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WELCOME TO ABC CHILDCARE CENTRE!

INTRODUCTION

ABC Childcare Centre is a co-operative/not-for-profit childcare centre located at/in _____________________________________ and was established in ______, by a group of concerned parents who recognized the need for a childcare program in the area. 

We are committed to providing a safe and stimulating environment where each child can strive socially, physically, emotionally, and intellectually. ABC Childcare Centre’s program is designed to meet the needs of each child in an atmosphere, which fosters co-operation, responsibility and order.

ABC Childcare Centre is staffed by qualified and experienced teachers, trained in Early Childhood Education. Each staff member has extensive knowledge of, and experience with, the methods of child guidance suited to the ages of the children in the centre.

Our childcare centre is run as a co-operative school—one where families and teachers work together to provide an enjoyable learning environment for the children. We stress the word     “co-operative”, because it is vital for the successful operation of the Centre. Family participation includes:

· helping with your child's class as a Duty Day Participant, on a monthly basis (depending on class size);

· volunteering for a committee or Board position; and

· taking part in Centre activities such as Centre cleanup and maintenance, fundraising, etc.

Families can also share ideas and/or problems concerning their children with one another and with the teachers. We encourage you to contribute your ideas and talents to the school program.

PHILOSOPHY

Our goals and objectives are to promote physical, social/emotional, intellectual and language growth and development, and to increase the quality of life for all of the children enrolled in our program; regardless of racial, religious or economic background. In order to provide a healthy, growing experience for the children, our primary focus is on building positive human relationships as a sound base for good mental health. Good relationships are reflected in the teachers' care, concern, guidance and instruction. The children's perception of themselves and their world depends largely on the quality of this "input" by the adults in their lives.
Play activities take up a major part of a child's waking hours and we build on this element to promote whole-child development. Although the children may seem to be "merely" playing, they are, in fact, learning many of the skills needed to help them grow towards kindergarten readiness. These include:

· hand-eye coordination, awareness of shapes, creativity, patience, perseverance, balance, symmetry, listening skills, imagination, sharing and co-operation, and most importantly, developing their self-confidence, and self-awareness

The teachers are always close at hand in a guiding, supporting and enabling capacity; but the play environment is, for the most part, designed to be self-motivating, child-directed and  teacher-facilitated.

PROGRAM DEVELOPMENT

Each member of the ABC Childcare Centre team is a qualified Early Childhood Educator or has equivalent experience.  Staff members are committed to on-going professional development and take part in varied professional activities including courses, workshops, networking meetings and visiting other childcare centres.  

CENTRE MANAGEMENT

ABC Childcare Centre is a community-based, co-operative/non-profit childcare program run by an elected volunteer Board of Directors. The Board of Directors consists of parent-volunteers and meets once each month during the school year. The Supervisor attends these meetings and presents a monthly report. This process allows the Board members and the Supervisor to monitor whether the objectives of the program are being achieved, resolve any matters of concern and make changes to the program, where appropriate. All families are encouraged and welcome to participate in Board activities. 

Board members serve one-year terms. Parents and community members are eligible to stand for positions on the Board. Only parents in good standing with the childcare centre will be active on the Board. Board members are elected at an Annual General Meeting. Current Board members, childcare staff and parents MUST attend. 

FAMILY ETIQUETTE 

Parents/ guardians are requested to:

· return any forms by the date requested 

· treat the staff with respect

· discuss any concerns privately with the Supervisor or staff, or if necessary, the Board of Directors

· make appointments at a mutually convenient time for themselves and the Centre

· actively participate on the Board of Directors or as a Committee member

· sign a contract acknowledging they understand their responsibilities to the Centre staff

PARENT/GUARDIAN INVOLVEMENT

ABC Childcare Centre is committed to effective communication with families. To this end, we encourage parents to:

· actively communicate with the staff, at any time, about their child to build a positive relationship 

· take a few minutes at the beginning of the day to let the staff know about any event that could affect their child’s day

· bring in supplies (yarn, paper rolls, egg cartons) for creative activities

· share their talents or interests with the centre 

· participate in field trips

· read the newsletter which outlines important information and upcoming events

· read the information displayed on bulletin boards for weekly themes, program activities, and menus 

DUTY DAY PARTICIPATION

Your ‘Duty Day Participation’ is your child's special day at school. The participant does not have to be a mother; we welcome fathers, grandparents, caregivers and others as long as a criminal reference check has been completed for them. However, siblings and other children are not permitted to stay at school on these days because of licensing restrictions.

Duty Days are fun, but busy helping all of the children in the program. Regularly participating in the classroom is a valuable experience for everyone and offers a special opportunity to observe your child play, learn, grow, explore, engage in new activities and interact with other children and teachers. It also provides valuable support for the staff and helps them gain better insight into your child so that their instruction is more focused on individual needs.

Some parents are unable, or choose not to participate in Duty Days, and therefore, a non-participating family pays a higher fee to compensate for hiring assistants to maintain the classroom ratio. 

Of course, all parents, whether participating or non-participating are welcome in the classroom to observe their child and teacher.

All adults participating in Duty Days, must attend a Duty Day Workshop, to familiarize themselves with the routines and responsibilities. In addition, you will be asked to sign a form to confirm that you have reviewed and agree with the behaviour management policy and have submitted the appropriate forms (see the Duty Day Participant Waiver form, included in this package).

It is important for all participants, including returning families, to attend the Duty Day Workshops as policies and procedures can change from year to year and it ensures that all participants are ready to provide informed assistance on their first day; knowing where items are located and what is expected of them. This enables the teachers to focus on the children, which is critical at the start of the school year, rather than being distracted to instruct Duty Day participants.

SCHEDULING DUTY DAYS

Families identify the participant(s) and their availability to help and the volunteer Scheduler makes every effort to accommodate all requests. The Duty Day schedule is prepared and posted on the classroom bulletin board approximately two weeks prior to the start of each month. 

Copies of the schedule are also placed in each child’s communication file. Parents are responsible for switching days with other families, hiring an assistant, or advising the Scheduler of any changes to their availability, both long and short term (e.g., family vacations) in a timely fashion. 

Note: Please be respectful of the Scheduler and the time they volunteer to prepare the schedule. Whenever possible, please switch Duty Days with another family rather than calling the Scheduler to make the change.   

If you need to switch your Duty Day once the schedule is posted, please find your own replacement - either a parent/caregiver or an assistant (list to be provided). Be sure to update the Duty Day schedule and notify your child’s teacher of the change. 

The number of Duty Days per month that each family will be responsible for are dependent on the enrolment in each program. If families have any special requests for Duty Days, they will be accommodated as much as possible.

If more that one child in a family is enrolled in a program, families will be responsible for Duty Days for each child. 

HOW TO PLAY AND SPEAK WITH CHILDREN

It can be challenging to interact with a group of young children. However, with a little practice, and some helpful tips, it can be a lot of fun for everyone. 

· Give Directions:  make sure you have the child’s attention; get down to their level and have them look into your eyes; directions should be concise and specific, to avoid confusing the child

· Guide Behaviour:  use a positive approach, e.g., commend desirable behaviour and disregard minor unacceptable behaviour; make positive statements and avoid saying, ‘no’ and ‘don’t’, instead try, ‘Chairs are for sitting on’ or ‘The playdough belongs on the table’; be alert to the children’s activities to avoid problems, e.g., redirect the child who is obviously going to knock down the blocks of another

· Encourage Independence:  encourage the child to do as much as possible for themselves; however, do not insist on complete self-help if they are clearly tired at the end of the morning or afternoon or becoming increasingly frustrated; let children develop their own problem-solving skills; offer suggestions when they cannot do it alone; allow the child to choose their own activities; avoid interrupting any activity in which the child is absorbed; offer suggestions only if they seem to be wandering aimlessly

· Encourage Creativity: help the child discover their own sense of creativity rather than conforming to adult standards; refrain from participating in the arts and crafts program - a child cannot attain the level of skill of an adult and seeing a sample of an adult’s work may cause a child to feel inadequate (if a child asks you to draw something, try saying, ‘If I show you my way, it will be my horse, not yours’, or ‘You can think of so many things I can’t’; ask questions to clarify the child’s own ideas – ‘What are the important parts of a horse?’ ‘What colour do you want to make it?’ - if a child asks you what to make, direct their thinking in a general way - e.g., avoid ‘Paint a tree with apples’ and try, ‘Did you see anything interesting to you?’ or ‘Let’s see how many different things the brush can do’

· Stimulate Curiosity and Learning: when possible, ask leading questions to help the children discover answers for themselves - e.g., ‘What will happen if...’;  encourage the children to become aware of their surroundings and explore the senses - touch, smell, hearing and sight; draw attention to the little details

· Accept Each Child as an Individual: accept each child for what they are and what they can do rather than what you think they should be or should be able to do; avoid making comparisons between one child and another; help each child feel they have something to contribute to others; take the time to get to know and understand each child; show genuine interest in what they do

· Speaking with the Children: shaming behaviour such as labelling a child as selfish or naughty should not be used; it does not add to the child’s self-respect; children should be directed towards areas that interest them and should never be forced to participate in an activity that has little or no interest for them

BEHAVIOUR MANAGEMENT GUIDELINES

ABC Childcare Centre believes that the behaviour management strategies selected must always respect children’s rights and enhance their self-esteem. 

All of our interventions are guided by the following principles:

· respect for each other - children and adults

· the need to maintain an atmosphere of trust and acceptance

· prevention through appropriate programming, and

· age appropriate expectations

In accordance with the Day Nurseries Act (45), the following is never permitted at ABC Childcare Centre:

· corporal punishment of a child by a staff person, student or volunteer

· deliberate harsh or degrading measures that would humiliate a child or undermine a child’s self-respect

· deprivation of a child’s basic needs including food, shelter, clothing or bedding

· exits are not locked nor permitted to be locked for the purpose of confining a child

· use of a locked or lockable room or structure is not permitted to confine a child who has been withdrawn from other children 

We strive to support each child, manage their behaviour in the best manner possible, while ensuring that health and safety considerations are met. The Centre provides care to all children who come to us with varying needs. Incidents, however rare, may occur as a result of these different needs.   Physical restraint is only used in situations where a child is in immanent danger of compromising safety to themselves or other children in the program.

If any staff member/Duty Day participant at ABC Childcare Centre uses any physical guidance, the following steps will be taken:

 

· there will always be two staff members present in the same room as the child, one staff using the physical guidance and the second staff as an observer and relief

· the Supervisor will meet with the child's parent(s)/guardian and staff members and discuss the incident and determine strategies which will be utilized should the child encounter a similar situation; parent(s)/guardian will sign off on both the incident report and the strategies

· the Supervisor will contact the Children's Services Serious Occurrence line to report the incident

· the Supervisor and staff will keep the parent up-to-date on the child's progress 

· if the child continues to experience challenging behaviour, then the childcare centre should call in a specialized consultation service and with the consultant, family and staff devise specific strategies and interventions, including a regular communication plan with the parents to review the child's progress, which will assist in making the child's placement a successful one

ADMINISTRATION REQUIREMENT

ABC Childcare Centre is licensed to enrol children from the ages of ________ to ________, up to a maximum of __________ students. Admission is open to the community at large and is on a first-come basis. 

Medical forms and all other documents, as well as payment of tuition fees according to the fees schedule must be submitted upon registration. 

We do maintain a Waiting List should the school be filled to capacity. There is often some turnover in registrations during the school year, and should this occur, the families on the waiting list will be contacted in sequential order.

ADMISSION INFORMATION FORMS

The Registrar will forward a Forms Package upon acceptance to the Centre. All completed forms must be returned by the designated dates on the forms. The following forms are required: 

· Background and Health Information 

· Emergency Information 

· Consent and Waivers

· Scheduling and Duty Day Information 

· Police Reference Check 

· Child Immunization Information 

· Parent/Caregiver Immunizations and Tuberculosis Screening Information 

In addition, Duty Day participants are required to sign the Duty Day Participant Waiver and give it to the Supervisor at the Duty Day Workshop.

According to our license, a child cannot start school until all forms have been received and processed. Families will be contacted if there are forms outstanding prior to the start of school. 

FEES

ABC Childcare Centre is a co-operative/non-profit Centre so childcare fees are based on the actual cost of operation. These costs are reviewed annually and fees are set accordingly.

 

The fee schedule, provided by the Registrar, outlines the fees for full and partial-year programs, as well as for participating and non-participating families. Fees for non-participating families are higher to cover the additional costs of providing an assistant to maintain the adult to child ratio.

 

A non-refundable fee is to be paid with each application form submitted ($_____ for new students and $_____ for returning students). This application fee typically applies to the school year for which the application is made. The Registrar will notify the families in writing of their acceptance. People who wish to be on the waiting list will have to pay the non-refundable application fee. To secure a space, a $_____ deposit and post-dated cheques for the remaining school tuition are required. Space will not be held if the post-dated cheques are not submitted with the deposit. All fees and cheques must be received by the due date specified by the Registrar, or upon enrolment for late registrations. 

There is a $_____ administration charge for any returned N.S.F. cheques, and this charge is due upon notification. If two consecutive cheques are returned from the bank, further payments must be made by cash, certified cheque or money order. Those with delinquent accounts of sixty days may be asked to remove their child from the program.

As our operational costs do not change, fees will not be refunded or pro-rated should your child be absent for any reason (including illness or vacations), or for statutory holidays.

LATE FEE

ABC Childcare Centre is open daily until __________. Under exceptional circumstances, if a family picks up their child(ren) after hours, a late fee will be charged. 

A written record will be kept of the late pick up and must be signed by both the family and the staff member. The late fee must be paid within 24 hours. The childcare clock will be considered to be the correct time.

Please Note: ABC Childcare Centre is required to call the Children’s Aid Society and/or Police if a child has not been picked up by __________. 

WITHDRAWAL POLICY

Written notice must be given should you wish to withdraw your child from the Centre. If the Centre receives written notification of the withdrawal prior to June 1st for full-year applicants, and October 1st for partial-year applicants, the deposit and the remaining payment(s) are fully refundable. After these dates, full to partial refunds are given if the space is filled; depending on the days sold. There are no refunds after the March Break.

The Board of Directors reserves the right to suspend or withdraw services if the rules of ABC Childcare Centre are not followed or if the behaviour of the child or the family interferes with the Centre’s programs and hours.

When problems are observed, the following steps will ensue:

· minor infractions of the rules or behavioural problems will result in a verbal warning from the Supervisor and/or the staff and clarification of the Centre’s policies; all verbal warnings will be documented and placed in the child’s file

· a report of the behaviour or a serious incident will result in the Board of Directors being notified while ensuring the confidentiality of the family, as well, a written warning will be  sent to the family

· the family and/or the Board of Directors may request a meeting to follow up on the written warning

· in the case of a serious incident, a plan that is mutually agreeable to the Centre and the family may be required before the child is re-admitted to the Centre

· three written warnings within a 12-month period will result in withdrawal of services by the Centre 

· in the case of serious incidents, the Board of Directors reserves the right to withdraw services; if there are further violations of the Centre’s policies during this period, the child will be withdrawn immediately 
· the Supervisor or the Board of Directors will follow up with the Children’s Services consultant, as required

ENROLMENT OPTIONS

ABC Childcare Centre offers programs that are designed with the age and abilities, as well as the needs of the individual child in mind. We offer the following programs to our families:

· outline the programs available to the families based on the number of days of the week that they are available, if children can be enrolled in more than one program at a time (for example: can a child be enrolled in a two-day a week program available on Tuesday and Thursday; as well as being enrolled in a three-day a week program available on Monday, Wednesday and Friday?; and, does this change the number of days that the family must be available to participate in Duty Days?), as well as any other information that parents would need to know about the Centre’s programs

CLASS SIZE

Preschool Class Size: The Ontario Day Nurseries Act regulates the acceptable ratio of adults to preschool children. This allows the Centre an 8:1 ratio of children to teacher, and a 4:1 ratio of teacher to family member.

Toddler Class Size: The Ontario Day Nurseries Act regulates the acceptable ratio of adults to preschool children (toddler aged). This allows the Centre a 5:1 ratio of children to teacher, and a 2:1 ratio of teacher to family member.

HOURS OF OPERATION

The centre is open Monday through Friday from ________ to ________, except on the following holidays:

New Year’s Day

Victoria Day


Christmas Day

Family Day


Canada Day


Boxing Day

March Break


Civic Holiday




Good Friday


Labour Day 




Easter Monday

Thanksgiving Day

Should it be necessary to close on any other day (for example: due to a loss of power, loss of water, flood, fire or any other unforeseen circumstance), families will be notified as soon as possible. If you are uncertain whether or not the school will be operating, please contact the Supervisor.

FIRST DAYS AT SCHOOL

For many children, childcare will be the first time that they will be left without their parents/caregivers in a new and unfamiliar environment. Subsequently, we suggest you make yourself (or another trusted adult) available to stay with your child for a couple of days, if necessary, at the start of the school year. This gives your child the opportunity to explore their new surroundings and get to know the teacher, while having a loved one close at hand for safety and comfort.

Never leave your child without saying goodbye. When it is time to go, explain that you are leaving and will be back soon to pick them up. Your child may cry and want you to stay. The staff understands how hard it is to leave a crying child, but they will recommend you leave anyway. The teacher is there to comfort your child while you are gone. Gradually, the separation time will increase and your child will begin to feel secure in this new setting, understanding that you will always come back at the end of the day. If your child is experiencing separation difficulties, plan to arrive at the school 10 to 20 minutes before the dismissal time. 

Please discuss any concerns with your child’s teacher. To make the adjustment easier, there is staggered enrolment. New children begin school on different days, two or three at a time. This enables both the teacher and your child to get to know each other in a more relaxed setting. Your teacher will advise you of your child's starting date before school begins.

Tips for Letting Go 

· let your child linger near you

· allow time for your child to show interest in an activity; let them know when you leave  

· remember that watching is a form of participation

· remember that each child has their own individual reaction to other children and adults

· let children be themselves

DAILY ARRIVAL

The Centre opens at ________ each morning. Children must arrive with, and be signed in by an adult and may not be left at the school before the Centre opens.

DAILY DEPARTURE

The Centre closes promptly at ________ daily. Family members are required to come into the Centre to pick up their child(ren) and sign them out. It is our expectation that children will be picked up on time. Please make back-up plans for picking up your child(ren). 

Many families have arrangements with other family members, neighbours or other parents whose children attend ABC Childcare Centre in the case that they are unavoidably delayed. The Centre cannot release your child(ren) to an unauthorized person. Please notify the Centre in advance when someone else is picking up your child(ren), and this person will be required to provide identification.

Note: Please check your child(ren)’s artwork before leaving the Centre to ensure that it is their work and not another child’s.

ABSENCES

If your child will be late or absent, you must contact ABC Childcare Centre no later than your child’s usual arrival time. This will facilitate planning for the program. If your child is not coming in because of illness, it is important when you contact the Centre to notify the Supervisor about the sort of illness that your child has contracted. This will help the staff/Duty Day Participants to identify symptoms in other children with whom your child has come into contact. Refunds are not given for days on which your child is absent whether due to sickness or vacation, nor does the Centre provide make-up days.

CHANGE OF ADDRESS / PHONE NUMBER / EMPLOYMENT

It is imperative that ABC Childcare Centre be notified immediately of any change in the family home address, the parent’s place of employment, or the telephone numbers at home and/or work.

It is also necessary to maintain the ABC Childcare Centre emergency telephone numbers for each parent or family member.

PARENT/ TEACHER INTERVIEWS

If you should wish to discuss your child’s progress or development you may arrange an interview with a member of our teaching staff at any time throughout the school year.  Please initiate this by speaking to the Supervisor or to your child’s teacher, and a mutually convenient time will be arranged. 

COMMUNICATIONS

Always check for important notices, updates and events for the Centre on the bulletin board located ____________________, or by email.

SECURITY

In keeping with the Ministry of Community and Social Services guidelines, all teaching staff and volunteers, including Duty Day Participants and Board members, must undergo a Police Record Check. 

This policy is designed to protect the children. All parents, and/or the designate performing the Duty Days, will be asked at the time of registration to fill out and sign consent forms, which will be forwarded to the Police for the completion of the Police Record Check. A photocopy of two pieces of identification are also required, both of which must show the person’s birthdate. If you have had a police record check performed with negative results for another agency within the past two months, the Centre will accept your official police document as proof and you will not have to undergo another check.

All children are supervised at all times. Anytime they need to leave their classroom, including washroom visits, an adult accompanies them. We have in place a system to alert the staff of unauthorized access to the premises.

SNACKS

When planning snacks, some foods may be prohibited as some children have life-threatening allergies. Extreme caution is used, and all teachers and families are made aware of all allergies that any of the children may have.

If you wish to bring a special snack to the school for your child’s birthday, or any other occasion, please speak to the supervisor before hand.

TOYS

Children are not permitted to bring toys from home to the Centre, unless asked to do so in order to participate in a particular activity. Toys may get lost or broken and often create feelings of jealousy between children.

CLOTHING

For your child’s comfort, please provide an extra set of clothing that includes a shirt or pants, underwear and socks in their backpack everyday. Slip-on or Velcro shoes are also required for indoor play. These encourage independence and self-help skills. Children still in diapers must also have diapers, wet wipes and a change pad in their bag. 

Please remember to label each item with your child’s name.

Children must be dressed in clothing appropriate for the weather. Two-piece snowsuits are preferable to one-piece snowsuits, as they are easier for the children to put on themselves. In warm weather, please make sure your child wears a wide-brimmed hat and sunscreen.

Please remember that children participate in a number of activities that may soil or mark clothing (outdoor play, artwork, etc).  Staff members provide protective smocks whenever possible, but they cannot be held responsible for damaged clothing.

DIAPERING

The diaper changing area and anything else that comes in contact with a child’s faeces or urine will always be cleaned and disinfected with a bleach sanitizing solution after every diaper change. The diapering area is also located near a source of warm running water, and has a deep sink, within arm’s reach for convenient hand washing with soap. The changing area is separate from the food storage and preparation area. 

With the use of cloth or disposable diapers, the basic steps in reducing the spread of illness are the same:

· proper hand washing after diaper changing (written instructions regarding proper hand washing are posted at the diaper changing area, as this is the single most important method of preventing spread of illness)

· sanitizing of diaper changing surface; after each use, a squirt bottle of sanitizing solution is used

· proper diaper disposal

· minimizing the handling of diaper wastes

Any diarrhea discovered when changing a diaper is evaluated to determine if the child should be isolated from the other children and/or sent home.

Storing soiled diapers:

· soiled diapers are stored in containers separate from other waste

· fecal material and urine are not mixed with regular trash and garbage 

· where possible, soiled disposable diapers are disposed as biological waste rather than in the local landfill

Containers for soiled diapers:

· washable, plastic-lined, tightly covered, hands-free operated receptacles with firmly fitting covers (e.g. step cans) are used

Separate containers are used for:

· disposable diapers 

· cloth diapers (if used) 

· soiled clothes and linens

Soiled cloth diapers and soiled clothing that are to be sent home with a parent, are individually bagged. 

TOILET TRAINING

Parents are encouraged to discuss their child’s toilet training with the staff so that a co-operative and consistent effort can be achieved. Children receive positive reinforcement for their successes in using the toilet; similarly, we are accepting when accidents occur. Learning to use the toilet takes time and it is also usual for a child to regress. 

Please send in ample changes of clothing throughout this time.

In order to permit morning programming to start on time, parents must check and change their child’s diaper if necessary upon arrival at the Centre. Children in training should be taken to the washroom by their parent or caregiver before the start of the program.

COMPLIANCE WITH POLICIES AND PROCEDURES

The staff, volunteers and Board of Directors are bound to follow and uphold the policies and procedures of ABC Childcare Centre outlined in this handbook. These have been designed to ensure a safe and productive environment that satisfies our licensing requirements and exemplifies the integrity of the school. 

The Licensing Specialist from the Ministry of Community, Family and Children’s Services reviews the Centre’s policies and procedures annually. In addition, policies like the Behaviour Management Policy are an integral part of the fabric of the Centre, its philosophy and the program. Accordingly, the Supervisor and Vice-President reassess all policies and procedures annually and present any proposed changes to the Board of Directors for discussion and approval. The Supervisor also reviews the Centre’s policies and procedures with new staff and volunteers to ensure they are understood and followed. Each year, the staff, volunteers and Board must read and formally sign-off on the policy and procedures, to acknowledge their full understanding and commitment to implement them.  Also, adherence to these policies is part of the staff’s annual review.

Finally, the Centre is governed by a set of by-laws. The Board of Directors also reviews these annually. The membership votes on any proposed changes at the Annual General Meeting.

Compliance with the Policies and Procedures

The Supervisor and President monitor staff and volunteers’ compliance with the policies and procedures.

In the event of non-compliance with any of the policies and procedures, the Supervisor and President notify the contravening person. The procedures for responding to non-compliance are as follows:

Non-compliance by a Duty Day Participant/Adult Volunteer:

· the Supervisor and/or President provides a written or verbal warning advising the individual either to comply with policies and procedures, or temporarily cease participation at the school; a replacement would have to be used at the possible expense of the participating family

· if compliance is still not possible, the Supervisor and President discuss the case with the Board of Directors

· the Board votes on whether the violating volunteer must permanently cease participation at the Centre until compliance with policies and procedures is possible

For serious allegations, the participating individual may be asked to leave the premises immediately.

Non-compliance by a Staff Member:

The Centre will take the following steps for staff that have difficulty or refuse to practice the Centre’s policies and procedures:

· the Supervisor discusses the non-compliance issue with the staff member to identify the difficulty and reasons for it; discussing the implications with respect to the child; specifying ways to employ positive methods of behaviour management; and putting the results of the discussions in a written report that is signed by both parties

· impose a two-week trial period, which takes place under the close observation of the supervisor, to comply with the policies and procedures and improve their methods

· review the performance after the two-week trial period; if there is no notable improvement and the staff member fails to comply or clearly disagrees with the philosophy, the supervisor and Vice-President advise the Board of Directors and initiate termination procedures

GENERAL POLICIES AND PROCEDURES

ANTI-RACISM AND DIVERSITY

As a community-based, not-for-profit/co-operative childcare centre, we are committed to the principles of racial and cultural equality. ABC Childcare Centre firmly believes that ethnic diversity strengthens and enriches our Centre socially, culturally, and economically and that racism creates barriers for children and their families and contravenes the fundamental principles of the Centre.

To ensure a steadfast commitment to these principles, ABC Childcare Centre believes that constant and continuing efforts must be made to develop and enforce anti-racism policies. 

Specifically, the Centre is committed to:

· developing an environment and creating programs that promote and respect the beliefs, values, and practices of all, encourage diversity, knowledge, and understanding, and actively promote anti-racism

· encouraging open discussion with staff and volunteers about issues as they arise

· reviewing the philosophy with all staff and participating individuals to ensure they understand and adhere to it

BIKE HELMET POLICY

Safety of the children is one of our major concerns at ABC Childcare Centre. The bike helmets that the children wear need to fit properly in order to give optimal defence in case of an accident.

Properly fitted helmets should:

· fit comfortably on top of the head and sit low on the forehead, just above the eyebrow (the helmet should not move if you shake your head)

· have an outer shell, inner protective liner, chin straps that hold the helmet firmly in place, and adjustable sizing pads

· meet SPCS, CSA or Snell standards

Wearing a baseball cap or any other headgear changes the fitting of the bike helmet on the head...

· the thickness of the hat under the helmet raises the helmet above the head; the result is that the helmet covers less of the head than it should, leaving the sides unprotected

· raising the helmet on the head destabilizes it by moving the sides that normally keep the helmet steady, up and away from the sides of the head

· having steel buttons (top of a baseball cap) on top of the head could concentrate the force of the blow during an accident on one spot; the helmet is designed to spread out the force of impact to prevent the skull from fracturing

Please Note: bicycles will not be out unless it is warm enough to not require winter headwear.
CHILD ABUSE AND NEGLECT POLICY

ABC Childcare Centre recognizes that each of us has a responsibility for the welfare of children. The Ontario’s Child and Family Services Act (CFSA) states clearly that members of the public, including professionals, such as Early Childhood Educators and those working with children, have an obligation to report suspected abuse promptly. If they suspect a child is or may be in need of protection from physical, sexual and emotional abuse and/or neglect by the person in charge of the child by failure to adequately care for, provide for, supervise or protect the child, they should report to:

· Children’s Aid Society

· _______________ Children’s Services, Serious Occurrence line at: 

 
_________________________

Staff members of ABC Childcare Centre who, in the course of their duties, have reasonable grounds to suspect that a child is or may be suffering or may have suffered abuse shall report the suspicion to the appropriate Children’s Aid Society. 

A child is “in need of protection” where:


· a child has suffered physical harm or is at risk of suffering physical harm

· the child has been or is at risk of being sexually molested or sexually exploited

· the child requires medical treatment or suffers from a mental, emotional or developmental condition and the child’s family does not provide or refuses to consent to the treatment

· the child has been abandoned or not provided basic necessities (e.g. food, shelter, clothing etc.)

· the child has suffered emotional harm demonstrated by serious anxiety, depression, withdrawal, self-destructive or aggressive behaviour and the child’s family does not provide or refuse to consent to treatment to remedy the harm

The duty to report is an ongoing obligation. If a person has made a previous report about a child, and has additional reasonable grounds to suspect that a child is or may be in need of protection, that person must make a further report to a Children’s Aid Society.

EVACUATION PLAN   

In case of an evacuation, the educators of ABC Childcare Centre will take the children to ________________________________________. All of the families will be contacted using the children’s emergency list.

posters will be placed on the Centre’s doors

the supervisor will carry the emergency kit

· the emergency kit will contain: updated emergency contact lists, etc

FIELD TRIP POLICY

All trips, including daily walks outside the Centre, must be approved by both the families and the Supervisor. A consent form is attached to each registration form package to allow your child(ren) to participate in these outdoor walks.
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· destination

· times

· number of children

· transportation, etc.

Families will be given advanced notice of the trip and their consent requested on the appropriate form. 

As of September 1, 2005, new legislation came into effect requiring the use of child safety seats for children 8 years and under. This legislation requires parents/guardians to properly retrain their children when they are in motor vehicle. It is not negotiable with the child to transition back to a booster seat.

For any childcare Centre that uses carpools to transport children to events, the parents will have to leave the child’s car seat for use by the volunteer driver and that person will have to ensure that the seat is properly installed in their vehicle. It is the responsibility of the Centre to ensure that this happens, or the Centre could be liable.

FIRE SAFETY

ABC Childcare Centre has a Fire Safety Plan that all of the staff has read, and will follow, in the event of a fire (as a reference, it is located in the Centre’s office). The Centre’s fire safety procedures are posted near the exit doors of each classroom. Staff, Duty Day participants and the children practice fire drills on a __________ basis. All families should note the following procedures:

When the Fire Alarm Sounds...

· staff check the exit door to see if it is warm to the touch, and to determine if it is safe to use to exit the building

· each child holds another child’s hand and proceeds to the nearest exit door

· staff collect the Emergency Information Binder and the attendance record

· staff close the door and lead children to the nearest exit; during the drill, the children use the entrance closest to the playground; in the event of a real fire, staff will use the nearest, safest exit

· staff and children immediately exit the building and proceed to __________; staff call the fire department

· for emergency shelter (i.e. it is winter or raining, or if the __________ is not safe), children proceed to a designated safe location ( _______________________________ )

· staff take a head count of all children, referencing the attendance sheet before leaving the classroom, before exiting the building and in the designated safe location

If the Fire is Blocking the Exits...

· close the door, leaving it unlocked, and place a wet towel under the door

· call 911 or Emergency Services

· crouch low with the children and move to the most protected area with a window; seal all cracks where smoke can enter and partially open the window for air; close the window if smoke comes in

· remain calm and wait for the fire department 

Please inform your child’s teacher if your child has any concerns about fire drill and safety.

GRIEVANCES, COMPLAINTS AND CONCERNS

As a Centre with an elected Board of Directors that administers and manages the Centre, and is comprised of parents with children currently attending ABC Childcare Centre, both the complainant and the Centre should address any issues immediately. In resolving complaints, the President and Supervisor are encouraged to use available resources such as the Parent Co-operative Preschool Corporation (PCPC) and the Ministry of Community, Family and Children’s Services. 

The following outlines the procedure to address complaints from families about operations, curriculum, philosophy, verbal harassment, or any other matter related to ABC Childcare Centre: 

· the complainant is required to write a letter outlining the complaint in detail to the President so that the facts are clearly recorded

· ask the complainant to discuss their concern with the Supervisor or President including specifics such as date, place, issues, and parties involved, using the letter as a source of information and agree on a plan of action and trial period

· record the outcome of the discussion in detail

· implement plan of action

If the complainant is unsatisfied with plan of action after a trial period, the complaint will be discussed at a Board meeting and the Board will vote on a second plan of action.

Issues relating to the Duty Day participants, teachers, programs, or methods of teaching should be directed to the Supervisor. The teachers and Duty Day participants report to the Supervisor. The Supervisor will notify the Vice-President of any concerns accordingly as he/she is responsible for Human Resources issues.

Issues related to the running of the Centre or concerns about the Supervisor should be directed to the President who will in turn work with the Vice-President and possibly the Board to resolve the concern. The Supervisor reports to the Board of Directors, which is overseen by the President.

Any staff concerns, complaints or grievances will be reported to the Supervisor or Vice-President, who will take action accordingly.

INCLUSION POLICY 

The mandate of the program offered by ABC Childcare Centre is to provide a warm, loving and secure environment for all children who come with varying needs of development; social, emotional, physical, behaviour and cognitive, where they can flourish. 

Group interaction plays a key role by encouraging self-confidence and developing mutual respect and a sense of sharing. A part of this involves coming to terms with what is socially acceptable to both learning and life.

The Centre makes every effort to serve all children in this capacity. Occasionally, an unusual situation may arise where the regular program cannot meet the needs of an exceptional child. In this case (in consultation with the Supervisor over a reasonable amount of time) the Board of Directors reserves the right to determine that this child be withdrawn. This action will be taken as a last resort and is driven by the interests of the child and the safety of others at the Centre. For the benefit of all concerned, we will follow these steps:

Documentation

· at the onset of the problem, any staff directly involved with the child will record the behaviour in question; specific incidents, as well as responsive actions taken by the staff to manage the improper behaviour, will be included

· the Supervisor and the staff will meet to develop a common strategy to help assist with the child

Parental Notification

· families will be immediately apprised of any behaviour in question and informed of the actions that the staff has taken to date

· parental insight into any specific behavioural issues will be sought

Development of a Long-Term Behaviour Management Plan

· a meeting will be held between the family, staff, the Supervisor and a Special Needs Childcare Consultant to identify and agree upon key issues

· a Behaviour Management Plan will be developed; clearly measurable goals accompanied by specific timelines for these goals will be established; responsibility for carrying out the various components of the plan will be assigned

· the Centre Planning Team will decide if a more appropriate goal for the child would be possible with part-time placement or a reduction of time spent at the Centre

· parents unwilling to co-operate with the adoption of a Long-Term Behaviour Management Plan may be at risk of having to withdraw their child from the Centre after a reasonable amount of time, if the child’s behaviour does not improve

Assessment of Results

If the Behaviour Management Plan is unsuccessful, and it is determined that the child requires a different or more specialized placement, the Board of Directors has the authority to conclude that the child should be withdrawn. Families will be informed of this decision in writing and assisted by professionals to make alternate arrangements. An appropriate time period will be established in order to secure the best possible placement for the child. Advisors for Children’s Services, from the province and, if appropriate, the District School Board, must be informed if a child is withdrawn.

** It should be noted that in extreme circumstances, a child may be, at the discretion of the Board and Supervisor, immediately withdrawn from the program if the child poses a clear and present danger to the safety of anyone at the Centre.**

Re-entry Meeting

In the case of a temporary withdrawal, a meeting will be scheduled on the day the child returns to the Centre. It will involve parents/guardians and the Centre Planning Team. The meeting will establish responsibility for development of a long-term plan of action and monitoring of future behaviour.

INCOME TAX STATEMENTS

If requested, in writing, a record of the previous year’s fees and other monies paid to the Centre will be provided to each family by the Treasurer/Bookkeeper, and signed by the Treasurer. Tax receipts are not mailed unless requested.  Fee receipts will not be issued until all outstanding fees and penalties are paid.

INSURANCE COVERAGE

ABC Childcare Centre has insurance coverage indemnifying the Centre for accidents or natural disaster.  The policy also provides Directors’ liability.

The school is not responsible for loss of property or clothing of its students.

PRIVACY POLICY

Privacy of personal information is an important principle to ABC Childcare Centre. We are committed to collecting, using and disclosing personal information responsibly and only to the extent necessary for the services we provide. We also try to be open and transparent as to how we handle personal information. Information is never sold to a third party. 

STORM POLICY

While we realize that the closing of the Centre at any time other than the normal closing time will cause some inconvenience to families, there may be times when such an action is necessary because of bad weather conditions.

The Supervisor has both the authority and responsibility to act in the interests of the Centre and the children in their care. If weather conditions warrant an early closing time, the Centre will contact all families and ask for their co-operation in picking up their children.

If the weather conditions are bad and you are concerned, please do not hesitate to call the Centre to inquire about any emergency plans. If the weather conditions result in the landlord closing the school, the Centre will be closed. School closing announcements are made on major radio stations.

STUDENTS

ABC Childcare Centre participates in a number of programs involving students. Under the supervision of our staff, the students gain practical experience while bringing new ideas to the Centre. Notice of E.C.E. and high school student placements will be posted. Please make an effort to get to know these people. They contribute a lot to the program.

VALUING DIVERSITY POLICY

ABC Childcare Centre is committed to the principle of equal opportunity for all its children, families, employees, and applicants for either program admission or employment.  For that reason we intend to create an environment which offers families equitable access to sensitive and appropriate services that do not discriminate on the basis of visible or perceived differences such as race, colour, religion, sex, age, family status, socioeconomic status, sexual orientation, national origin or disability.  

ABC Childcare Centre recognizes and values the diverse backgrounds of the children we care for.  We as a Centre will, through our programming, provide the children with a non-discriminatory, racially sensitive and culturally appropriate childcare program.  We will ensure that the rights of the children in our care are not compromised and that each child is treated with respect, dignity, acceptance and understanding.

VULNERABLE SECTOR SCREENING PROGRAM — POLICE REFERENCE CHECK

All staff, Board members, Duty Day participants, and any volunteer over the age of 18 years are required to undergo a Vulnerable Sector Screening Program —Police Reference Check before working with the children at ABC Childcare Centre. In fact, all job offers are conditional upon a negative Police Reference Check.

Each person must complete the “Vulnerable Sector Screening Program — Police Reference Check” Form, which is part of the Forms Package that families receive upon acceptance to the Centre. It must be returned to the Registrar with sufficient time for the Centre and Police to run the check prior to the child starting school (the process can take up to six weeks).

The Centre forwards the “Vulnerable Sector Screening Program — Police Reference Check” Form to the Police Department. The Centre pays for the cost of one police check per family as part of the tuition fees. Additional forms may be obtained by the Registrar or photocopied, and the Treasurer will send an invoice for additional Police Reference Checks.

Returning parents, who submitted a “Vulnerable Sector Screening Program — Police Reference Check” Form in the previous year, do not have to submit one for the next school year. Families enrolling siblings will likely have to submit a new Police Check, as files are only maintained for two years.

The following do not have to submit a “Vulnerable Sector Screening Program — Police Reference Check” Form:

· volunteers under 18 years of age, who must provide two positive reference letters from people over 18 years of age 

· students from a college or local high school, who must provide a letter of introduction from their school 

· volunteers for day/field trips and special events 

Confidentiality is a priority when dealing with police reference checks. All related documents remain at the Centre in a locked cabinet. Disclosure of any information shall only take place with the approval of the person involved, the Supervisor and the President.
The Results of the Police Reference Check:

The Supervisor receives notification of the results of all the Police Reference Checks. All cases are reviewed on an individual basis and the information is kept in strict confidence. Those who the Police report have no prior convictions or charges (a negative check) can work immediately with the students.

However, in the event of a positive check, where the Police have notified the Centre that there has been some past criminal activity, the Centre will do the following:

· ask the person to provide in writing the details surrounding their charges/convictions 

· the President and Supervisor will review the details to assess the eligibility of the person to work/volunteer at the school and whether to rescind a job offer or the opportunity to volunteer 

· thorough consideration is given to the nature of the offence, sentence received, date of offence, and rehabilitative efforts of the person 

· the President and Supervisor prepare a recommendation based on their review and present it to the Board of Directors for discussion and a final decision 

· the President advises the person in writing of the Board’s final decision 

PROVINCIAL LICENSE AND OTHER INSPECTIONS:

Ministry of Community and Social Services:

ABC Childcare Centre is licensed under Ministry of Community and Social Services.  Every year, a licensing specialist from the Community and Social Services performs a full inspection of the Centre for the license renewal. 

The inspection includes spending all day at the Centre to review the program, policies and procedures, health and safety practices and all the requirements of the Day Nursery Act. 

After the inspection, a detailed report signed by the licensing specialist is presented to the Supervisor. A copy is reviewed with the Board of Directors.

City/Town of _______________ Children’s Services

Each Centre has a consultant who performs surprise visits to the Centre at least twice a year for a complete and full inspection. 

The consultant spends a full day in the Centre to review the program curriculum and all of the requirements of the _______________ Children’s Services. 

This is achieved with the City/Town of _______________ Operating Criteria guidelines. 

After the inspection, a detailed report is signed by the consultant and by the Supervisor.  A copy is reviewed with the Board of Directors.

Public Health Inspector ‘Food Safety Inspector’

The Public Health Inspector performs surprise visits to the Centre twice a year. 

The main objective of the visit is to check all food related safety guidelines such as menu, food temperature, employee hygiene, storage, health hazard and general food handling.  

After the inspection, a detailed report is signed by the inspector and by the Supervisor.  A copy is reviewed with the Board of Directors.

HEALTH AND SAFETY POLICIES AND PROCEDURES

ALLERGIES

It is important that families let staff and the Supervisor know of all allergies that their child may have and what reactions to expect. Although we cannot change the entire environment of the Centre because of allergies, every possible effort will be made to minimize contact with offending substances. If you are sending in any food for your child, please be aware that we endeavour to provide a nut-free environment and do not permit any nut, peanut or nut/peanut products in the Centre. 

If your child has any dietary restrictions, please discuss these with the Supervisor. If you need to send in food with your child because of dietary restrictions, it must be arranged in writing.

Symptoms of an allergic reaction may include:

· trouble breathing, speaking or swallowing

· a drop in blood pressure, rapid heart beat, loss of consciousness

· flushed face, hives or a rash, red and itchy skin

· swelling of the eyes, face, lips, throat and tongue

· anxiousness, distress, faintness, paleness, sense of doom and weakness

· cramps, diarrhea, and vomiting

ANAPHYLACTIC POLICY

Anaphylaxis is a severe, potentially life-threatening allergic reaction to certain foods or other substances.  Anaphylaxis reaction occurs when the body’s sensitized immune system overreacts in response to the presence of a particular allergen.  Anaphylaxis affects multiple body systems including skin, upper and lower respiratory, gastrointestinal, and cardiovascular.

Foods which are sources of anaphylaxis reaction may include:

· peanuts, peanut butter, peanut oil and other peanut products 

· tree nuts: walnuts, Brazil nuts, pistachio nuts, pine nuts, macadamia nuts, hazelnuts, pecans, almonds, and cashews

· shellfish 

· fish 

· eggs 

· sulphites 

· cow milk 

· sesame seeds and sesame oil

· wheat

· soy

· bananas, avocados, kiwis and chestnuts for children with latex allergies (sources of latex include: gloves, balloons, erasers, rubber spatulas, craft supplies, etc.)

ABC Childcare Centre takes special care to avoid exposure to allergy-causing substances. Families are asked to consult with the Supervisor before sending in food to classrooms where there are food-allergic children.

Children with food allergies must be encouraged to follow certain guidelines:

· wash hands before and after eating

· limit the sharing of food in the classroom

· place food on a napkin rather than in direct contact with a table

Staff, students and volunteers will review the policy annually, and all staff must receive a demonstration on the use of the EPI pen by the anaphylactic child’s physician or family (it is the responsibility of the family to ensure that this demonstration is carried out to their satisfaction).

CLEANLINESS AND SANITATION

ABC Childcare Centre maintains the highest standards of cleanliness and sanitation.

Classrooms are kept clean by:

· staying free of smoke (ABC Childcare Centre is a smoke-free facility)

· washing and disinfecting toys biweekly (if a toy is put into a mouth, it is set aside and cleaned thoroughly)

· mopping floors and vacuuming daily

· sterilizing sinks daily

· washing towels and dishcloths daily

· emptying, sanitizing the water table and water toys after use (the water table is not used during an outbreak of a contagious disease)

Hand washing is the most effective way to prevent the spread of viruses. ABC Childcare Centre enforces strict hand washing for adults and children. Therefore, staff and adults should wash hands: 

· Before: reporting for work (especially important to remove traces of peanuts or other allergenic foods), feeding a child, applying first aid, preparing food, changing diapers, applying ointment

· After: changing diapers, caring for an ill child, removing all gloves, wiping a child’s nose, taking children to the toilet and cleaning blood or faeces, removing soiled clothes, touching or scratching the body

EMERGENCIES
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A child needing emergency medical care will be taken to the nearest available hospital as required. Families will be notified immediately.  If families have special requirements regarding hospital treatment of their child, they must communicate these requirements to the Centre in writing.

In an emergency, the safety and care of the children is the prime concern of ABC Childcare Centre. Emergency and fire procedures are posted in the Centre. Parents should read these procedures and be familiar with them. It should be noted that if the Centre requires temporary emergency shelter, staff and children will be housed at _________________________________.

If travel to this location is not possible, or if the entire school is relocated, the Centre will follow directions given by the landlord. The Centre will contact the families from this location.

HANDWASHING TECHNIQUES

Proper hand hygiene is the single most effective way to prevent the spread of germs and reduce your chances of becoming ill.

Hands spread an estimated 80% of common infectious diseases like the common flu and cold. 

Hand hygiene refers to removing or killing germs on the hands. There are two ways to do this. 

· wash your hands with soap and water; or

· use an alcohol-based hand sanitizer

ABC Childcare Centre enforces the following hand hygiene techniques...

Proper hand-washing procedures:

· wet hands with water

· use soap

· lather for 15 seconds

· rinse with water

· towel dry hands

· turn taps off with towel

When to wash your hands:

· after blowing your nose or coughing and sneezing into your hands

· after going to the washroom

· before and after visiting someone who is sick

· after playing outside

· after playing with animals

· before eating and drinking

· before and after handling food

· if hands look or feel dirty

· after handling garbage

HEALTH AND IMMUNIZATION

In the best interest of your child and the other children at ABC Childcare Centre, he/she must be kept home when they exhibit any of the following symptoms:

· severe runny nose or cough, wheezing or difficulty breathing, excessive lethargy

· an oral fever of 38°C (100.4°F); contact your physician immediately if the fever is at or above 39°C (102°F)

· undetermined rash; your child must be seen by a physician to determine the nature of the rash before returning to the Centre

· vomiting, diarrhea or fever within the last 12 hours

Children must be symptom free for 24 hours, before returning to the Centre.

If a child appears to be ill upon arrival to the Centre, the staff reserves the right to send the child home. We strongly recommend that parents prepare and arrange for emergency back-up childcare in anticipation of these situations. If your child is not well enough to participate fully in the program, he/she is probably not well enough to be at school.

If a child becomes ill during the day, the family or alternate adult will be contacted to pick up the child. We ask parents to keep staff informed of all communicable diseases and any other signs and symptoms of illness their children experience. This information may need to be reported to the City’s Health Department.

In order for medication or drugs to be administrated to a child a Medication Permission Form must be filled out. This will allow the staff to administer medications such as an EPI-pen, Benadryl, asthma puffer, etc.

Children must be immunized according to the Health Department’s Immunization Schedule (contained in the Registration Package). Tuberculosis testing will be required for participants who have spent three months (90 days) or more during the past 5 years in countries specified by the Health Department.

You must fill out an immunization form from the District Health Office BEFORE your first visit to the Centre takes place, indicating the date that each vaccination was given. This is a regulation of the Ontario Day Nurseries Act and the City Health Department. Children who have not had the necessary vaccinations can be withdrawn from the Centre until the vaccinations are up-to-date.

We follow the recommendations of the Health Department for childcare facilities regarding the prevention of Hepatitis B and HIV infection.

Parents will be asked to read, sign and comply with our Sick Children Procedure.

HEALTH CARE PRECAUTIONS

Precautions in Handling Blood and Body Fluid: 

The following precautions must be followed to minimize the risk of transmitting blood-borne diseases when handling bodily fluids:  

· wash hands and put on rubber gloves 

· wipe up or absorb the spill while minimizing contact with the spill 

· wash contaminated area with detergent and hot water, rinse and dry

· disinfect the area with bleach solution (one part bleach to nine parts water)

· dispose of the contaminated articles in a sealed plastic bag, which is placed in a second sealed plastic bag

· wash hands thoroughly

· soiled clothes are removed and the child changed into fresh clothes from their bag; soiled clothes should be cleaned at home

Treating Bites: 

A bite from a child can be harmful. Fatal diseases can be transmitted through mucus and blood resulting from a bite. After biting occurs the following procedures must take place: 

· wash the wound thoroughly with soap and water

· if skin has been punctured report the wound to the Public Health Communicable Disease Department 

· contact the family of the bitten child; parents should consult with their physician 

· contact the family of the child who did the biting

· the teacher and the family will decide the appropriate response; ABC Childcare Centre  may suspend the child after three incidences; staff will work closely with families to assess the cause of the behaviour and address the problem; the biting incident is noted in the logbook

MEDICATION POLICY

Precise regulations exist pertaining to the dispensation of medication in a childcare program. These regulations are written to protect your child and the staff and must be adhered to without exception. These regulations require that:

· all medication must be prescribed by a physician and must be brought to the Centre as dispensed by a pharmacist (that is, in the original package with the pharmacist’s label)

· the medication must have been prescribed for the child and not for any other family member; if you have two children enrolled at the Centre who are taking the same medication, you must have two separate prescriptions

· the prescription must be current

· a medication form must be filled out for each day the medicine is to be given; the form must be filled out completely; ditto marks are not acceptable

Ice packs and bandages will be administered as required by the staff without the need of a physician’s order. 

Over the counter drugs (e.g. cough medication, aspirin, decongestants, etc.) will not be administered at ABC Childcare Centre. Should your physician recommend these medications, ask him/ her to write a prescription for use in the Centre.

PLAYGROUND SAFETY

All students play outside for __________ minutes each day, weather permitting. A request that a child be kept inside during the day contravenes our philosophy as well as the Day Nurseries Act. If it is raining outside or the temperature is below -10C (including the wind chill), playtime will take place inside. The teacher and Supervisor check the weather forecast daily and make the decision to play outside accordingly. 

Free play and co-operation are encouraged in the outdoor playground, as well as caring for the garden. During outdoor play, the staff and Duty Day participants follow strict procedures to always supervise and maintain all of the playground areas.

It is imperative that all areas of the playground be supervised at all times and that the adults enforce the following ABC Childcare Centre playground policies. The following are core supervisory and maintenance activities that are required of the staff and Duty Day participants: 

Supervisory Responsibilities

All adults must facilitate safety by:

· ensuring that all loose scarves and ties are tucked into jackets

· ensuring that the gate is always closed and no children leave unsupervised

· wiping the slide with towels 

· ensuring that all students using the bicycles are wearing helmets

· ensuring no toys are being held while using the slide

· ensuring that the children are always visible

All play must be orderly and safe. Accordingly, the following behaviour is strictly prohibited:

· using sticks or other objects as weapons

· hitting or pushing

· throwing leaves, sticks or snow at another child (aiming at a tree or the fence is acceptable)

· throwing sand 

· climbing on the bench (the bench is for sitting only)

· climbing up the slide 

· going down the slide on stomach, back or straddling the sides of the slide

· two-way riding on the bicycle path (have children ride in only one direction)

· excluding others when playing 

· intentionally banging into each other on bicycles, riding toys, toboggans, wagons, etc

To ensure all children are comfortable and meet any minor first aid needs tissues, band-aids, disinfectant, towels, wipes, and spare mittens and hats are available. 

Note: If one child needs to use the washroom, please try to remember and ask if there are others who need to join you with a maximum of four children per adult.

Maintenance Responsibilities

Maintaining the grounds, equipment and toys is crucial to keeping the playground free of hazards and fostering safe play. The following must be done on a daily basis (some tasks are seasonal): 

· rake the sandbox to get rid of garbage, animal faeces or other hazardous materials 

· sweep the bicycle path clear of gravel and leaves 

· cover/uncover the sandbox with tarpaulin to keep unsafe material out when not in use

· ensure the steps to the slide are free of sand, leaves and/or snow

· in the fall, rake the leaves from the path and key play areas

· in the winter, shovel the snow from the path; if the path is slippery, put down anti-ice material

· children often like to help with these tasks

Remember; during these tasks always keep an eye on the children, as their safety is your first priority.

Playground Safety Checks

The playground equipment is maintained to meet the Canadian Standards Association and Day Nurseries Act stringent standards and requirements. A qualified playground inspector performs a safety audit annually and recommends changes to comply with safety standards and legislation.

On a daily basis, the staff ensures that the playground equipment and surfaces are functioning and safe. A thorough check takes place bi-annually (at the end of the winter and spring) to identify any repair work needed on the equipment and property. Staff records the findings on safety checks forms, which are filed by ABC Childcare Centre.

SAFE DRINKING WATER POLICY

ABC Childcare Centre in co-operation with the Ministry of Community and Social Services (MCSS) is committed and responsible to deliver services which promote health, safety, and welfare of the clients being served.  The Centre is responsible to be accountable to the MCSS, and specifically to demonstrate that service delivery is consistent with relevant legislation, regulations and Ministry policy.

The MCSS requires that providers of services for children under the Day Nurseries Act (DNA) ensure that plumbing (every tap) is flushed:

· daily in premises built prior to 1990, and

· weekly (on the first day of each week) in premises built on or after 1990*

*if any part of the construction of the building was completed before 1990, then daily flushing would be required.

Flushing Method:

· flushing must be completed before the premise opens for the day

· cold water must be turned on for 5 minutes at the last tap on each branch/run of pipe (do not remove aerator if present)

· filters or other treatment devices installed on or near the tap must be bypassed during the flushing if it is practical to do so

· after the 5 minute flushing is complete, all drinking fountains and other taps used for drinking purposes must be flushed for 10 seconds (do not remove aerator is present)

Flushing is recorded (includes date, time, and signature of person flushing the system) and the record is kept for 6 years.

All Centres must carry out annual sampling and testing for lead; the laboratory that is conducting the sample analysis is required to report test reports that exceed the drinking water lead standard to the operator of the Centre, the Medical Officer of Health, the Ontario Ministry of the Environment Spills Action Centre and Interested Authorities. If a sample indicates elevated lead levels, the operator of the Centre hall undertake corrective action as per the direction of the local Medical Officer of Health. 

SCHOOL LOCKDOWN PROCEDURES

Danger in the Centre – initiate the full lockdown internal procedures:

· upon hearing 3 sets of 3 rings – lock all doors

· all students and staff in the room are to lie on the floor away from doors and windows

· lights must be ON, and ground floor curtains/blinds OPEN

· students in transition should go to the closest classroom or portable and lock the door

· staff and students outside the building should move away from the school and go to the designated safe area

Danger Outside the Centre – initiate the full lockdown external procedures:

· upon hearing 3 sets of 3 rings – lock all doors

· all students and staff in the room are to lie on the floor away from doors and window

· lights must be OFF, and ground floor curtains/blinds CLOSED

· students in transition should go to the closest classroom or portable and lock the door

· staff and students offsite shall go to the designated safe area

SERIOUS OCCURRENCE POLICY

The staff at ABC Childcare Centre delivers services that promote the health, safety and welfare of the children in their care. As outlined in the Day Nursery Act, it is the Centre’s responsibility to document and call the Children’s Services within 24 hours of any serious occurrence.

In addition, a written Serious Occurrence Inquiry Report must be submitted to the Children’s Services within 7 business days.

An annual summary and analysis report of all serious occurrences is to be provided by the service provider to the Children Services.

Lost Child Procedure: If a staff member discovers a child missing they must:

· inform the Supervisor, or in the case of their absence, their delegate, immediately

· provide a description of the child and how the child is dressed

The Supervisor or delegate will:

· take charge of the situation

· direct staff/other adults available to search the Centre, playground and surrounding areas

· inform the Director

· contact the family

· if the child is not found within a reasonable amount of time, call the local Police

· record all actions taken and the times they occurred

· notify Board of Directors

· report as a Serious Occurrence to the Children's Services within 24 hours; complete a written Serious Occurrence report; copies should be sent to the Children's Services, Board of Directors, and Director; two copies should be kept on file at the Centre, one in the child's file and one in the Serious Occurrence file

To follow up, the Supervisor should review with staff the reasons for the child's disappearance, this should then be reviewed with the Board and recommendations made to prevent further incidents from occurring. 

Safety of the Building: In the event of an emergency in which the building has to be evacuated (fire, flood, bomb threat, etc.) the following steps will be taken:

· keep calm control of the children

· use methods outlined in the fire drill procedure to evacuate the building, meeting at the designated safe area main

· count children and adults; ensure everyone is evacuated safely

· report to the Supervisor or their delegate if anyone is missing

· do not re-enter the building yourself

· if the building is not safe to re-enter, walk calmly to emergency shelter, call location if possible before arriving

· the emergency file must be taken

· upon arrival at the emergency shelter, families should be called and advised of the situation

· the Board of Directors should be notified as soon as possible

· notify Children's Services within 24 hours

· document thoroughly and complete a Serious Occurrence Form

The Serious Occurrence Form should be sent to President of the Board, Children's Services, and the Director of ABC Childcare Centre. One copy should be kept on file at the centre.

· provide follow up information as necessary

Accident/Medical Emergency at Centre:

· assess the situation and the environment

· apply appropriate first aid; do not move child/adult if unsure of injury; clear the area around the unwell/injured person

· keep the injured/unwell person calm; reassure and comfort; other staff should comfort and support the other children; call for additional staff help if needed

· inform Supervisor or delegate

· call appropriate emergency service (i.e. ambulance) if required

· the staff who witnessed the incident should go to the hospital with the injured/unwell person; the emergency treatment consent form and emergency card must be taken to the hospital; children should never be transported in a staff's vehicle, a taxi must be called, if an ambulance is not needed

· contact the family and advise them of the situation; notify families as to where the child is being taken, and arrange for them to meet at this location

· staff at the hospital will call the Centre periodically to give updates of situation

· staff will stay at the hospital until the parent or contact person arrives, and may need to stay longer if this person needs support

· inform the President of Board of Directors as soon as possible

· an accident report will be filled in, signed by the family and filed, (in the case of sickness, a sickness report); if applicable a Serious Occurrence Report will be filled out and copies sent to Board of Directors, Children's Services, and the Director of the Centre

Two copies will be kept on file at the Centre, one in the appropriate child or staff members file, and one in the Serious Occurrence file. 

· provide follow up information as necessary

All accidents to children, no matter how minor they appear, must be reported immediately to the Supervisor. An accident form must be filled in and signed by the family and the Supervisor. One form should be kept in the child's file, and one in the completed accident form file. Playground accidents are kept in separate file. Accident forms are filed in child's files at the end of the school year.

A deep bite that draws blood must be reported to the Public Health Department. 

Lost Child Off-Site: Before leaving the Centre, staff should know the number of children in the group, complete frequent head checks throughout the trip, especially during transitions, i.e. when getting on and off of transport, arrival at destination and departure.

On trips staff should ensure they have with them at all times: first aid kit, attendance form, emergency cards, quarters and at least $10.00 in cash, as well as EPI- pens and asthma medication if applicable.

If a child is discovered to be missing the following steps should be followed;

· senior staff will take charge immediately

· children should be gathered in a group and supervision maintained in a secure and calm manner

· a staff member will be assigned to check the immediate area

· inform any official in the area, i.e. park official: give description and ask for assistance

· one person should telephone the Centre to inform the Supervisor and the Supervisor will call for Emergency Assistance – 911; the Supervisor will send additional staff if necessary, and arrange for safe return of all children to the Centre; the Supervisor will also call the family and advise them of the situation; set up a communication number with trip site if possible

· staff should call the Supervisor with update on situation

· senior staff will continue to take charge of the situation, and the search will continue to broaden with all staff available directed by Supervisor or emergency officials

· clear communication is essential

· the Supervisor should notify Board of Directors as soon as possible

· report as a Serious Occurrence to Children's Services within 24 hours

· complete a written Serious Occurrence Report; copies must be sent to Children's Services, Director of the Centre and President of the Board; two copies should be kept on file at the Centre, one in the child's file and one in the serious occurrence file

· record all actions taken and times they occurred; as a follow up, the Supervisor should review with the staff the reasons for the child's disappearance, this should then be reviewed with the Board, and recommendations made to prevent further incidents from occurring

SEVERE SERIOUS OCCURRENCE POLICY

Severe Serious Occurrence reporting procedures came into effect on Monday, January 16, 2006. The report is expected to be sent to the Ministry of Children and Youth Services when:

· any occurrence involves at least two emergency services (i.e. Police Department, Fire Department, and/or Ambulance) to respond to an accident

· any incident occurs that is likely to result in a public concern or media attention

All of the procedures will be followed when emergency services are used in response to a significant incident.

The staff member (Supervisor or E.C.E.) who was involved during the incident is responsible for reporting to the Ministry within 1 hour.

SMOKE FREE POLICY

Under the Smoke Free Ontario Act, ‘No Smoking’ signs are required to be posted at the entrance of the Centre including the washrooms and the playground.  The purpose of the Act is to protect people’s health by prohibiting smoking at all times whether or not children are present. 

ABC Childcare Centre is a smoke free environment.  Parents, visitors and students are required not to smoke or hold lighted tobacco in the building, playground, on field trips, whether there are children present or not.

SUN SAFETY AND SMOG/HEAT ALERT

Smog/Heat Alert

When a Smog Alert is expected within 24 hours, the Ontario Ministry of the Environment automatically notifies the Centre by email. 

ABC Childcare Centre educators are conscious and aware of smog and heat alerts. The educators of the Centre will take appropriate action to protect the children from skin damage when a smog and/or heat alert has been received. The following steps will be taken:

· outdoor play is cancelled until the alert is over; the gym will be used to keep physically active

· children will spend time in environments where it is cooler

· children will be provided with plenty of water

Sun Safety 

ABC Childcare Centre educators are conscious and aware of the strong sunrays. The educators of the Centre will take appropriate action to protect the children from skin damage. The following steps will be taken in accordance with our current policies:

· limit the time spent outside between 11:00 am and 4:00 pm unless it is spent in a shaded area

· spend the outdoor play in shaded areas

· we recommend that all children wear a hat to protect the face and the neck

· parents are also asked to ensure that their children have sunscreen with UVA & UVB protection labelled at the Centre (factor 35 or higher)

 

ORGANIZATION

DECISION MAKING

Although many decisions regarding the children’s day are made by the Centre’s staff, general policy decisions are made by the Board of Directors.

There are up to ______ positions on the Board of Directors: up to ______ elected positions plus the past President, the principal or the landlord, and one non-voting member (the Centre Supervisor).

General meetings may be called as needed. Board of Directors’ meetings will take place once a month or as need dictates. Any parent may make a written submission on any matter pertaining to the Centre at any time for consideration by and reply from the Board. Any parent wishing to meet with the Board is to make arrangements for a meeting through the Secretary.

The following are, in general, the areas of responsibility of the Board of Directors.

· Decisions concerning the philosophy of the Centre

· Periodic evaluations of the program

· Decisions concerning the hiring, disciplining and dismissal of staff

· Decisions concerning staff salaries and terms and conditions of employment

· Decisions concerning registration and fee structure

· Establishment and monitoring of the budget

· Management of revenue

· Decisions concerning operating procedures

· Policy development (all Centre policies are available upon request)

· Resolution of conflict with staff or families which have not been resolved by the Supervisor                                     

The Supervisor works closely with the Board of Directors with respect to all aspects of the Centre’s management and attends all Board meetings. Should parents have any questions or concerns about their child, please do not hesitate to speak to the Supervisor.

May we respectfully remind you that positions held on the Board of Directors are voluntary and, at times, very time-consuming. We would appreciate compliance with the regulations in order to make their jobs easier and more pleasant!

ANNUAL GENERAL MEETING

Families with children currently registered at ABC Childcare Centre are voting members (one vote per child registered) of the Centre and, therefore, have a say in the direction of the 

Centre. 

All members are asked to attend the Annual General Meeting, which is held in __________. During the meeting, we distribute the Handbook, welcome new families, provide an overview of the Centre, review our accomplishments, approve the next school year’s budget, assign school positions, elect the new Board of Directors, and address any other issues that require a vote of the membership i.e. by-law changes (According to Article V of the by-laws, 25% of the membership constitutes quorum and a majority vote prevails).  

BOARD OF DIRECTORS

The legally constituted Board of Directors administers the Centre on behalf of the families. Without it, the Centre would not be able to operate. Board meetings are held _____ a month during the school year. The following list outlines the positions of the Board of Directors.

· President

· Vice-President

· Past President

· Treasurer

· Secretary

· Registrar

· Fundraising Committee Director

· Marketing/Communications Committee Director

COMMITTEES

In addition to the Board of Directors, the Centre needs the work of committees in order to function. Each of these committees has one Chairperson and several members. The role of the chairperson of each committee is to direct and co-ordinate the work of the committee members. 

DESCRIPTION OF VOLUNTEER POSITIONS

PRESIDENT (Board Member)

The President oversees the operation of the Centre on behalf of the families and the Board of Directors. The President also works in close co-operation with the Supervisor/Director, who runs the Centre on a day-to-day basis. This position could be shared with another parent as Co-President.

Task Description 

· prepare an agenda, and preside over Board meetings

· become familiar with the Centre’s policies and procedures at the beginning of the year

· discuss issues with the Supervisor/Director and with other Board members and committee chairs and, if necessary, provide direction

· answer government and/or other correspondence on behalf of the Centre 

· be part of the hiring committee when new staff is hired

· prepare an Annual Report for the incoming Board, and ensure a smooth transition

VICE-PRESIDENT (Board Member)

The Vice-President fills in for the President when the President is absent. Their role is to support and assist the President in overseeing the operation of the Centre on behalf of the families and the Board of Directors.

Task Description

· attend Board meetings

· assist the President and committee Chairpersons

· acts as the Human Resource co-ordinator

TREASURER (Board Member)

The Treasurer is responsible for overseeing the finances of the Centre. This includes being aware of the work of the Bookkeeper, as well as being the primary advocate of good financial management within the Board. Note that the Bookkeeper reports to the Board through the Supervisor/Director.

Task Description 

· attend Board meetings

· ensure all three signing officers are registered with the bank (with assistance from the President)

· receive financial information from the Director and the Bookkeeper and present this information to the Board

· ensure the tax return is prepared by the Bookkeeper

· write cheques for all of the Centre’s expenses including salaries, teachers assistants and substitute work

· ensure payment of all salary related deductions to government agencies (WSIB, CCRA) by Bookkeeper

· maintain all receipts for the Bookkeeper to file for GST rebate

· give receipts to families and others as required

· assist the Supervisor/Director and the Bookkeeper in preparing the budget for Board consideration and approval

· assist the Bookkeeper in providing all relevant information to the Auditor/Financial Inspector

*any tasks that are assigned to the Bookkeeper, are included in the Treasurer’s responsibilities if the Centre does not use the services of a Bookkeeper

SECRETARY (Board Member)

In addition to being a member of the Board of Directors, the Secretary’s responsibility is to provide secretarial services to the Board and the Centre.

Task Description 

· participate in monthly Board meetings and other meetings, and prepare minutes of the meetings

· distribute draft minutes of Board meetings to members in advance of monthly meetings (no later than a week after the previous meeting), and post a copy of the approved minutes on the Centre’s Bulletin Board

· type revisions of bylaws, policies and other Centre documents

· prepare, distribute and collect family surveys, and compile survey results

REGISTRAR (Board Member)

The Registrar is responsible for registrations. The Registrar is usually the first contact for new families, and as such plays a major role in promoting the Centre. 

Task Description 

· attend Board meetings

· answer questions from families inquiring about the Centre, mostly by phone

· distribute packages and all appropriate forms for ongoing registrations

· maintain a list of all eligible children and waiting lists

· prepare student lists and keep them updated

· process withdrawals and replacements

· in the spring, revise the registration package and/or Parent Handbook

· in the spring, organize and execute registration for the following school year

· send Police Record checks to the Police Services and maintain lists of completed checks

FUNDRAISING COMMITTEE DIRECTOR

The Fundraising Director shall:

· work with the Board, Supervisor and staff to determine the Centre’s annual fundraising goals

· organize fundraising efforts for the Centre; work with the Fundraising Committee to generate new ideas for fundraising and delegate responsibilities; report ideas and progress to the Board

· Chair Fundraising Committee meetings to maximize fundraising efforts; direct the efforts of the committees for well-rounded fundraising plan 

· work with the Fundraising Committee to ensure preparation and distribution of timely information and order forms to parents; verify amounts, send orders to suppliers, and confirm receipt of fundraising items; arrange distribution of fundraising items

· work with the Marketing/Communications Director and Fundraising Committees to ensure the timely and effective fundraising promotional materials; all materials must include the Centre’s logo, available from the Marketing/Communications Director

· liaise with the Treasurer about fundraising receipts and donations

· maintain up-to-date, accurate fundraising files including inventory, orders made, expenses and surplus; report to the Board on a monthly basis in relation to budget

· perform other responsibilities as assigned by the Board

MARKETING/COMMUNICATIONS COMMITTEE DIRECTOR

The Marketing/Communications Director shall:

· co-ordinate the external and internal messages for the Centre

· liaise between ABC Childcare Centre and the community to market and promote the Centre

· work with the Registrar on admission-related activities and efforts

· oversee and provide assistance (i.e. proof-reading) with the Supervisor, Board of Directors and Secretary, the production of printed materials of internal documents such as the handbook, brochure, flyers, Centre signage, and the like 

· oversee and assist the Marketing/Communications Committees and their sub-committees

· arrange advertising as necessary, with approval and input from the Board; organize signage and timely distribution of information

· develop marketing plans for new initiatives

· assist with the strategic planning for the Centre

· performs other responsibilities as assigned by the Board

APPLICATION FOR CHILDCARE SERVICES

ABC Childcare Centre

Mailing Address:

Telephone:

Fax:

Child’s Name: ___________________________________ 
Birth/Due Date: ________ (d/m/y) 

Approximate Date Care Needed: ____________________
Gender: M__ F__  

Care Needed: Full time __ Part time __ Mon.  Tues. Wed.  Thurs.  Fri. (circle the days if known) 

Parent/Guardian #1: ________________________________________ 

Parent/Guardian #2: ________________________________________ 

Full Mailing Address of Applicant:

_________________________________________ 

Street Name and Apartment/Unit Number:  _______________________________________

City, Province and Postal Code:

_________________________________________

Home Phone: ___________________________ Cell Phone: _________________________ 

Work Phone for Parent/Guardian #1: ___________________________________ 

Work Phone for Parent/Guardian #2: ___________________________________ 

Is either Parent or Guardian affiliated with ABC Childcare Centre? Yes _____ No _____ 

Faculty ___ Staff ___ Student ___ Current Identification Number _________________ 

Have you applied for a Children’s Services subsidy? 
Yes ____ No ____ 

Does your child have any special needs? 


Yes ____ No ____ Unknown ______ 

* Note: Completion of this application does not imply that a childcare space will be available when needed. To keep the application active you MUST contact the Centre’s administration every 6 months to confirm your continued need for childcare at ABC Childcare Centre. 

I understand that the personal information on this form will be used for the purpose of determining eligibility and suitability for childcare services including communicating with me from time to time about childcare services at ABC Childcare Centre. I understand that personal information may be disclosed to Children’s Services for the purpose of verifying eligibility for a childcare subsidy. By signing this form I consent to the above described treatment of personal information. 

______________________
_____________________
________________

Name of Applicant (Please Print)
Signature of Applicant 

Date (day/month/year)


Office Use Only

___________________________________
____________________

Application Received By




Date (day/month/year)

DUTY DAY PARTICIPANT WAIVER

I, ________________________________________ (please print) have read the Parent Handbook for ABC Childcare Centre that specifies the school policies and procedures, and I agree to comply with these policies and procedures as outlined.

In addition, I understand my responsibilities and what is expected of me as a Duty Day Participant while in the classroom.

I have also completed and returned my forms for the following:

· TB Test and Immunization

· Police Criminal Reference Check

Signature
________________________________________

Date

________________________________________

Child’s Name
________________________________________

MEDICAL CONSENT FORM

This form enables a doctor to give necessary treatment in case of an emergency when the parents/guardians cannot be contacted.  It is understood that every effort will be made to reach the family.  If, at any time, due to such circumstances as an accident, sudden illness, or emergency, and medical treatment is necessary, this treatment may be given to the following named child.

MEDICAL CONSENT FORM FOR THE SCHOOL YEAR __________

Centre’s Name:

______________________________

Child’s Name:

______________________________  

Date of Birth:


______________________________

Parent/Guardian Name:
______________________________

Parent/Guardian Name:
______________________________








Home Telephone:

______________________________

Work Telephone:

______________________________ (parent/guardian)

______________________________ (parent/guardian)

Cell Phone:
______________________________ (parent/guardian) ______________________________ (parent/guardian)

Emergency Contact Name and Relationship: 
___________________________________

Emergency Contact Telephone:


___________________________________

Health Card Number:

______________________________________

Allergies - Food, Medication, etc.:
_______________________________________________

____________________________________________________________________________________________________________________________________

Medication/ Health Concerns:
_______________________________________________

____________________________________________________________________________________________________________________________________

Permission to take _____________________________ (child’s name) to the hospital in case of an emergency.

___________________________________


____________________

Parent/Guardian Signature




Date (day/month/year)

___________________________________


____________________

 Parent/Guardian Signature




Date (day/month/year)

MEMBERSHIP INFORMATION

This form can be adapted to canvass member families for their level of interest in participating at the Centre.  Families may also have expertise or resources they are able to record on the form for the Centre’s use during the year.

MEMBERSHIP INFORMATION CARD

Last Name:

First Name:



Address:



Telephone Number:



Email:
Fax:

Check the level of interest in each item; add others that you enjoy.

Interests
High
Some
Little

Getting to Know Others




Keeping Records




Organizing Events




Publicity




Social Activities




Fundraising




Crafts – including paper, fabric and supervision of crafts




Child Minding for Other Parents at Centre




Extra Duty Days




Car-Pooling




Photocopying




Other (Please Specify)




EXPERIENCE... SKILLS...RESOURCES...



PERSONAL GOALS: (What would you like to achieve as a member of the organization?)



PARENT CONTRACT

This agreement provides protection for our families, as well as our program. In order to assure that we can provide the services that your child(ren) are entitled to, it is essential that the financial status of our program is stable. The program’s salaries and overhead expenses cannot be reduced because of absentee loses. In essence, this agreement is a parental guarantee that you will financially support the enrolment space guaranteed for your child(ren). The agreement also includes other policies that ensure the smooth running of the centre.

AGREEMENT TC "AGREEMENT" \l 1 
I agree to:

· All of the policies, procedures, and conditions outlined in the Parent Handbook.

· I have read, understand, and agree to follow the Code of Conduct.

· I will ensure that I review the Code of Conduct with my child(ren) and that he/she understands and agrees to follow all conditions in the Code of Conduct.

· I understand that if my child(ren) remains at the Centre past the closing time, I will be charged a late fee of __________. If the Centre is unable to reach me by __________, the Police and Children’s Aid Society will be contacted.

· I agree to carry out the parent’s responsibilities under the policies and procedures of the program and ABC Childcare Centre.

___________________________________


____________________

Parent/Guardian Signature




Date (day/month/year)

___________________________________


____________________

Child’s Name






Program


RELEASE AND INDEMNITY AGREEMENT FORM

Please read the following very carefully to ensure that you fully understand the legalities before you sign.

I, the legal parent/guardian of ____________________ (child’s name) give my permission for ____________________ (child’s name) to participate in all Centre activities both on and off the premises of ABC Childcare Centre. 

The undersigned hereby waives and releases ABC Childcare Centre, its Directors, Officers, Agents and employees from any and all claims, demands, actions or causes of action which may arise out of accident, injury or damage which may occur to ____________________ (child’s name) while participating in the Centre’s activities, on and off site excursions, for the school year of __________. 

I also assume and accept all risk, danger and hazards in connection with ABC Childcare Centre.

I have read and understand this release and indemnity agreement prior to signing it and am aware that by signing this document I am affecting the legal rights and liabilities of myself and my child(ren). 

Dated this ____________________day of ______________, ________

Signature of Parent/Guardian 

____________________________________

Print Name of Parent/Guardian
____________________________________

Signature of Witness


____________________________________

Print Name of Witness

____________________________________

This form will be kept on file at ABC Childcare Centre for the school year of __________.
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