff are asked to be aware of how many children would like snack and therefore should try to only prepare what is needed. 4. Food must be separated into individual portions5. Surfaces must be sanitized following the preparation of snack, kitchen utensils used must be cleaned properly. Once snack is prepared (and kept in individual portions):1. Children eating snack must have washed/sanitized their hands prior to sitting at a designated eating space. 2. Tables and chairs that children will be using must be sanitized. 3. Snack is only to be eaten at designated locations within the program.4. Staff will hand out individual portions to children, wearing gloves – children will not line up but will seat themselves at a designated eating space.5. Staff will collect garbage (wearing gloves) as the children finish eating (to avoid unnecessary line ups at the garbage bins).6. Children will wash/sanitize their hands. 7. Staff will sanitize tables and eating spaces. Parents are welcome to request a copy of our rotating snack menu and an ingredient list. Parents are notified of any change to snack plans by documentation on the parent board. 
	txtQ22Describe: In the case of an accident or a serous illness involving a child, the parent will be notified immediately by phone call. This call may come from the program Team Leader, the Program Coordinator or the Executive Director. If the parent cannot be reached, the next listed emergency contact person will be notified. Staff will follow the emergency call list until an emergency contact is reached. Children will receive medical attention deemed necessary. 
	txtQ23Describe: It’s a BLAST recognizes that Accidents or Illnesses can occur and often without warning. It’s a BLAST staff are required to have up to date First Aid training to ensure that they  are prepared to  offer First Aid to a child at a moments notice. It’s a BLAST maintains open communication with families to ensure that families are informed in a timely manner of any accidents or emergency illnesses. DefinitionFor It’s a BLAST purposes, an accident is defined as an incident that causes an injury that leaves a mark on the child or requires some type of first aid. For example: a cut, a concussion, broken bone, etc. This policy applies to children, in care, and their Parents/Guardians.All It’s a BLAST staff must adhere to the Accident or Emergency Illness policy while working at a program.PolicyAll accidents or emergency illness’ must be documented on an Accident or Emergency Illness form by a staff member working at the program where the accident/illness occurred. All employees must have up to date first aid training and be able to perform first aid duties, should they be required. Open communication is encouraged amongst the program and the families that utilize the program. Staff will communicate accidents or illnesses to Parents/Guardians and will also communicate with the Program Coordinator or Executive Director.All head injuries require an immediate phone call to Parents/Guardians and Executive Director. Procedure1. It’s a BLAST Program requests written consent  from Parent/Guardian (upon registration, and on registration form) to administer First Aid treatment to their child, if required. 2. It’s a BLAST Program will ensure that the staff will perform First Aid according to their training. Should further medical attention be required, Emergency Services will be called. 3. It’s a BLAST will ensure that each child, in care, receives medical attention in case of an accident or emergency illness. 4. It’s a BLAST program ensures that the child’s parent is notified  immediately in the case of a serious accident or emergency illness involving the child. Staff also notify It’s a BLAST Executive Director of all serious accidents or emergency illnesses involving a child. 5. It’s a BLAST program ensures that the child’s parent is notified immediately for any head injury (including a bump on the head). Staff will also notify It’s a BLAST’s Executive Director of any head injury that occurs. 6. Parents/Guardians will be informed of all accidents that occur during the program. This will be done with an Accident/Illness form that will be completed, by staff, following the accident. The Accident/Illness form will be available for Parents/Guardians review and signature upon pick up of their child. 
	txtQ24Describe: It’s a BLAST Program Coordinator will review all Accident/Illness reports. It’s a BLAST Executive Director will review all Accident/Illness reports. The details from the Accident/Illness reports will be entered into the Accident and Illness Spreadsheet and reviewed for trends or issues. It’s a BLAST will review major Accident/Illnesses; update policies, manuals and conduct additional training to prevent similar accidents. 
	txtQ25Describe: It’s a BLAST will ensure children are supervised at all times during programming to ensure their safety, well-being and development. The following will outline general supervision expectations. PolicyIt’s a BLAST will train all staff on proper active supervision techniques in order to prevent injuries and incidents to children during programming (indoors and out).Staff will supervise within close enough proximity to step in and prevent or minimize injury/incident, based on the activity, size and developmental needs of the group.Staff will position themselves where they are able to see the entire group and move within the group, while actively supervising.Staff will know where all children are at all times.Children will be actively supervised until the time they are signed out by their parent/guardian.Program staff will communicate to the children and parents the importance of the basic BLAST expectations and how they are there for their protection and to endorse they are safe at all times. Parents are informed of the supervision policy in the parent handbook.Active supervision requires focused attention and intentional observation of children at all times. Staff position themselves so that they can observe all of the children: watching, counting, and listening at all timesMaps of the indoor and outdoor spaces are made available to parents. This ensures they are aware of what space(s) we use within the schools and outdoors. These maps are available on our parent board as well as by request. Staff are trained in active supervision techniques. This training occurs during orientation, monthly All Staff meetings and by sporadically held training sessions when the need tends to arise. Some active supervision techniques that we focus our training on include: Proximity, watching the whole group, moving around the play space, active listening and positioning ones self to supervise multiple areas at once. 
	txtQ26Describe: Staff will complete a daily site safety checklist for inside the programs. A playground check will be performed prior to each playground visit.  Staff will be actively involved with the group, participating in the activities.Before taking a group of children outside or away form the Base Room (alternate space, gym, etc) the following procedure is completed:The children will move their name tags and line up. The staff will make a list of all the children who are going with the leader. The list is compared to the children in line and the name tags. It is essential that the names on the list are the same as the name tags, not just the number of children. When a child leaves from this group the staff will cross the child off their list so that they can have an accurate number of children in their group at all times. If the children are going on an off-site, a headcount will be done when they arrive at the location. Before leaving the location the staff will read off the list and do a headcount to ensure they have all the children int heir group, as well as doing multiple headcounts throughout the duration of the off site activity. If traveling on a bus, the staff will each check their list and headcount their group prior to getting on the bus. The team leader will count the entire group as they get on and off the bus to ensure the entire group is accounted for:Special attention will be paid to the times the children are arriving and departing from the program. At the time of arrival: The team leader, or designated Program Leader, is the only staff member to take attendance. The remaining staff members will be dispersed throughout the licensed space in accordance with the appropriate ratio and a maximum group size for the expected amount of children. The children will choose a center side/activityThe children will then place their name tag on the white board accordingly, always considering ratio and group sizeThe process of taking attendance is to be completed within 10 minutes for smaller programs (less than 30), 15 minutes for larger programs. During this time the individual taking attendance needs to be aware that they also need to be supervising the children.BLAST does not transport children via our own vehicles. Supervision related to entering and leaving vehicles is therefore not applicable to our program. Bathroom supervision is managed in the following ways: It’s a BLAST will ensure children are supervised at all times during programming in order to ensure their safety, well-being and development. Washrooms must remain easily accessible to all children.Staff is not permitted to go into the bathroom with a child/children. Should a child/children take an excess amount of time in the bathroom, (past 5 minutes), staff may call out and check on the child/children, ensuring they are fine and encouraging them to finish what they are doing so they can return to the group. ProcedureEach program will encourage all children to go use the bathroom several times a day: prior to snack, lunch, going outside. Staff will call for bathroom time and children will line up if they need/want to go. No more than 2 children may be out of the room using the bathroom at a single time.  If outside, staff will take in a group; they may need to ask a few more children to join or split the group into 2 to maintain proper ratios at all times. The following procedures are followed should a child request (at any time) to use the bathroom, (or go into the hallway for a specific reason such as a drink of water):1. When a child requests to leave the program to use the washroom, a staff member will position themselves at the door closest to the bathrooms. The staff member will remain at this spot until the child returns.2. Each program is given a timer to be kept by the door closest to the bathrooms. Should a child request to go to the bathroom, (or hallway), this timer must be set by the staff member manning the door.  The timer will be set for 5 minutes.3. The staff member will ensure to ask that the child/children using the facilities move their name clip from the center sign to the bathroom sign. The child/children must be reminded to move their name clip back to the center side sign upon their return. 4. If a child is uncomfortable going alone to the bathroom, they may request a partner. Staff may request another child to accompany the child to the bathroom however staff should be diligent in choosing a suitable helper (sibling, Sr. BLASTER, etc.). The “helper” child must also move their name clip to the bathroom sign upon leaving, and returning it to the center sign once they are back in the room. 5.  The staff member manning the door will start the timer as the child/children leave for the bathroom. This will be set for 5 minutes. Staff will encourage children to return as quickly as possible. 6. The staff member manning the bathroom door will be aware of the time children have been out of the room (via timer). If the child/children do not return within 5 minutes of leaving, the staff member will check on the children. The staff member will do this by:• If it is possible to see the bathroom doors from the program’s door:  the staff member will call out and check on the child/children, encouraging them to finish what they are doing and return to the room. • If it is not possible to see the bathroom door from the program’s doors:  the staff member will communicate with the other staff members to ensure the children in the program are safe and that they are aware that the staff monitoring the door is going to step away from the room briefly. The staff member will proceed to check on the child/children. The staff will call out from the edge of the doorway into the bathroom to see if the child/children are ok. Once confirmation has been given, staff will encourage the child/children to finish up and return to the program. If confirmation has not been received, the staff will consider this out of the ordinary and step into the bathroom to check on the child. • If the child does not respond, and if ratio allows, the staff will go to the check on the child without taking additional children. If this is not possible, the staff will take children with them in order to meet ratio requirements. If the situation requires additional adult support (a child has had an accident, a child has been hurt, the child is not in the bathroom, etc.) the staff will return the additional children to the area where the other children are as this would be considered an “emergency situation”. • Once the staff has checked on the child and discovered it is not an emergency situation and the child needs additional time for using the bathroom, the staff will advise the child/children in the bathroom that they are returning to the program room and the child/children should finish as quickly as possible to return to the program room. As the staff returns to the program room, they will reset the timer for 5 minutes and begin the process over again. 7. If at any time more than two children need to go at one time, an all call will be done and a larger group will be gathered. The staff member will go with the group – maintaining ratios as needed. 8. In the event that a program is using a room that has primary access to a single use bathroom, the following will occur:• If the bathroom is located inside the room: The child will inform any staff member located in the room that they will be using the bathroom. The child will move their name tag from the name board to the bathroom sign. The child will go to the bathroom alone. There is no need to use a timer in this situation as the children have no access to the exterior of the room while using the bathroom. • If the bathroom is located outside the room: The previous procedures listed in this policy apply. In this case, there may be only one child outside of the room at a time. 
	txtQ27Describe: BLAST informs parents of any new or changing information by:Posting the new or changing information on our Parent Portal which can be accessed from our website or from parent's personal email. Initial information is provided in the Parent Handbook and on our website. Required posted information is located on our Parent board which is accessible at each program. This board consists of the facility License, latest Licensing Visitation Report, Any conditions that have been imposed on the license, and provisions of the license that are varied and any probationary license issued. Parents are issued a monthly newsletter of the program's plan for the next month, are informed of any plans, events or changes to the child care plan. Parents are notified of incidents, planned or unplanned events that impacted the child's well being through incident reports, accident reports or by conversation from staff either in person or on the phone. 
	txtQ28Describe: 
	txtQ29Describe: 
	txtQ30Describe: It’s a BLAST requires Parents/Guardians (a ‘Registering Parent’) to register their child(ren), prior to attending the Summer and School Year Programs. 1. It’s a BLAST ensures that each child has up to date registration and medication forms at each location that contains the following information: a. The child’s legal name, date of birth, and home address. b. A completed enrollment form.c. The parent’s name, home address, and all available contact numbers (home, work, cell phone.)  i. In the event that a parent/guardian needs to be contacted, the ‘Registering Parent’ is to be the first contact. d. The name, address, and telephone number of a minimum of two people who can be contacted in case of an emergency. e. Consent to administer First Aid in the event of an emergency. f. If medication (emergency or non-emergency) is required:             i. If there is a medical concern mentioned on the registration forms, BLAST Admin staff will have a                  conversation with the Registering Parent/Guardian and will record this information on the Medical registration form (in the event of the child not needing medication during program time) or the Consent for Health Care/Consent for Medication Form.            ii. The written consent of the parent to administer medication if required.  (Consent for Health Care form).           iii. The name of the medication, the time of administration, the amount of medication administered, and the initials of the person who administered the medication. (Consent for Medication Form – Administration)            iv. Any other relevant information about the child provided by the child’s parent, including allergies, behavioral concerns, custody arrangements, etc. g. The particulars of any health care provided to the child, including the written consent of the child’s parent.2. All records of children’s accidents/injuries, incidents, and medical administration are filed at the BLAST Administrative office. 3. It’s a BLAST ensures that the child’s record is available for inspection by the Alberta Child and Family Services Director (or a representative of the Director) and the child’s registering parent at all times. 4. The Child Records for the School Year program are monitored regularly by office administration staff and any necessary changes are made to the documents to reflect the most current information. Updated documents are provided to the program where the changes occurred. It’s a BLAST ensures that a portable record of emergency information is provided at each program locationIt’s a BLAST ensures that a portable record (off-site/outdoor green binder) of emergency information is maintained at each program, in case of emergency when not in the Base room. A Portable record contains emergency information on each child as required by licensing regulations. The portable record is easily transported and readily available to program staff in the event of an emergency. Office Admin staff ensure that the travel binder is up to date and maintained with current changes to children’s information. The information kept in the Portable Records includes:• Telephone numbers of local emergency response services and the Poison Control Center• Child’s name, date of birth and home address• Parent’s name, home address and phone numbers• The name, address and telephone numbers of emergency contacts• Any relevant health information about the child provided by the parent Examples of when the portable record may be used include:• Outside play• Alternate space use• Gym• All Off-Site activitiesCurrently all records are maintained at the It's a BLAST office, along with at the program. BLAST's records are kept both digitally and on hard copies. Records are stored digitally through a software that BLAST uses, named Sandbox. BLAST is currently in the process of moving records from Sandbox to a new, Alberta based company and software, Time Saver. This should be ready for use come September 2021. At program, Staff have access to digital records on both our tablets and our phones. Hard copies of Children's records are kept at the program in their designated binders. Portable records are available by hard copy, kept in the outdoor binder and back pack but are also accessible digitally on both the phone and the tablet kept at the program. Reporting records are written at the program site however all reports that are submitted are kept at the office in their designated binders or files. All of BLAST's registrations and records go through the Office Manager. Our Office Manager is hands on with all of our records and regularly reviews records digitally to ensure that they are up to date and accurate. 
	txtQ31Describe: It's a BLAST's emergency evacuation procedure policy is:It’s a BLAST staff will follow the Emergency Evacuation policy in the event that an Emergency Evacuation must occur. It’s a BLAST ensures that emergency procedures are made known to all staff and children. Staff are notified through training, regular program visits by a member of our Administration team, and by conversation during monthly meeting times. Children and families are made aware of our emergency evacuation procedures by reviewing our family and child orientation when they begin to attend the program and during monthly fire drill practice. Each program will receive a Site Specific Manual, which has maps and instructions for each BLAST program. Each staff member will also receive a copy of the booklet. This will be reviewed on set up day for each program. Parents and Children receive the Emergency Evacuation information during their New Family Orientation.It’s a BLAST will post a map of the Emergency Evacuation Route on the Parent Board at each program.Evacuation Map is posted next to the Emergency After Hours Contact Number at the program and is visible from the exterior of the program premise.It’s a BLAST staff will review with the children how, when and where they would go in case of an Emergency Evacuation. On every Evacuation, It’s a BLAST staff will take the Off-site Backpack (which includes the Off-site Binder that has the portable records for the children) and a First Aid Kit. Staff also take the program cell phone with them. In the event of a required Emergency Evacuation, the It’s a BLAST program will:1. Evacuate the School/School Grounds to the designated emergency location (IE. Large fire at the school, intruder in the school, etc.)2. In the case that the designated Emergency Location is not a safe environment (IE. Fire close by), the program will evacuate as directed by the Executive Director/Program Coordinator in conjunction with the information received from the City of Lethbridge or it’s representatives.  It’s a BLAST office will ensure the following resources are informed that the Program Location has been evacuated and of the location where the children have been evacuated to, in order to ensure parents know where to pick up their children. These resources will then post the information on their social media portals:• BLAST Website• BLAST Parent Email• BLAST Emergency After Hours phone number• City of Lethbridge Communication Department – Media Consultant 403-320-3913. This will update the City Website, Facebook, Twitter, Radio Stations, etc. DefinitionsEmergency evacuation is the urgent immediate egress or escape of people away from an area that contains an imminent threat, an ongoing threat or a hazard to lives or property.ProcedureIn the event of an Emergency Evacuation, BLAST staff will:1. Be aware of what is going on and participate as outlined on the Emergency Evacuation map to leave the room with the children. 2. Staff will gather the children in an orderly manner near the exit outlined on the map, or if the group is in an alternate space; closest to the door. 3. Staff will do a head count and check the name board for children in the bathroom or alternate spaces. If there are children in the bathroom, 1 staff will go to the bathroom to get the child/children and meet the group outside. 4. It’s a BLAST staff will take the Off-site Backpack as well as the program cell phone on every evacuation. 5. Staff will turn off the lights (if able to from within the room) and close all the doors as they exit. 6. Staff will lead the children in an orderly manner, without stopping to get any personal items. 7. The group will follow the designated route to the meeting spot. 8. One staff member will be at the front of the line, and one staff at the end of the line. If there are more than 2 staff, the other staff members will be placed in the middle of the line. 9. When the group is a short but safe distance away from the school the staff will ensure that all the children are in attendance by calling out the names signed in on the attendance and confirming the amount of children attending the program at the time matches the headcount. This attendance procedure is not complete until the number of children signed in is the same as the number of children within the group. 10. On route, a staff member who can do so safely will contact the Executive Director.11. Staff will take direction from the proper authorities. If they are not returning to the school, program staff will contact the parents to pick up from the Emergency Evacuation location, as soon as possible. 12. In the case where a group is outside and they have been asked to evacuate, they will go directly to the Emergency Evacuation location. 13. In the event that the Emergency Evacuation prohibits the use of the designated Emergency Evacuation location, program staff will follow the direction of the City of Lethbridge representatives and authorities. Upon arrival at the Evacuation Area:1. The staff will ensure that all children are in attendance by calling out the names of the children signed in and confirming the amount of children attending the program at that time matches the headcount. Staff will ensure the children are calm and reassured that their parents will be notified of where to pick them up. 2. Staff will call and leave messages for the parents in regards to the situation and where they can pick up their child. To ensure the health and safety of all staff and children while within our program. The Fire Drill Evacuation policy applies to all staff and children in attendance at program during the time. It’s a BLAST ensures that fire drill evacuation procedures are made known to all staff and children. Each program will receive a Site Specific Information Booklet which includes maps and instructions, for each BLAST programFire Drill Evacuation Procedures are reviewed on “Set up day” for each program.Each BLAST relief staff member will also receive a copy of the Site Specific Information Booklet (which included details on each BLAST location) upon their initial orientation. Parents/Guardians and children will receive this information with their Family Orientation.A fire drill refers to the practice of the emergency procedures to be used in case of fire. ProcedureBe aware of what is going on, and participate as outlined on the Emergency Evacuation map to leave the room with the children. 1. Staff will gather the children in an orderly manner near the exit outlined on the map or if the group is in an alternate space the closest door. 2. Staff will do a head count and check on the name board for children in the bathroom or alternate spaces. If there are children in the bathroom, 1 staff will go to the bathroom to get the child/children and meet the group outside. 3. It’s a BLAST staff will take the off-site backpack (which includes the off-site binder that has the portable records for the children) and a first aid kit, as well as the program cell phone and tablet 4. Staff will turn off lights (if able to from within the room) and close all doors as they exit. 5. Staff will lead the children in an orderly manner, without stopping to get any personal items. 6. One staff member will be at the front of the line, and one staff at the end of the line. If there are more than 2 staff, the other staff members will be placed in the middle of the line. 7. The group will follow the designated route to the meeting spot.8. Staff will ensure that all children are in attendance by calling out the names on the attendance and doing a final head count. This attendance procedure is not complete until the number of children signed in on the attendance is the same as the number of children within the group. 9. Staff and children do not return to the building until they are cleared to do so by the proper authorities. In a fire drill situation, the staff will let the children know when it’s time to return to the building. 10. Upon return to the building, staff will complete the necessary Fire Drill paperwork and will file in the Site Specific Booklet. PurposeIt’s a BLAST will practice safe Lock down procedures. Lock downs occur when it is felt there is a person in the school, or in the vicinity, who may cause harm to either the children or adults in attendance at the school.Lock downs are designed to be a preventive, proactive measure to help ensure the safety of our children, staff and parents.Policy:It’s a BLAST staff will keep the children quiet in a locked space until they are advised the school is safe. Strict adherence to lock down procedures is a must for everyone in the building. Lock down procedures for each school will be included in the Site Specific Manual. This manual is kept at each program. The Lock down Procedure for each school varies as to follow the individual school policy on Lock down. This provides familiarity and easy to remember procedures for the children involved. BLAST staff will follow their particular school’s Lock down procedure, regardless of the time of the Lock down (during before school program, program maintenance time at school, and after school program). Program staff will discuss the Lock down procedure with the children at the beginning of the year and will remind them after every Fire Drill practice. This is done on a monthly basis and recorded on the designated form located in the Site Specific Manual.A Lock down refers to an emergency measure or condition in which people are temporarily prevented from entering or leaving a restricted area or building (such as a school) during a threat of dangerProcedure:In the event of a lock down:1. The staff will escort and remain with the children at their designated safe space. This is documented in the Site Specific Manual. Staff will bring the program phone with them into the safe space, ensuring to keep the ringer on silent. 2. Once at the designated safe space, staff will lock the door and keep the children (and themselves) quiet until they are advised that the school is safe. 3. While in the lock down space, no one is authorized to leave or unlock the door until advised that the school is safe. Should a child be in the bathroom or another area outside of the main room, during the need to activate the lock down procedure, the staff will do the following:1. Proceed as quickly and safely as possible to where the child is located. 2. If safe to do so; the staff and child will proceed back to the lock down space quickly and quietly3. If unsafe to do so the staff and the child will remain where they are and close the door, then follow lock down procedure.4. If there is no door to close in the washroom; the staff and child will go to the stall and lock the stall door. The child will place themselves on the top of the toilet and the staff will place themselves on the toilet seat. 5. The staff and child will remain where they are until it has been stated by a caretaker or police officer that is safe to return to their regular space. Lock down procedures are discussed with children at each monthly fire drill. 
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	txtQ32Describe: The layout to our indoor primary play space ensures that the maximum group size, for the designated program is available as play space. Stairways, stages, doorways, storage rooms etc. are discounted from the available play space. Play spaces within our programs typically are a large space with no blind spots. Items in the space are strategically placed to allow a "flow" of activity but to not hinder supervision abilities. Attached photos (sent as an attachment to the program plan) clearly display how the main play space/base room at each program is set up. Staff are familiar with how to set up the main play area and attempt to follow the same set up plan (as close as possible) determined by the amount of usable play space in the room. Primary plans, such as a seniors area, center sides, craft areas, snack tables, etc. are always available in each play space. As Blast uses school rooms/spaces, we do not always have access to all of our licensed spaces as per the school's directive. These spaces we refer to as breakout rooms. These Breakout rooms are spaces that we have available to us during times of need (full day programming, combined programming days, etc.) Groups can be split up into smaller numbers when we use these rooms, ensuring our staff to child ratio remains. During combined days we may have a much larger capacity than on a typical school day. Break out rooms provide us with an opportunity to split up this group size, offer smaller group activities (with appropriate numbers of staff to meet supervision ratios) and closer attention to specific groups of children (such as though that are of Sr. Age, or those that are engaging in science experiment or similar activities). Each breakout room is licensed and approved according to the available play space each room has. In all Blast locations, the school gym is primarily our base space as it is able to accommodate the largest number of children. On days where there are a large amount of children attending the program and breakout rooms are not in use, we do split the gym or quarter the gym to accommodate group sizes of 30 children. In our room set up, Blast requires:Emergency medical storage, a sign for center side(s) and a sign for physical side, minimal one safe space, a seniors play area, a minimum of 4-5 centers plus accessories to go with the centers (one of these centers must be creative and one must be dramatic play), (2 additional centers to switch out if children request), one permanent snack only table, reading area, craft/game area, a space visible to all staff for the name board, and a staff table/parent area. 
	txtQ34Describe: All of our schools have have a beautiful playground located on the school grounds that Blast primarily uses for our outdoor space. The playground has a variety of opportunity for various types of gross motor play. There is the equipment that is on the grounds for specific uses such as slides and swings but we always look to have children incorporate their own ideas on how to, safely, engage in outdoor gross motor play. Attached to the playground is typically a great deal of green space where the children are able to play any games that they can imagine from tag, to soccer, baseball, water play, etc. Our programs always set outside boundaries with the children. The boundaries are set beyond our ability to actively supervise all the children. 
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