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WELCOME MESSAGE
Welcome to all of our Breakfast Club and After Four
participants and parents.
We look forward to making 2021-2022 a terrific year
with activities that are sure to impress! This
rollercoaster due to the pandemic has taught us that
we can be imaginative and develop programs that
are both fun and safe. We are eager to provide
children with social activities in the safest possible
environment and strive to provide a memorable
experience for all of the children.
If you haven't been to Firehall After-Four before, feel
free to contact us if you have any questions.
We always want our participants feel safe and
comfortable so their Firehall experience is both a
positive and fun one.
Participant Support
OSCA is a judgement-free zone and accepting of
everyone’s unique qualities. If your child has a
special need, you are concerned that they should be
in a younger age level, or they just need more
assistance from counsellors, please let us know. We
will do everything we can to ensure your child has a
positive experience with us.

Katherine
Boisvert
PROGRAM MANAGER

Darcy
Middaugh
PROGRAM MANAGER
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CONTACT INFORMATION
Katherine Boisvert
Program Manager, After-Four
katherine@oldotttawasouth.ca
613-247-4946
Darcy Middaugh
Program Manager, Breakfast Club
darcy@oldottawasouth.ca
613-247-4946
Registrar
Registration and Payment
Assistance
info@oldottawasouth.ca
613-247-4946
Letting Us Know If Your Child Is Absent from After-4
We kindly ask that all parents and guardians ensure that they are emailing
info@oldottawasouth.ca (or phoning to let us know when their children are away or to
relay any schedule changes/permissions. Please also ensure you’re doing so by 3PM to
make sure we get the message on time.
We will call parents/guardians around 4PM if we have any children who are not accounted
for (i.e., we don’t have messages explaining their absence). When we have a message
from a parent/guardian, it saves us having to call as we know where their child is that
day. Fewer phone calls is extremely important to us in case we ever have an emergency
where every second counts. So please make sure you contact us if your child is going to
be away.
Absence Emails: info@oldottawasouth.ca
Absence Call: 613-247-4946
Please note that this handbook does not cover all of our policies and procedures in
detail. If you are ever unsure of anything or have specific questions, please contact us
and we'd be happy to help!
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OSCA MISSION AND AFTER-FOUR &
BREAKFAST CLUB GOALS
OSCA builds a strong sense of community and engages the residents of
Old Ottawa South through its various programs, services and activities.
Our After-Four & Breakfast Club Goals
1. After-Four & Breakfast Club should allow children to feel valued and
cared for.
Staff view each child as a unique individual with something special to offer.
Staff show an interest in each child, calling them by name, communicating
individually with them and their parents, and listening to what they have to say.
Staff create an environment where the focus is on the interests and needs of
children.
2. After-Four & Breakfast Club should be fun and exciting for children.
Activities are varied to meet a range of interests, abilities, and needs.
Activities invite participation. They are meant to be interactive and inclusive.
OSCA provides children with choices and opportunities for self-expression.
Staff are enthusiastic, energetic, and fun to be around; they are well-prepared and
competent.
3. After-Four & Breakfast Club should be safe.
Children are well supervised in every situation throughout their time with us.
Staff are vigilant; they regularly monitor the environment for safety hazards.
Every activity takes safety into consideration.
Children are taught good safety measures as part of a regular routine.

Well-planned and programmed activities that are fun and safe are the key to
providing every child with a terrific experience!

5

ABOUT OSCA’S AFTER-FOUR &
BREAKFAST CLUB PROGRAM
OSCA’s After-Four Program includes supervised walkover from Hopewell Public School, a
healthy snack (if possible with OPH restrictions), games, crafts, trips to the green space at
the Royal College of Surgeons and Physicians, and occasional workshops. Our dedicated
staff are committed to building a positive rapport with every child.
The After-Four Program
After-Four activities and affords children the opportunity to find an activity that suits their
interests.
Every day, the children will have the opportunity to choose between a variety of activities
that are tailored to meet their interests
Our dynamic staff will make sure that your child has a great experience.

Arriving to After-Four

Monthly Fee: $300

Children attending Hopewell are signed into the program at the school. Parents with children
attending other schools should organize bus drop-offs by contacting their child’s school.
Children may also walk over on their own with parental consent, given by either signing their
waiver or by sending an email to info@oldottawasouth.ca.
If your child attends a school other than Hopewell, we will greet the children at the time of
drop-off arranged by the parent. If the child is bussed it is the parent's responsibility to
arrange for the bus to drop the child off at Firehall on 260 Sunnyside Avenue and
communicate to OSCA staff when they are to expect the bus.
Departing from After-Four
Parents may pick up their child at any time during the program and sign their child with our
staff. Participants will only be released to those who are authorized for pick-up designated on
their waiver. Children who are ready to walk home on their own may do so at a predetermined
time with written parental consent, by either a note or by email to info@oldottawasouth.ca.
The Breakfast Club Program
Includes supervised walkover to Hopewell
Parents or guardians sign in the child with our staff as early as 7:30 AM.
Breakfast is included (if OPH guidelines allow). As of Spring 2021 breakfast cannot be
served. We hope this will change by September 2021. As we get closer to the start of the
program we will inform our families what is possible.
Games and crafts at the Firehall before school starts.
Monthly Fee: $200

OUTLINE OF A BASIC DAY IN
AFTER-FOUR
After-Four, unless otherwise noted, runs from 3:00 PM-5:30 PM from Monday-Friday, except
on holidays. Parents must complete an online health check sent out each day in order for their
child to attend.
Please pick up your child by 5:30 PM at the latest. If a participant is consistently picked up late,
an administrative fee may be applied to their account as we have to pay our staff to stay past
their scheduled hours.

3:15PM

Staff leave for pick-up at Hopewell. The JK/SK group meets in the Kindergarten yard or at
the Kindergarten entrance to the school on Sunnyside Avenue (depending on weather).
The Grade 1-6 group meets at the side doors of the school on Sunnyside Avenue. Children
attending the Firehall are to meet before the bell rings-parents are responsible for
informing Hopewell School regarding early pickup by Firehall.

3:30PM

Children will be walked over to the Firehall. Note that some children walk over on their own
if they’ve been given permission ahead of time.

3:304:00PM

Children have free time and snack while the walkover groups/buses arrive. This is also
when we do our absence calls.

4:104:20PM

Square time starts. This is when the counsellors announce the activities for the day.
Counsellors will also relay messages to the children. Children also get a chance to have
input during this time on activities/upcoming events, etc.

4:20PM5:20PM

Activities run. Each day, there are several options that the children can choose from such
as sports, crafts, science experiments, board games, etc.

5:20PM

Clean-up begins now. Children often help the counsellors with these tasks.

5:30PM

Pickup Time
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STAFFING
The After-Four program is directed by Katherine Boisvert
and the Breakfast Club program by Darcy Middaugh. These
staff are your point of contact for information about any
administrative needs you may have or other programrelated questions. They are also your point of contact for
major concerns, such as staff behaviour and safety
procedures.

Responsible for Breakfast Club and
After-Four, our Program Managers
oversee all aspects of these
programs. Their goal is to make the
environment accepting, fun, and
safe, for all participants.
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Katherine and Darcy are responsible for programming and
attendance for their respective groups. If you need
information about day-to-day activities or have specific
concerns or needs for your child, they will be more than
happy to help you out!

Program
Managers

Each staff member is required to obtain the following
qualifications: valid Standard Level First-Aid, Level C CPR,
and AED certification; Accessibility for Ontarians with
Disabilities Act and Integrated Accessibility Standards
Regulation training; Worker Health and Safety Training;
PPE training; and a police records check. OSCA's staff also
receive training monthly in many areas such as dynamic
and age-specific programming, health and safety policies,
special needs, behaviour management, and much more!
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OSCA’s counsellors are dedicated to providing a fun and
safe after-school environment for every child. All staff
diligently follow OPH recommendations and have been
trained in Covid protocol. Many of our staff have
participated in the After-Four program as children,
volunteered in the program and are now passionate about
their opportunity to give back to the Firehall.
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SAFETY PROCEDURES
Health Check
Parents must complete a Health Check online each day. The form must be completed or their child is unable
to attend. The form is sent to the parent's email each school day.
Walkover & Sign-In
We ensure the children arrive to Firehall safely by walking them over from Hopewell Avenue Public school.
Staff sign in the children and complete a health check. Both the Health Check and Attendance are completed
by submitting forms on the staff's cell phone. If you see a staff with their phone out, they are not playing Angry
Birds, they are ensuring all children are safe and accounted for.
JK-SK
Kindergartners are picked up at the doors on Sunnyside Avenue
or the Kinder Play Yard. Teachers check in with the staff before
releasing the children. All Kindergarten children are walked over
by the Firehall staff unless otherwise specified by parents. It is
important to email us at the Firehall if your child is being walked
over by a parent or caregiver, arrive by bus, or if they won’t be in
attendance on a particular day. Please be sure to also inform
your child’s teacher to let them know which days your child will
be attending Firehall.
Gr. 1-6
In the Gr. 1-6 group, children are instructed to meet outside the
doors on Sunnyside Avenue. They must wait to be signed in by
the counsellor doing attendance. After children are checked in
and have completed a health check, we walk the children over in
groups of around 12 with a counsellor. We send the groups in
waves so all the children are not on the street at once. This
ensures that we can sign them in more carefully and walk them
over more safely. Once those children arrive to their destination
safely, they are checked in again on our main attendance
sheets. Students who arrive on buses must also check in and
health check with the counsellor with the main attendance.
Out-Trips
On occasion, our After-Four groups may go on out-trips to parks or the library. For all trips, participants will
walk together with their counsellors. During these trips, counsellors perform multiple headcounts: before
leaving, once children arrive, throughout the time at the location, upon leaving, and once they’ve returned.
This ensures all children who leave with us also come back with us. Travel will depend on OPH
recommendations.
Most often, we will be using green space at the Royal College of Surgeons and Physicians. This space is
located across the road from the Firehall and is locked by a key card. Staff at the Community Centre can
open the gate if parents are picking their children up early.
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SAFETY PROCEDURES
Pick-Up & Sign Out
When your child is being picked up, either by you or someone else that you tell us is safe for your child to go
with, they need to be signed-out properly.
• Every child must be signed-out before they leave our care. This includes when they are out of Centre or when
they can walk home on their own.
• Once someone comes to pick-up a child, staff have been directed to ask you for your name and to verify who
you say you are. You may get checked for ID unless that staff person knows you personally or if a senior staff
(Katherine, or Darcy) advise that the person is who they say they are.
• If the person picking the child up is a non-parent/guardian, staff are directed to check the message board
and/or the child’s waiver to make sure that person has permission to leave with that child.
• If the messages/waivers do not indicate that that person can pick up a child, you as the parent/guardian will
be called to ensure that person has permission to pick up your child. We WILL NOT release any child unless we
have confirmation that the person trying to pick up the child has permission.
• If you leave without signing out your child and your departure has not been noted by staff, you will receive a
phone call confirming that you picked up your child.
• Please note that you can put as many names on your child’s waiver for pick-up as you’d like. You can also
modify the waiver throughout the year. This is common when children make new friends in the program and
their friends’ parents may pick them up.

If There Is Ever an Emergency
We are equipped with multiple first-aid kits and all staff are
certified in Standard First Aid, CPR Level C, and AED
(automated external defibrillator) use. We also have an AED at
the Firehall and know the locations of other nearby AEDs.
In the event of minor bumps, cuts, and bruises, our staff are
equipped to help the children and always ensure they are
wearing proper PPE. We will also notify parents of any such
occurrence and may ask you to assist us with filling out an
accident form. In the event of more serious accidents (e.g.,
broken bones, anaphylactic reactions), incidents, or injuries,
emergency medical services will be contacted right away and
you will be notified once we have done so.
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BEHAVIOUR MANAGEMENT
It’s never fun when people misbehave. For the most part, the
children are awesome but we do see some issues over the
course of a school year.
Prevention is our goal. We train the staff to keep their eyes
and ears open and use what we call “360 Vision” to make sure
they can assess the room quickly, see where the children
are, and see if a conflict is developing. This helps us to see if
something is about to happen and put a stop to it before it
escalates.
If a situation escalates, we do give consequences and use
the rule that consequences must be appropriate, fair, and
consistent. If behaviours repeat or persist, we will speak with
parents right away so they are aware of the situation and
how we handled it.
Per our Conditions of Enrolment, we also have certain
behavioural conditions that we expect all children to meet.
Our goal is always to maintain a safe and fun environment for
all children. We always try to work with the parents and
ensure that expectations are clear and fair consequences
are provided. Parents are required to read all of the
expectations and sign the waiver before their children are
able to attend.
Parents/guardians may request an in-person meeting with
Darcy Middaugh and Katherine Boisvert should the
participant require additional support or accommodations.
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NEWSLETTERS, PROGRAMMING, AND SNACK
At the start of each month, you will receive a newsletter from us regarding the After-Four program. It will
include important upcoming dates, policy updates, monthly highlights, payment information, and the
programming/snack schedules (if permitted). We make sure to put in things that parents need to know, so we
encourage you to read these newsletters. Please note that newsletters will be emailed to the address on your
child's account. If you'd like to add another email address or a different email address, please email
info@oldottawasouth.ca.
Programming Schedules
Schedules that include programming highlights for the month are sent to parents at the start of each month in
our newsletter. Programming usually includes crafts, science experiments, quiet reading, games, and sports.
For the older children, we also try to incorporate team-building and leadership.
Here is a sample of the types of activities your child might participate in during a week of After-Four.

Snack Schedules
OSCA aims to provide food and snacks for children in the Breakfast Club and After-Four programs. The ability to do so will
depend on OPH guidelines. If we are unable to provide this service, we ask that parents pack a snack for their child.
Each month, we also send the snack schedule for parents to see. Our snacks are typically simple but healthy for the
children. We ensure that all snacks we provide are nut-free. We also try to ensure we have other options for children who
are gluten-free or if a child has other allergies. If your child has allergies or dietary restrictions, please let us know about it
on his/her waiver as it’s very important for us to be aware of so we can take necessary steps to ensure your child does not
eat/drink something he/she shouldn’t.
If you or your children have any nut-free snacks that you think we could try, please let us know. We’re always looking for new
ideas! Parents are also able to provide nut-free snacks for their children if they require a larger snack at the end of their
school day.
Here is a sample of the snacks we provides during a regular week of After-Four.

Please note that OSCA reserves the right to change the scheduled activities or snacks as needed. Sometimes
we may have to cancel an activity or rearrange our days due to things like weather conditions or low supplies.
12

PAYMENT AND SUBSIDIES
Upon registration, a registration fee is required to secure your space in the program. This registration fee is
non-refundable. Monthly payments are processed automatically by credit card on the first business day of each
month. Your credit card details are captured during your registration to the program. The card saved on file can
be updated at any time. You can update your payment details online by signing into your Amilia account.
Breakfast Club
$50 non-refundable registration fee due at the time
of registration
$200/month due on the first of each month

After-Four

NSF Fees
A fee of $25 will be applied to all payments we are
unable to process. We will contact you to update
your payment method on file before reprocessing
payments.

Cancellation & Refund Policy
If at any point during the program you need to
cancel you can do so by giving us 1-weeks notice
before the first of each month.

Program Subsidies
OSCA sets an amount of revenue each year to be
used to subsidize program fees for families who
can use assistance from our community.
We can only offer a spot in the program if we
have space in the program.

$75 non-refundable registration fee due at time
of registration
$300/month due on the first of each month

We will cancel all future payments on your
account
Registration fees will not be refunded
You can rejoin the program at any time as long
as we have space to accommodate, we cannot
hold your space

A unique payment plan can be arranged to
break up the program fees based on your
unique circumstance.
Subsidy amounts will be applied to the
program first before any payment is processed
on your account.
Please contact Matthew Mitchell, for a subsidy
application. If you have any questions about
subsidies, please call 613-247-4946 or email
matt@oldottawasouth.
If you know of a family that may benefit from
our subsidy program please feel free to refer
them to us.
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