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Section 1 (a)
Introduction

This handbook should serve as a guideline for the care you can expect I will provide for your
children and your family needs. It outlines my policies and procedures and serves as my
commitment to you, your child and to your family. In addition, this handbook details all
conditions of your child’s enrolment at Nanny Fraser Home Daycare.

Private home daycare has many advantages over public daycare. As stipulated in the Ontario
Day Nurseries Act, only five children can be present in private home care at a time. This
ensures that the adult to child ratio remains low enough for the caregiver to provide maximum
attention and quality care for the children enrolled.

In a small daycare environment such as home care, it is easier to monitor and implement
infection control strategies. Fewer children in the program reduce the risk of viruses and
germs transmitting between individuals. Children are less likely to become sick in this
environment than they would in a large daycare setting with high enrolment.

Children who are enrolled in home daycare benefit from experiences that are not as easily
achieved in public daycare. For example, housekeeping and maintenance skills are more
frequently modeled and encouraged in a home setting, with greater ease and success than in
a public daycare setting.

Nanny Fraser Home Daycare is unregulated and non-licensed childcare. This means that the
business is not affiliated with a daycare agency. As a result, subsidy is not available. However,
I am committed to providing childcare of the highest quality at minimal cost. Many of the
policies and procedures you will discover in this manual match or exceed those practiced by
licensed daycare agencies.

Business hours run between 7am and 6pm . I can be reached most often at (416) 524-8100
on my cell (text messages are also acceptable). You are also welcome to send me email at
anytime to chryss.fraser@yahoo.com.

Section 1 (b)

Childcare fees are to be paid at a rate discussed in section 13 under the Parent Agreement
Contract. Payments may be made weekly, bi-weekly or monthly and must be made between
Monday and Friday. Should the date of payment need to be changed, a new contract must be
filled out to reflect the changes. If payment is not made within three days of the negotiated
date, enrolment will be immediately terminated without further notice.



Section 2 (a)
Philosophy Statement

I believe Early Childhood Education should provide children with numerous opportunities to
learn and grow in a warm and stimulating environment. As a progressive field, I feel that the
consideration (and possible implementation) of new research and ideas, along with the
participation of parents and community members are essential in developing programs that
address the whole needs of the child.

I feel it is important to demonstrate respect for children (in terms of individuality, cultural
differences, interests and needs) and be responsive to children’s individual cues. In addition,
creating a physical and emotional environment conducive to learning through play and
developmentally appropriate activities helps children and families reach their developmental
goals.

I seek opportunities to work in cooperation with families to establish a caring environment
that is consistent with the environment at home (through information exchange, sharing
resources and continuous communication). Providing parents with opportunities to participate
and influence the program empowers families, allowing them to feel included in the care that
their children receive outside the home, as well as influencing the activities that they
experience (such as celebrating cultural diversity) to enrich the children’s lives.

Section 2 (b)
Mission Statement

As a professional in the Early Childhood Education field, I am responsible for modeling ethical
conduct, honouring confidentiality and demonstrating respect to my professional peers and
the families in my program. Persistence, perseverance, teamwork and a willingness to learn
can overcome obstacles within any professional setting.

I will maintain a physical and emotional environment conducive to learning through
developmentally appropriate activities and toys, which will allow children to explore and learn
about their natural the environment without impedance. I believe maintaining an environment
that celebrates diversity without fear of discrimination encourages coworkers, families and
children to feel welcome and valued in the childcare setting.

A safe, clean and nurturing environment provided for children encourages healthy
development. Corporal punishment and diminutive language shall never be used towards
children, but rather gentle guidance and consistent, reasonable and appropriate boundaries
are established to maintain positive behaviour.

Demonstrating respect and inclusion by honouring confidentiality, diversity, and open
communication with coworkers ensure positive relationships within a team setting. It is
imperative that all team members feel their experience and opinions are valued so that they
may express themselves without fear of discrimination or penalty.

Parents are valued as partners to the childcare setting and are therefore recognized as team
members. Sharing information, resources and inviting parents to influence the program allows
the program to evolve to one that is most appropriate for the children within the community.
Respectful, responsive and reciprocal communication with families, coworkers and members of
the community brings harmony and range to the childcare setting, ensuring the success and
satisfaction of everyone involved.



Section 3 (a)
Behaviour Management

It is a mistake to assume that all young children have concrete knowledge of the differences
between right and wrong. Right and wrong is a complicated concept that takes time to learn.
With each passing year, this concept changes as behaviour and learning becomes more
complicated. Moral identity is not fully formed until late adolescence. It is up to caregivers to
explain and model positive values and behaviour throughout early childhood and into
adolescence.

Section 3 (b)
Positive Language

Instead of focusing primarily on the negative and telling children what not to do, the goal at
this daycare is to focus on the positive and express what is thought the child should do.
Children gradually develop a moral identity over time, based on what they are taught is right
and wrong. When we teach children only what is wrong, they fail to learn what is right.

Using positive language sometimes means avoiding negative words such as “no, don’t and
can’t” as much as possible. These words should be reserved for situations that are serious, or
when there is no alternative. They can also be used sparingly in "I Messages.”

Positive language is always used to communicate with children with warmth and respect.
Using positive language helps children to feel valued and respected. Any adult in a childcare
setting will serve as a role model whose behaviour will be imitated by the children. Diligent
use of positive language over time will ensure children use positive respectful language with
each other and adults with greater success.

Examples of Positive Language

Avoid saying... Consider saying... I Message

I don't like tripping over your
toys. Can you come and pick
them up now please?

You're finished playing with
your toys, it's time to put
them away now. Let's all
work together to keep the
house clean.

I told you not to leave your
toys on the floor. Pick them
up now. I dont want a mess
in this house.

Don’t yell "No” to me when I |[I asked you to do this|I don'tlike it when you yell at

ask you to do something. Just
do it.

because (state your reason).
I would like you to do it
quickly please.

me. It hurts my feelings and
makes me angry. I would like
you to speak nicely to me
please.

Don’t stand on the couch! Sit
down on your bum.

The couch is for sitting. Be
safe and sit properly please.

I don’t like it when you stand
on the couch because you
could fall down and get hurt.
Please stand on the floor or
sit down nicely.




Section 3 (c)

Language that is degrading, offensive, abusive or could humiliate a child is not tolerated. Such
negative language will not be used, implied or directed at the children. Children shall never be
made to feel belittled, demoralized or humiliated. Any adult using negative language or
exhibiting abusive behaviour towards a child will be asked to leave the premises.

Section 3 (d)

Corporal punishment shall never be used to direct or modify behaviour. Using full physical
restraint as punishment or to force a child into submission is strictly prohibited. Mild restraint
may be used at a minimum to prevent a child from causing injury (such as gently grasping a
child’s hand to prevent him or her from reaching for a hot stove).

Section 3 (e)

Behaviour shall be managed by establishing clear and reasonable expectations and boundaries
(rules), positive reinforcement, communicating simple directions using positive language
(direction) and redirection.

Establishing rules does not guarantee there are fewer discipline problems, however teaching
children how to obey rules and expectations ensure greater success. Giving children
opportunities to practice rules (rehearsal) and using a variety of techniques to help children
understand and practice rules (such as using puppets, role-play, practicing scenarios, signs
and simply modeling positive behaviour) will help to guide children to positive behaviour.

Section 3 (f)

Suspicions of Abuse or Neglect

Abuse and neglect are devastating factors in a child’s life. Sighs and symptoms of abuse are
often quite distinctive and are not easily confused with the normal bumps and bruises of early

childhood experience. If in an unfortunate case abuse is suspected:

e Social services will be called to investigate.

Details of the report or investigation will not be shared with the parent.

Details of the report or investigation will not be shared with other parents within
the program.

Details of the report or investigation will not be shared with children within the
program.

e Details of the report or investigation will not be shared with any outside party
unless subpoenaed.



Section 4 (a)
Health and Safety

As a former Joint Health and Safety Committee co-chair, workplace inspector and claim
investigator, I am 100% committed to safety. Having worked in a variety of childcare settings,
I understand the importance of infection control. The following procedures will help keep your
child and your family safe and healthy.

Issues of Health
Section 4 (b)

Infection Control

All food preparation surfaces are thoroughly sanitized before and after each use and as
needed. Eating areas are sanitized using a bleach and water solution before and after each
meal. Used dishes are set aside and sanitized in the dishwasher after business hours.

Mouthed toys are removed from the play area immediately after use and sanitized after
business hours. Toys and hard surface play areas are sanitized weekly. Soft surfaces (such as
fabrics) are sanitized weekly. Carpeted areas are cleaned weekly. Hard floor areas are cleaned
weekly, unless an infant or toddler is enrolled in the program, in which case the floors are
cleaned daily after business hours.

Hand washing is the first defence against illness and infection. Everyone in the daycare is
required to wash their hands thoroughly, following hand washing procedures (see section 4c).
Hand washing is required:

After using the bathroom

e After coughing or sneezing into the hands

e After blowing the nose

e Before and after handling food

e After outdoor play

e Before and after water sensory play

e After messy activities such as painting or gluing

e As needed



Section 4 (c)

Hand Washing Procedure
The following is also posted (in a visual, child-friendly format) in all hand washing areas.

1. Turn on the tap and adjust the temperature.

Lather up hands with liquid soap.

Continue to rub hands briskly together for a minimum of fifteen seconds (usually
singing the alphabet or happy birthday twice is a good time reference for children).
Rinse hands off under the running water until they are free of soap.

Dry off hands using a paper towel.

Using the paper towel, turn off the taps.

Dispose paper towel in the trash can.
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Section 4 (d)
IlIness 7 Reporting an Absence to the Daycare
Parents are encouraged to keep their children home when they are too ill to attend.

Unexplained absences will obstruct the regular routine and schedule of the daycare. For
example, delaying outdoor play to wait for a child who will not appear due to illness infringes
on the time of the other children enrolled in the program. Therefore, parents are encouraged
to call the daycare to report their child’s absence no later than 10AM on the day of absence
(however, it is most appreciated when parents call earlier or on the evening before).

Failure to report an absence results in the following consequences:

First occurrence - A verbal notice is issued to the parent and a new copy of the Parent
Handbook is provided for the parent.

Second occurrence - A written notice is issued to the parents, including a signed copy of the
Parent Agreement Contract.

Third occurrence - A written termination notice is issued to the parent to find alternate care
for their child within two weeks.

Forth occurrence - Enrolment is terminated without further notice.



Section 4 (e)

IlIness z Reporting Incidents to the Parent

There are occasions when minor illnesses occur that do not require exclusion from the daycare
program. These illnesses may include mild colds and flues. However, illness with severe
symptoms are not only dangerous to the child but are likely very contagious and place other
children at risk.

Symptoms and illness that require exclusion include:

e High fever

e The appearance of blotches or lesions on the skin

¢ Vomiting

e Diarrhea (exclusion for 24 hours)

e Severe fatigue (resulting in an inability to participate in activities)

¢ Conjunctivitis (pink-eye)

e Chicken Pox

e Mumps

e Measles

e Rubella

e Diphtheria
e Polio

e Lice (although technically a parasite. Exclusion is necessary until medical treatment
begins)

Many of the above diseases can be vaccinated against. Please talk to your Doctor about
updating your child’s vaccination record.

If an illness is observed, the information is recorded along with the child’s temperature. If the
illness is perceived as mild, the parent will be informed and allowed to decide the course of
action (to remain in the daycare or to be taken home). If the illness seems more serious, the
parent will be notified and the child must be sent home.



In severe circumstances (such as anaphylactic shock, loss of consciousness, unexplained
bleeding, etc.) emergency medical personnel will be contacted immediately and the child may
be taken to hospital. The parent or alternate emergency contact will be informed of the child’s
condition and the information provided by the emergency medical team.

Section 4 (f)
Anaphylaxis Policy

Anaphylactic shock is an extremely severe histamine reaction caused by an allergy.
Anaphylactic shock can be fatal, as one of its affects is to cause the lungs and throat to
constrict or close, resulting in suffocation. Anaphylactic shock is treated with epinephrine,
delivered via Epi-Pen. This forces the adrenaline in the body to counteract the histamine and
alleviate the symptoms. However, medical attention will be required immediately, despite the
administration of epinephrine (usually one or two doses) to ensure symptoms will not persist.

Food allergies are the most common cause of anaphylaxis. Nut allergies, for example, can be
so severe that just having an open jar of peanut butter in the room can cause a severe
reaction. As a precaution, nut products will not be permitted in the daycare.

All parents are required to fill out the Child Information Form found in section 10. This
includes all information pertaining to allergies, including food allergies, that might affect your
child while in the daycare.

Some food allergies are mild, so finding an alternative for the afflicted child while still
providing the food for other children is often sufficient. However, if the allergy is severe, the
food item will be removed from the menu and all parents in the program will be informed to
avoid bringing the allergen into the daycare environment.

Section 4 (g)

Each child’s allergy information will be posted in the kitchen. This procedure serves as a
reminder during meal preparation of which children are to avoid certain foods. In addition, the
information provided on the Child Information Form will be included in a record stored by the
daycare exit and the attendance binder. The attendance binder is carried outside during
outdoor play and activities. This ensures that all relevant medical information can be
communicated to emergency personnel should a medical emergency occur.

New allergies can appear at any time. An individual may not have any allergic reaction to a
substance one day, and suddenly be afflicted with an allergic reaction the next. It is therefore
imperative that all children receive baseline health observations periodically throughout the
day. These observations can help determine if a new allergy has appeared so that parents can
be informed, the medical record can be adjusted and the exposure to the allergen can be
eliminated.



Section 4 (h)

Administration of Medication

Medication can be fatal if used incorrectly. Both prescription and non-prescription drugs will be
stored safely out of children’s reach. Any medication requiring refrigeration will be kept in a
locked container in the refrigerator.

Prescription medication will not be administered to children without a copy of the prescription
note from the child’s Doctor, or a letter provided by the child’s Doctor. The container provided
for the daycare must be the original container as supplied by the pharmacy, which includes
the child’s name, dosage information and the Doctor’s contact information. Any medication
not provided in its original container will not be administered to the child. Should any
questions or concerns arise, the Doctor listed on the medication container may be contacted.

It is especially helpful if parents would communicate the reason for the medication, however
if disclosure is a source of discomfort, the Doctor’s notice will be deemed sufficient. Parents
are strongly encouraged to talk to their child’s Doctor to ensure their vaccination record is up
to date.

Section 4 (i)

Non-prescription medication will only be administered with the authorization of the child’s
Doctor. The medication must be provided for the daycare in its original store container
(Tupperware containers and Zip-Loc bags will not be accepted) along with a Doctor’s note
containing the recommended dosage. Requests to administer non-prescription medication
(even Tylenol) to a child without a Doctor’s recommendation will not be granted.

Section 4 (j)

Parents will be required to fill out a short questionnaire when leaving medication at the
daycare. It must include the medication dosage requirements and frequency, any signs or
symptoms to watch out for (possible complications) and the Doctor’s contact information.

Section 4 (k)
Issues of Physical Safety

Indoor

The daycare space will be kept free of clutter and trip hazards as much as possible. “Tidy-up”
time will be held at scheduled intervals and periodically throughout the day as needed.

Unbreakable, microwave and dishwasher safe dishes and cutlery are used exclusively for the
daycare. All used dishes are sanitized in the dishwasher on a daily basis.



Running inside is strongly discouraged. The use of indoor shoes is encouraged to reduce the
risk of slipping and foot injury while engaged in indoor activities. Indoor shoes should be worn
indoors, separate from outdoor shoes, to reduce contamination of the indoor environment
from germs and pollutants found outside.

Hazardous materials (such as knives, cleaning chemicals, etc.) will be stored out of the reach
of children. Toys that contain small removable parts serve as a choke hazard for young
children. Any toy deemed unsafe will not be permitted for use. In the case where a child
brings a toy deemed unsafe, the toy will be stored away safely and sent home with the
parent.

The majority of food preparation is completed in the evening before the business day.
Therefore, the use of the stove and the oven is minimized. This keeps attention primarily on
the children and less on food preparation. In addition, this drastically reduces the risk of fire
and burn injuries.

Section 4 (1)
Outdoor

Trips to the park or other outdoor entertainment areas will be made with extreme caution.
Children old enough to walk are encouraged to walk a few feet ahead in pairs. Children not yet
capable of walking distances are transported in a stroller.

A cell phone is always carried when making outdoor trips. Parents are encouraged to call this
number if there is no answer at the daycare. A first aid kit, an emergency contact list,
important medical information, accident reporting forms, and an attendance list are always
carried on outdoor trips. Should an emergency occur, this information ensures all crucial
information is communicated to emergency workers.

Visits to the park will prompt a quick but thorough inspection before the children begin their
play. Hazardous materials will be removed from the area, if possible. If equipment is damaged
or if the hazards are not resolvable, the group will return to the daycare. If an alternate
location can be plotted, the new route will be posted (see section 8) and outdoor play may be
extended to compensate the time.

Section 4 (m)
Injuries

Young children continually develop balance, coordination and motor control. Until these skills
are refined, minor accidents, scrapes, bumps and bruises are quite common. More severe
injuries cause a child a great deal of distress and pain and may need the attention of a
medical professional.



Regardless of the severity of the injury, all observed injuries will be logged and reported.
These reports must be signed by the parent within 24 hours. A copy will be given to the
parent on the next business day. These reports can be broken down into three categories:

Pre-Arrival Injury Report - If a child enters the daycare with an injury, the observation will
be documented. If the injury is moderate to severe (such as a sprain, swelling or open wound)
first aid will be immediately administered and then the parent or alternate contact will be
notified. If the injury is minor (such as a small scrape or bruise) then the observation will be
recorded and shared with the parent upon pick-up.

Minor Injury Report - If a child sustains a minor injury (such as a scrape, mild scratch or
bruise) while at daycare, first aid will be administered and the occurrence will be documented.
This documentation will be shared with the parent upon pick-up.

Serious Injury Report - Moderate to severe injuries require immediate first-aid treatment.
Moderate injuries may include “a bump on the head” which will require a cold compress, for
example. After the injury is documented, the parent will be informed and offered the option of
taking the child home. A serious injury such as severe head trauma, unconsciousness, large
lacerations and joints or limbs that appear broken will immediately be administered first aid
and emergency medical personnel will be contacted. The parent or alternate emergency
contact person will be contacted with the details provided by the medical team (such as the
hospital location). An injury report will then be written, which will require the parent’s
signature within 24 hours.

When minor to moderate injuries occur, the daycare or play space will be inspected to
determine any environmental factors as a cause. If a serious injury should occur, a rigorous
inspection will take place to determine the cause and eliminate it to reduce further risk.

Section 4 (n)

If a parent is not present to sign an injury report within the 24 hour period, the parent must
sign the report upon their next visit.

Section 5 (a)

Pick-up and Drop-off
Authorized Pick-up
Daycare fees are static regardless of the length of time the child is in attendance, unless the
child remains in the daycare after closing hours. After the business day has concluded at 6PM ,
a late fee will be charged to the parent.
It is the responsibility of the parent to ensure their child is picked up on time from daycare. If

the parent is unable to make it on time, it is required that they find an alternate person to
pick up their child to avoid any late fees.



Section 5 (b)

Late pick-ups are rounded up to the nearest fifteen minutes on the hour. For example, if a
parent is ten minutes late picking up their child, they will be charged a fee of five dollars. For
every quarter hour late, the fee continues to accrue to five dollars for every fifteen minutes
late.

E.g.) 10-15 minutes late = $5
15-30 minutes late = $10

30-45 minutes late = $15

Section 5 (¢)

After a parent is fifteen minutes late, attempts will be made to contact them. If unsuccessful,
the alternative and authorized pick-up person will be contacted. If all attempts to contact a
parent, authorized pick-up individuals or emergency contacts are unsuccessful and the child
remains in the daycare more than two hours, social services will be contacted.

Section 5 (d)

Working with children eleven hours a day, without breaks, five days of the week can be
exhausting. Therefore, it is important that children be picked up from daycare by 6PM so that
the food and environment can be prepared for the next business day. Although it is
understandable that life sometimes gets in the way and that being late is sometimes
unavoidable, consistent tardiness is unacceptable. Ultimately, the consequence for consistent
tardiness will result in the child’s termination of enrolment. In extreme cases, leaving the child
in daycare long after business hours on a consistent basis will be considered neglect.

The following consequences will occur as a result of continued tardiness:

Five incidents within a two week span - Fees are increased to $15 for every quarter hour
late. A written notice is issued to the parent, including a signed copy of the Parent Agreement
Contract.

Eight incidents within a three week span - A written termination notice is issued to the
parent to find alternate care for their child within two weeks.

Eleven incidents within a four week span - Enrolment is terminated without further
notice. Social services are notified.

Section 5 (e)

Parents are permitted to authorized any number of friends or family members to pick up their
children from daycare. Unless there are extenuating circumstances (as outlined in section 5f)
nobody may pick up a child from daycare unless authorized by the parent in writing. If an
individual is present during drop-off, he or she will not be authorized to pick up the child
without first being added to the authorization record. The Child Pick-up Authorization Form
can be found in section 12.



If an authorized individual is not personally introduced by the parent, they will be required to
show photo identification on their first visit. Each subsequent visit will not require formal
identification. The parent is required to inform the daycare of an alternate pick-up person
either in person or by phone (see section 5f).

Section 5 (f)
Emergency Authorization

If a parent is unable to pick up their child before 6PM and they are unable to arrange for an
alternate authorized individual to pick up the child, or if the child must be retrieved from
daycare by an unauthorized individual for any reason, the following steps should be taken:

Locate an individual willing to pick up your child.

Inform him/her that they must bring valid photo identification to the daycare.
Give the individual a unique password (not already used for another individual).
Call the daycare and disclose the situation.

Provide the name of the individual picking up your child.

Provide the unique password.
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When the unauthorized individual comes to pick up your child, the name on their photo
identification and the password they provide will be referenced against the information the
parent has provided. If the information does not match, the parent will be contacted to verify
the information. If the information still does not match or the parent cannot be reached, the
child will remain at the daycare until the situation is resolved.

Individuals granted emergency authorization will not be permitted to pick-up a child from
daycare on subsequent days unless they are first added to the authorization list by the parent.

Section 5 (g)

Should an unauthorized individual arrive without prior communication with the parent, the
parent will be contacted immediately. If the information provided by the parent does not
match the information and identification of the unauthorized individual, the child will not be
permitted to leave the daycare. If it is determined that the parent is unaware of the
individual’s attempt to pick-up the child, or if the parent has not or will not authorize the
individual to take the child from the daycare, the individual will be asked to leave and/or the
police will be contacted.

Section 5 (h)

A sign in/out sheet is located by the door at the daycare. Parents are expected to sign their
children in at arrival, and out at departure. To ensure the accuracy of our records, it is
important to include the amount of time late in the Minutes Late field. If this step is forgotten,
it will be filled in after business hours based on the departure time observed. The parent will
then be required to initial the field on the next business day.

Providing initials in the Initial field helps to verify the accuracy of the record. In addition, if an
alternate authorized individual picks up the child, this record will help to track that
information.



Sample

Sign in/Out Sheet

Date

Arrival Departure Minutes Late

Time Time (at pick-up) Initials
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Section 5 (i)
Do Not Authorize for Pick-up

There may be individuals whom parents would prefer not to pick-up their child. It is therefore
necessary to fill out the form found in section 12 containing as much detail as possible (their
name, possible aliases, physical description and other identifying indicators). In addition,
detailed instructions should be provided to determine the best course of action (such as a call
to the police) should the person try to collect the child. It would also be helpful to provide a
photograph of the person to help identify the individual.

Section 5 (j)
Drop-off

To benefit from the full-day program, it is most beneficial for children to arrive before 10AM. If
your child requires care for only part of the day, it is best if he or she arrives when outdoor
play is not scheduled. This helps to make the best use of everyone’s time, rather than hunting
down the group on the travel route specified.

Section 5 (k)

Outdoor play may occasionally be delayed or extended. If there is concern that pick-up or
drop-off will occur during outdoor play time, it would be most advisable to call ahead before
arriving at the daycare. If there is no answer at the daycare, call the cell phone number
provided to arrange an alternate drop-off or pick-up location.

The attendance record, the sign in/out form, emergency medical and contact information and
a first aid kit is always brought along during outdoor activities. Parents or authorized
individuals can sign the in/out form while outside the daycare.

Before the group leaves for outdoor play, a Route Plan is posted on the door. This plan will
show where the group has gone and the route taken to get there and back. If a parent or
authorized individual has arrived at the daycare while the group is on an outing, it is best to
follow the route plan to ensure the group will not be missed. All outdoor activities take place
within twenty minutes walking distance of the daycare.



Section 5 (1)

It is preferred if authorized individuals would drop children off at the daycare. If an
unrecognized individual brings a child to the daycare, the child will be signed in and admitted
and the parent will be contacted to ensure the situation is acceptable. The child will not be
permitted to leave with the individual however, unless the parent first follows the
authorization procedures outlined in sections 5e and 5f.

Section 6 (a)
Schedule and Program Plan

Schedule Model

Daily Schedule

From To Event

7:00 AM 9:00 AM Breakfast

7:45 AM 9:00 AM Planned Activity
9:00 AM 10:00 AM Free Play

10:00 AM 11:00 AM Outdoor Play
11:15 AM 11:45 AM Circle Time

12:00 PM 1:00 PM Lunch

1:00 PM 3:00 PM Nap Time
1:00 PM 3:00 PM Free Play
3:00 PM 3:30 PM Snack Time
4:00 PM 5:00 PM Outdoor Play
5:00 PM 6:00 PM Free Play

The above schedule is subject to change. Updates will be provided for the parent and posted
in the daycare when needed.

Breakfast time depends on the time of the child’s arrival. Activities commence after the child
finishes eating. Different planned activities are scheduled each day. Throughout the week,
these activities focus on skills that span all developmental domains.

Circle time is a quiet transition between outdoor play and lunch, where the children are read
a story, sing a song, or experience other sit-down activities.

Children receive approximately two hours of outdoor play each day, weather permitting. If
the weather prohibits play outdoors, a gross motor activity will substitute.

Time is allocated for young children to take a nap in the afternoon. Children who do not
require a nap will have free play time.

A healthy, nutritious snack and juice is provided for the children in the afternoon. Infants and
toddlers will receive their snack and a bottle.

Attendance is checked regularly throughout the day.



Section 6 (b)

The program plan is based on Emergent Curriculum. These plans serve as general guidelines
rather than a strict schedule that must be followed. Planned activities are occasionally created
within themes (such as public holidays or events) however they are mainly created in
response to the children’s cues, skills and interests.

Section 7 (a)

Meal Plan

Meal Plan Model

Meal Plan
Week A
Mon Tues Wed Thurs Fri
Pancakes
. E ¢
NS with fruit | Waffles with
. e Cereal jam or fruit jam or
syrup or e Toast with syrup syrup
fruit jam fruit jam e Fresh fruit
Breakfast e Fresh fruit e Fresh fruit e Cooked e Sausage
e Milk (or ham
. . substitute) e Milk (or
« Milk (or « Mik (or e Milk (or substitute)
substitute) substitute) substitute)
¢ Dot . Salad
«  Salad yourself soft e Spaghetti « Salad
tacos e Meat and meat
. (ground balls
e Chicken beef lasagne e Cold-cut
fettuccini Iettulce . Mixed and veggie
Lunch alfredo tomato and | ® thg:gbles vegetables sandwiches
cheese
e Fresh fruit ) e Fruit salad e Fresh fruit
o e Fruitgelato |*® Fresh fruit o
. FrU|t_ juice e Fruit juice ) FrU|t_ juice
or milk e Fruitjuice |® Fruitjuice or milk or milk
or milk or milk
e Rice Crispy
e Vegetables squares e Fruit salad e Antsona e Cheese and
and dip log crackers
Snack e Bananas
e Fruit juice o Fruitjuice | Eritjuice |e  Fruit juice
e  Fruit juice

The meal plan is subject to change and will be based on children's needs, interests and
allergies. An updated plan shall be provided for parents should meal requirements change.

Parents are welcome to pack extra snacks for their children. However, due to potentially
severe allergies, nut products will not be permitted in the daycare. Alternatives will be
provided for children with allergies or lactose intolerance.

Parents are encouraged to share their children’s food preferences, aversions and allergies.
This information will help to shape the plan to one that is most beneficial for the child.




Section 9 (a)

Parent Information Form

Full name: Address:

Home #: Work #: Cell #: Other # (specify):
Which of the above phone numbers can you be reached at most easily (home, work, cell
or other?) (Primary #)

Which of the above phone numbers should be called if you cannot be reached at your
primary phone number? (Secondary #)

Hours requiring childcare (i.e., Mon to Fri, 8AM -3PM): Child’s first or preferred name:

If you cannot be reached, who can be contacted to act on your behalf?

Primary Alternate Contact Secondary Alternate Contact
Name: Name:
Home #: Other #: Home #: Other #:
Relation to your child or family: Relation to your child or family:

Emergency Contact: In the case of an emergency, who can be contacted if you cannot
be reached? (If the same as a contact listed above, simply fill in the nhame.)

Name: Additional Emergency Contact details

Home #: Other #: (if any):

Relation to your child or family:

Additional details, instructions or requests (if any):

Signature: Date:




Section 10 (a)

Child Information Form

Child’s full name: Childs nickname (if any):

Primary address: Secondary address (if any):

Age: Date of birth: OHIP/Health Card #: Epi-Pen required?
Yes or No

Medications (if any):

Known allergies (if any):

Dietary restrictions (if not related to allergies):

Physical health restrictions (such as reduced outdoor activity due to asthma):

Does your child have any special needs? Please provide details:

The following information will help to modify the program plan to ensure it best meets
your childés needs.

Favourite foods:

Food aversions:

Favourite toys, games and activities:

Unfavourable toys, games and activities:

Cultural activities, songs or stories that can be shared in the daycare:

Additional details, instructions or requests (if any):

The above information is accurate to the best of my knowledge.

Name (please print) Signature Date



Section 11 (a)
Child Pick-up Authorization Form

Child’s full name :

Name: Primary #: Secondary #:

Relation to your child or family:

Name: Primary #: Secondary #:

Relation to your child or family:

Name: Primary #: Secondary #:

Relation to your child or family:

Name: Primary #: Secondary #:

Relation to your child or family:

Name: Primary #: Secondary #:

Relation to your child or family:

(Additional forms can be provided if needed)

I, hereby authorize the individuals listed
above to pick up my child from daycare in my absence.

Signature: Date:




Section 12 (a)

Do Not Authorize Form

Child’s full name:

Name: Known aliases (or other names that the child
might refer to):

Relation to your child or family:

Physical description:

Instructions should contact be attempted:

Additional details or concerns (if you wish to share the individual’s address, the information
can be shared with authorities should an emergency arise):

Photograph | A photograph can help identify the unauthorized individual quickly, which may
provided? help to prevent potential conflict. In case of emergency, the photograph will
shared with authorities.

Yes or No

(Additional forms can be provided if needed)

I, prohibit the above mentioned individual from
retrieving my child from daycare. Furthermore, I request that Christina Fraser follow any
directions listed above in the event this unauthorized retrieval is attempted.

I reserve the right to retract this request at any time, provided this retraction is given in
writing and no less than two days before retrieval is attempted.

Signature: Date:




Section 13
Parent Agreement Contract

Conditions of Enrolment

I agree to pay for childcare fees at a rate of $ , which shall be
paid on
(weekly/bi-weekly/monthly) (day of the week)

I hereby acknowledge that failure to provide payment within three
days of the negotiated date will result in immediate termination of my
child’s enrolment. (Initials)

If my child is absent from daycare, (due to illness or for any other
reason) I agree to call the daycare on or before the day of absence. I
acknowledge that failure to report an absence will warrant a verbal
warning. I further acknowledge that continued unexplained absences
will  result in the termination of my child’s enrolment. | (Initials)
[Section 4 (¢) p. 7]

If my child is injured at daycare, I agree to sign the appropriate
injury report to acknowledge the incident within 24 hours. If for any
reason I am unable to sign within 24 hours, I agree to sign the report | (Initials)
on my next visit to the daycare. [Section 4 (n) p. 10]

I agree to have my child retrieved from daycare no later than 6 PM
each business day. If my child remains in daycare after hours, I agree
to pay a late fee of ($5) five dollars for every quarter hour that my
child remains in daycare. [Section 5 (b) p. 12] If my child is not
retrieved from daycare on a continuous basis, I agree to pay an
increased fee of ($15) fifteen dollars for every quarter hour that my
child remains in daycare. I acknowledge that continued failure to
retrieve my child from daycare by 6PM may result in the termination
of my child’s enrolment. [Section 5 (e) p. 12] (Initials)

Only authorized individuals are permitted to retrieve my child from
daycare. [Section 5 (e) p. 12] If no authorized individuals are
available to pick up my child, I agree to follow appropriate procedures | (Initials)
in granting emergency authorization to an alternate individual.
[Section 5 (f) p. 13]

I agree to provide details, to the best of my knowledge, pertaining to
any individual who is not permitted to retrieve my child from daycare.
[Section 5 (j) p. 14] (Initials)

I hereby agree to the terms stated above as a condition of my child’s enrolment. Failure to
comply with the above set terms may result in additional fees, verbal or written notices up to
and including the termination of my child’s enrolment.

Name (please print) Signature Date



