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Campus Details 

Address 

3730 Westwinds Dr NE 
Calgary, AB T3J 5H2 

 

Telephone 

(403) 457-7787 

 

Hours of Operation 

7:00 AM – 6:00 PM 
Monday to Friday 

 

Primary Email 

contact@earlyfoundations.ca 

 

Key Contacts 

Area Name and Title Telephone Email 
Enrolment, 
Subsidy 
Information, 
Parent Concerns 

Ms. Shally Goyal, M. 
Sc., PhD. Executive 
Director 

(403) 457-
7787 

Shally.goyal@earlyfoundations.ca 
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About Early Foundations Academy 
Our Academy was formed on the belief that children deserve the best physical, emotional, 
social and intellectual development so that they can grow to become healthy and productive 
members of society. We achieve this by ensuring the focus on children always remains our 
highest concern in everything we do. 

There are several stakeholders involved in a child’s care; Parents, Academy, Government and 
Community. By ensuring that we remain aligned with Child Care Licensing Regulation, and 
exploring new and effective methods of child development, we remain on the path to providing 
excellent child care. 

Early Foundations has developed and 
will continue to refine the four core areas 
as they relate to high standards of child 
care: 

1. Physical Education 
2. Intellectual Development 
3. Social and Emotional Well Being 
4. Healthy Nutrition 

 

Mission 
Early Foundations provides an 
environment where children are given every opportunity to shine and build on diverse learning 
experiences for a successful future. 

Vision 
To achieve a high approval rating and become the preferred choice of parents who are seeking 
child care and preschool services. services in Calgary by January 2018. 

Core Values 
Caring. Innovation. Nurturing. 

 

Communication Policy 
Initial Approach Process to Community Stakeholder Organizations 
Professional agencies will be approached using a letter, with a follow-up call. This letter will be 
sent to the appropriate person, which can be confirmed by calling the agency beforehand. A 
request for a visit for interaction and talks with children and staff, an alternate sharing of 
resources and information or securing information packages that can be presented to the 
Centre by in-house staff are some of the possibilities. A thank-you note is a great way to show 
appreciation for these agencies. 
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Parents can be asked to work as volunteers. Post a message on the message board near the 
Director’s office to secure such help. 

 

Inviting Stakeholders to Visit the Academy 
Regularly procure a list of available stakeholders to make visits and share information with 
children and staff about their contributions to the community. This can be done in conjunction 
with the community resource page that is on our website, and it would be easier to call and 
invite people on a regular basis.  

Providing initial background to stakeholders and gathering feedback after the visit will help 
improve the flow of information and the positivity of the experience. 

Thanking Stakeholders and Volunteers 
Include a small follow-up email, thanking the stakeholder or volunteer for their visit. This can be 
created as a follow-up task in asana.com Sending a thoughtful card, including the stakeholder in 
the monthly newsletter and thanking them for their contributions is also a preferred approach. 

 

Involvement in the Community 
Marketing of the program is one source of involvement in the community. Furthermore, including 
community professionals in the program is another avenue, which can help spread the word of 
our involvement. Community projects can be included by referring to the list of community 
associations and providing them invitations to upcoming events, celebrations or visits by service 
providers or open houses. 

 

Avenues of Communication 
Newsletters, online articles for parents, and face-to-face contact are important methods of 
communication with community stakeholders. Newsletter must be written monthly and a print 
copy given to parents whose children are attending the Academy. The newsletter should also be 
posted online. All current newsletters and articles are available at www.earlyfoundations.ca 

Director is the primary person who will co-ordinate community stakeholder interactions within 
the Academy. 

 

Stakeholder Interaction Process 
Stakeholders who wish to regularly contribute will be set up on asana.com and can be assigned 
tasks by the Director or a senior advisory board member, and this will ensure that tasks that are 
assigned, completed or pending can be viewed at any time. This will also ensure non-
contributing members are not relied upon and alternate person is sought out. 

http://www.earlyfoundations.ca/
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Advisory Board 
An advisory board, consisting of parents, community stakeholders and general public should 
meet at least every 3 months. The purpose of this meeting is to meet the following three criteria, 
and to ensure action is taken to maintain or improve compliance: 

1. Quality of Child Care Programming 
2. Supporting Parents in the Community Through Access to Information of Public Services 
3. Building Bridges Between All Stakeholders and Organizing Events to Improve 

Collaboration 

Cultural Education and Understanding 
We are going to expose children to programming in various languages at a developmentally 
appropriate level. One effective way to accomplish this is to note the languages spoken on the 
enrolment form, and publishing a list of languages from our internal database on a printed sheet 
and organize language-based visits by parents and other stakeholders. 

A good place to find parents who wish to share the knowledge of their native language are: 

1. Ask existing parents 
2. Use information on the Enrollment Form to see what languages are spoken 
3. Posting a “Wanted” ad for parents who speak a particular language and arrange a visit 

 

Highlighting Stakeholders in the Newsletter 
Inclusion of a visit by a community stakeholder, parent, public service provider or a community 
association in a newsletter is an excellent way to improve awareness of stakeholders. Inclusion 
of a picture in the monthly newsletter, with permission from the stakeholder, is also preferred. 

Parent Visits of Classrooms 
Parents are always welcome to visit the classroom of their child. They can stay as long as they 
wish, but ensuring the safety and comfort of staff and children should also be balanced. Tact 
and courtesy should be used to ensure the Academy’s operations are not adversely affected by 
unnecessary disruption. 

Articles for Parents 
Ideally, write one or more monthly article that relates to parents of child care and preschool 
children on a relevant topic. This article is to be posted on the website, Facebook and included 
in the monthly newsletter. The purpose of this information is to share our internal research, best 
practices and new trends in child care and preschool programming as it affects Early Childhood 
Education. 

 

Volunteer Opportunities 
Volunteer Screening Policy 
Early Foundations will ensure that each staff member and each volunteer who has 
unsupervised access to children is an adult, and provides to Early Foundations within 8 weeks 
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of starting their position, a criminal record check, including a vulnerable sector search, dated not 
earlier than 6 months prior to the date of commencement with Early Foundations and every 3 
years after that date. Documented evidence of the application (receipt) and record check will be 
retained in each staff member’s file.  

Early Foundations is committed to safeguarding and promoting the welfare of children and 
expects all staff and volunteers to share this commitment. In this context Early Foundations will 
apply recruitment and selection procedures that identify people who are suited to work with 
young children. 

The Executive Director/ Program Supervisor will be responsible for:  

• selection of candidates for interview 
• coordinating the interview process 
• conducting the interview  
• documenting the interview  
• recommendations to the Board of Directors 
• decisions and process  

 
Early Foundations will obtain and scrutinize comprehensive information from potential 
candidates and take up and satisfactorily resolve any discrepancies or anomalies. Candidates 
will be required to submit evidence documents with their resume’ including:  

• proof of qualifications and training certificates 
• references 
• proof of criminal record check, including a vulnerable sector search, dated not 

earlier than 6 months prior to the date of commencement with the program or 
evidence of application by way of receipt 

• proof of first aid 
• proof of any additional supporting documents 

 
Early Foundations will require that the Executive Director/Program Supervisor obtain 
independent professional and character references that answer specific questions to help 
assess a candidate's suitability to work with young children and follow up any concerns. 

 
Early Foundations will contact at least two references for candidates considered to meet the 
selection criteria:                                                                                                                                                   

• a current and/or most recent employer(s) will be sought as a reference 
• references will be asked to comment on the applicant in relation to the selection 

criteria  
• reference comments are to be documented and retained in the staff’s file   
• the information considered will be the written application/resume’, the interview 

and reference reports 
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Opportunities for Staff to Volunteer Externally 
Encourage staff to volunteer for various roles in the community, some staff members are 
already volunteering regularly at the Drop in Centre for the kitchen service in the evening. This 
can be improved by making it a group based event for as many staff as possible and providing 
logistics for effective transportation. There may be barriers surrounding this related to daycare 
timings, so other opportunities can be explored. 

 

Community Interaction Record Keeping 
Asana.com Executive Community Resource Record Keeping 
A folder on asana.com called Community Involvement contains tasks, notes, meetings and 
other information that the executive Academy team can share and collaborate on. This should 
also contain, as much as possible, email exchanges, notes on telephone conversations and 
proposed visit dates. 

A picture taken with a smartphone of a note, printed e-mail, brochure or any other item can be 
attached to a task in asana.com. This will ensure greater body of knowledge and resources for 
the executive team to act and improve on its community involvement. 

Earlyfoundations.ca Community Resources Page 
Community resource page located at http://www.earlyfoundations.ca/community-resources 
contains resources for parents, newcomers to Canada, job seekers and other social assistance 
and support services. Topics are organized by area and website, phone number, or both, are 
provided for Parents' convenience. 

This page should be checked frequently for missing or outdated links, and updated as new 
organizations, community associations or other important areas are added. This should be 
performed every six months. 
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