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1. CODE OF ETHICS
· Promotes the Health and Well being of all children

· Use developmentally appropriate practices when working with all children.

· Demonstrate caring for all children in all aspects of their practices.

· Work in partnership with parents, supporting them to meet their responsibilities to their children.

· Work in partnership with colleagues and other service providers in the community to support the well-being of families.

· Work in ways that enhance human dignity.

· Pursue on an on-going basis the knowledge, skills, and self-awareness needed to be professionally competent.

Demonstrate integrity in all of their professional relationships

2. Children’s Bill of Rights

You have the right to:

Learn and ask questions

Seek help

Laugh and be happy

Express your feelings

Take care of yourself

Follow your dreams

Do things for yourself

Protect your mind and body

Receive and give affection

Be proud of your work

Be the best you can be

Love yourself

Love others and be Loved     

3. MISSION STATEMENT
Our center is one that is dedicated to providing a wide range of learning through positive interactions and play experiences in a safe and secure environment.  We employ a healthy number of cultures and views between our staff and families that add to the variety of people experiences.    At Minchau Child care Center we have an open door policy for all who are involved in the development and guidance of your child.  We strive for the family’s involvement.  Supporting families is at the core of what we do at our center, as we strive for growth through positive interactions and play experiences throughout the day.

4. PHILOSOPHY

“At Minchau Child Care we are family-oriented and child-centered.  Our mandate is to care for and develop the whole child in regards to their social interactions, emotional intelligence, physical nutrition and active living.  Our Minchau family believes that positive growth is a result of encouragement and appropriate stimulation.  As a team, parents, guardians and staff combine to work together to serve the child’s best interests”

5. ABOUT OUR CENTER

Since 1995, our center has been providing quality care for children 0 – 12 years of age.   We are a familybased center and family and the supports for families are very important to us.  Our location is in the center of the Aspen wood Mall, across the street from Minchau School.  Our center has staffs that are all trained in the field of early childhood, and are First aid certified.

6. HOURS OF OPERATION

We are open from 6:30 am – 6:00 pm Monday to Friday.   We will be closed the following days/statutory holidays:  New Years day, Family Day, Good Friday, Easter Monday, Victoria Day, Canada Day, August Civic Day, Labour Day, Thanksgiving Day, Remembrance Day, Christmas Day, Boxing Day.  In the chance that any of these holiday’s land on a weekend then we will be taking a day-in-lieu.  We will also be closed on the Last Friday of August so we can accommodate our Annual Family Fun Day.

7. OBJECTIVE OF THIS CENTRE

The objective of the Child Care Centre is to provide a stimulating, happy and loving environment for the children and families.  Our program goals set up to achieve such an environment are:

· to accept all children and treat them as unique individuals

· To help children adjust to the group and to gain self-confidence in a secure atmosphere.

· to help children become responsible and cooperative in a group setting.

· to create a warm secure environment that will meet the individual and developmental needs of the children.

· to provide a safe and nurturing environment.

· to provide responsible and qualified staff who will give positive direction and will be strong and positive role models.

· to develop a workplace of “practicing what we preach” and to maintain the dignity and respect of each other.

· to guide parents to different organizations within the community.

· Maintain the standards set forth by Government of Alberta
8. STAFFING POLICY

The staff at Minchau Child care is co mposed of qualified caregivers as required by Provincial Qualifications. The Director holds a Child Development Supervisor Certification.  All other staff have Early Childhood Development assistant, (or are enrolled in the childcare course) or higher. They have Police and Security Checks including the Vulnerable Sector (child related offences) which are renewed every three years.  Staff are also required to have updated training in Child Care CPR & First Aid. 

9. DAILY ROUTINE POLICY
Routine is important for young children and helps develop feelings of security and order.  Each group establishes a routine that is flexible and adaptable to the changing needs of the children. Weather permitting, outdoor play is scheduled at least once, and usually twice a day for each classroom. We feel it is important for the children to enjoy fresh air and sunshine, get some exercise, and develop their gross motor skills. Outdoor play also offers great opportunities for socializing, turn taking and imaginative play.

Sheets/mats are provided by the Centre. All sheets/mat covers are washed every week. If your child(ren) like(s) to be covered with a blanket at nap, please provide a labeled blanket for their use. It will be sent home every Friday (and when/if necessary) for washing.

10. CUBBIE CLEAN UP POLICY

To assist us in cleaning the centre, please have your child clean out their cubbies every Friday.  Any items left over the weekend will be put in lost and found. Lost and found items are donated every 3 months.

11. ROOM ROUTINES

Infant Room

6:30-8:15

Greet Arrivals (Staggered Entrance)

 8:15-9:00

Morning Activities

· Free choice activities

· Morning snack

· Diapering routine

· Morning naps (for the children who still require them)

9:00-10:00

Outdoor Playtime (weather permitting)

· Outdoor play space/Neighbourhood walks/parks

· Diapering Routine

10:00-11:00

Activity time

· Arts and crafts

· Songs, finger plays, books

· Teacher planned activities

· Diapering routine (if needed at this time

· Hand washing



11:00-12:00

Lunch Time 

· Feeding time

· Wash up time

· Quiet time with books

· Diaper checks

12:00-2:00

Sleep/Nap Times/Quiet activities

 2:00-2:30

Wake up time/Diapering routine

 
2:30-3:00

Snack Time

  
3:00-4:30

Afternoon Activities

· Diapering routine (if needed at this time)

· Music and movement experiences

· Afternoon naps (for the children who still require them)

  
4:30-6:00

Free Play time/Staggered Departures

· Diaper checks

This schedule is a guideline of a typical day in the infant room. No day of course is the same. Some activities are based on the weather and some on the co-operation of the children

Toddler Room

6:30-8:15

Greet Arrivals (Staggered Entrance)

 
8:15-9:00

Morning Activities

· Free choice activities

· Diapering routine

· Circle time/songs, stories, fingerplay’s

· Morning snack

9:00-10:00

Outdoor Playtime (weather permitting)

· Outdoor play space/Neighbourhood walks/parks

· Diapering Routine

10:00-11:00

Activity time

· Arts and crafts

· Water/Sand Table activities

· Teacher planned activities

· Diapering routine (if needed at this time)

11:00-11:15

Hand washing/Circle time

11:15-12:00

Lunch Time 

· Quiet time with books

· Diaper checks

12:00-2:00

Sleep/Nap Times/Quiet time

 
2:00-2:30

Wake up time/Diapering routine

 2:30-3:00

Snack time

  3:00-4:30

Afternoon Activities

· Circle time/Music and movement experiences

· Sensory experiences/ playdough, water, sand

· Center play

· Diapering routine (if needed at this time)

  
4:30-6:00

Free Play time/Staggered Departures

· Diaper checks

This schedule is a guideline of a typical day in the Toddler room. No day of course is the same. Some activities are based on the weather and some on the co-operation of the children
Preschool Room

6:30-8:15

Greet Arrivals (Staggered Entrance)

· Free choice activities

 8:15-9:00

Morning Activities

· Circle time

· Handwashing/toileting

· Snack Time

9:00-10:00

 Program time

· Arts and crafts

· Water/Sand Table activities

· Teacher planned activities

· Free choice/centers

10:00-10:15

clean up / bathroom routine

10:15-11:00

Indoor/Outdoor Playtime (weather permitting)

· Sunscreen /Bug spray(seasonal)

· Outdoor play space or Neighbourhood walks/parks

11:00-11:15

Circle time

11:15-12:15

Lunch Time 

· Wash up/hands, face and toileting

· Quiet time with books

12:15-2:15

Sleep/Quiet Time/Afternoon kinders go to school

· Quiet activities for the children who do not nap

 2:15-2:30

Wake up time/toileting 

 2:30-3:30

Afternoon activities

· Circle Time/ Music and movement experiences

· Handwashing

· Snack Time

3:30-4:30

Indoor/Outdoor Playtime (weather permitting)

· Sunscreen /Bug spray(seasonal)

· Outdoor play space

4:30-6:00

Free Play time/Staggered Departures

OUT OF SCHOOL ROOM NON SCHOOL DAYS

We have 3 rooms in our Out of School care centre when the center opens the children are in the front room(OSC#2) area all together until second staff arrives then if numbers exceed 21 we open second room(OSC#3) if our capacity exceeds 36 children we will open our 3rd Room (OSC#1) where they continue to follow the remainder of the routine.

6:30 AM – 9:30 AM
CHILDREN ARRIVE, Staff Sign in the children, They can then choose from a variety of learning centers.  Breakfast is also Available 

7:30 AM-745AM 
2ND ROOM OPENS (if numbers exceed 21 then we may split the group into 2 but on non-school days we usually combine both groups and stay in one room as numbers are usually Lower)

9:30 AM – 11:30 AM
Outside Time (weather permitting)

11:30AM – 12:00PM
Clean up time, Wash up for lunch

12:00PM – 1:00PM
Lunch Time(children supply their own)

1:00PM -5:00PM
Children can choose from: Staff led activities, Arts and Crafts, Book Corner, and lots more to choose from


3:00 PM – 4:00PM
SNACK TIME


5:00 PM – 6:00PM
All Osc Rooms combine, as our numbers go down and children leave for the day. (Table top time/Quiet Time/Activity wrap up 

CENTRE CLOSED AT 6 PM

This schedule is a guideline of a typical day in the osc room. No day of course is the same. Some activities are based on the weather and some on the co-operation of the children

OUT OF SCHOOL ROOM SCHOOL DAYS

6:30 AM – 8:00 AM
CHILDREN ARRIVE, Staff Sign in the children, They can then choose from a variety of learning centers.  

7:00 AM – 7:30 AM
 Breakfast is also Available

8:00 AM – 8:15 AM
CLEAN UP TIME AND GET READY TO GO TO SCHOOL , CHILDREN ARE SIGNED OUT (we service a few Schools: Minchau School children get walked to and from, Mary Hanley, Bisset, Wienlos And Greenview School children get driven to and from in the Daycare minivan, Frere Antoine, Julia Kiniski and Lee Ridge all arrive by bus.)

11:00 AM- 11:45AM
Mary Hanley, Bisset and Minchau Kindergarten Children start to arrive at the center via walking or van transportation. 

11:45 Am – 12:30 PM
CHILDREN ARRIVE FROM SCHOOL ARRIVE AND HAVE LUNCH

12:30 PM – 2:00 PM
CHILDREN PARTICIPATE IN FREE CHOICE ACTIVITIES (arts & crafts, group play, puzzles, games, dramatic play plus much more)

2:00pm-3:15pm
Children from Bisset, Minchau,Greenview and Wienlos schools arrive and all children partake in outside park day(Early Dismissal Days only)

3:00 PM – 3:45 PM
CHILDREN ARRIVE FROM SCHOOLS, split into  their Rooms (OSC#2 and OSC#3 Attendance taken (as children arrive) Free Choice Activities/Homework Time (if required)

3:45 PM – 4:15 PM
GROUP MEETING TIME: TALK ABOUT PLAN FOR THE DAY, ANNOUNCEMENTS, NEW IDEAS FOR PROJECTS/THEMES/GAMES     Snack Time Available

4:00 PM – 5: 00 PM
CHILDREN CAN CHOOSE FROM: STAFF LED ACTIVITIES, or Free Choice Activities, AND LOTS MORE TO CHOOSE FROM

5:00 PM – 6:00PM
 All Osc Rooms combine, as our numbers go down and children leave for the day. (Table top time/Quiet Time/Activity wrap up

This schedule is a guideline of a typical day in the osc room. No day of course is the same. Some activities are based on the weather and some on the co-operation of the children

12. POLICY AND PROCEDURE MANDATE

Our Centre has a detailed policy and procedure manual that encompasses all policies for both staff and parents. You are welcome to review and make suggestions/comments on any of our policies and procedures at any time. Copies are available upon request for you to read. You may also request a copy to be printed or e-mailed to you by speaking to the director.

13. OPEN DOOR POLICY

At Minchau Child care we strive to have parent involvement, so to reach this goal, we believe that an Open door is a way to achieve this.  This means that the Parents may stop by at any time throughout the day to visit with their child, keeping in mind that if your child is having a more difficult time in settling in with our program, we ask that you give the staff and your child time to get adjusted with the routine.

14. MAINTAINING BEST PRACTICES

The Director/Supervisors are in each playroom many times each day. It is her responsibility to observe staff interaction with children and the staff’s reaction to various situations. Positive behaviors, that are observed, are reinforced. If a situation arises which is a concern, the Coordinator will discuss it immediately with the staff person. 

CREATED: June 17,2016

15. PROGRAM POLICY

At our centre, we not only strive to meet the standards set by child services, we rise above, each and every day to be a center of quality care in all areas of childcare.  We provide a child-centred, safe, caring and nurturing environment that encourages, stimulates and fosters a child’s self-esteem and growth.  

Each child’s individuality is respected and valued as an important contribution to our center and the daily experiences.  Children are encouraged to explore and learn at his or her level with the guidance and loving support of our qualified caregivers. 

Through play, children learn about themselves, the world and its wonders, and their place in that world.  Team oriented staff members create an environment that challenges and stimulates each child to the best of their abilities, all the while ensuring the children’s safety.  Children use play to explore their environment, understand and make sense of their feelings, and develop their social skills among their peers.  

Weekly and monthly programming not only supplements what the children learn outside the center, but introduces them to new things.  We strive to promote understanding and interest in other cultures, leading to favorable acceptance and recognition of those cultures.  As such, parental involvement and input is encouraged, their help as volunteers is always welcome.

Each room is designed to offer a variety of centers with countless opportunities for the children to grow in each of these areas.  As well, the children are encouraged, through modeling and guidance to build appropriate social skills, gain a sense of self and celebrate their many accomplishments as they grow and learn.

Our care does not end with the children, however.  The health and well-being of a child does not halt as they walk out the door at the end of each day---it is also dependent upon the health and well-being of their home and family life.  We aim to form a relationship with each child and his/her family through consistent verbal and written communication.  Resources over and above the typical daycare resources are provided to parents so as to sponsor encourage and broaden their child-rearing practices at home.

Child-Centred Philosophy

Our centers have set a standard of excellence in all areas of childcare.  We not only strive to meet the standards set by child services, we rise above, each and every day to be a center of quality care in all areas of childcare.  We provide a child-centred, safe, caring and nurturing environment that encourages, stimulates and fosters a child’s self-esteem and growth.  

Each child’s individuality is respected and valued as an important contribution to our center and the daily experiences.  Children are encouraged to explore and learn at his or her level with the guidance and loving support of our qualified caregivers. 

A play-based approach to children’s learning and development is the basis for our program planning and delivery of activities.  Children use play to explore their environment, understand and make sense of their feelings, and develop their social skills among their peers.  Our holistic program encompasses every area of a child’s development – social, physical, intellectual, creative and emotional development.  Each room is designed to offer a variety of centers with countless opportunities for the children to grow in each of these areas.  As well, the children are encouraged, through modeling and guidance to build appropriate social skills, gain a sense of self and celebrate their many accomplishments as they grow and learn.

The childcare philosophy, which provides the basis for our daycare policies and practices, is outlined below:

· Each child is an important individual with varying and changing needs, abilities and interests.

· Each child is viewed as a “whole”, developing in all aspects-physically, socially, emotionally, cognitively, and in the use of language.  Each aspect of development is of equal importance.  The relationship between each of the developmental areas is crucial.  It is impossible to separate them.

· Children learn best in an atmosphere of trust and encouragement, an in an environment which encourages safe exploration through the senses of play.

· The family has the most critical influence on the child’s development.  It is essential, that the daycare staff develop an effective partnership with each child’s family. Our Centre recognizes the importance of daily outdoor play experiences that promote physical development and gross motor skills

Educational Philosophy

Our daycare environment is best described as open-ended and child oriented.  We attempt to flow with the unique events that arise spontaneously from the ideas and thoughts of the children involved in our program.  The adults are responsible for structuring for the environment to be full of appropriate choices, helping to make choices, playing with children involved in the consequences of their choices, and extending the child’s experience by leading them to more information related to the choices made.

Infants (0-19 months): 

Encourage and provide experiences for infants to develop speech, gross and fine motor movements, and social skills.  Provide infants with one to one interactions to develop trust and bonding.

Toddlers (19-36 months): 

To encourage language acquisition and speech development.  To promote social skills which include sharing, toilet training and manners.  Encourage both fine and gross motor skills.

Preschool and Kindergarten (3-5 years):  

Encourage positive interaction with peers, communication and listening skills with children to aid problem solving, further development of fine and gross motor skills, appropriate responses to anger and frustrations (i.e. verbal responses rather than physical outbursts), and demonstrate the importance of personal hygiene.

Out-of-School Care (6-12 years): 

Caregivers will encourage independence and responsibility.   The children will be given many opportunities to choose their own activities to create and own their own experiences.  Their input into program planning will be encouraged.  The caregiver in the room will be loving and supportive and will facilitate positive interactions and problem solving among the children in the room.

16. INFORMING OF POLICY AND PROCEDURE CHANGES POLICY

When the need for policy and procedure changes arises parents will be informed in the following ways:

· The proposed changes will first be sent to the advisory board.

· The proposed changes will be e-mailed to parents with an opportunity for their input.

· The finalized changes will be e-mailed to all families.

CREATED: JULY 2018

17. DEVELOPMENTAL CONCERNS / SCREENING POLICY & PROCEDURE

As concerns arise with a children’s behaviors and/or developmental needs.  It is the responsibility of each Staff with in Minchau Childcare: 

· To monitor and document the milestones and achievements of each child’s process

· The staff will bring any specific concerns to the director’s attention.

· The Director will then discuss the concerns with the staff and discuss possible strategies to help correct any inappropriate behaviors/developmental needs as well as offer tips and techniques to help them meet child developmental milestones. 

· To plan and implement activities that build on the children’s    interests and strengths as well as challenge them to new skills and experiences 

· To ensure the assessment of the children’s development is done through observations only, traditional testing is discouraged 

· To ensure the individuality and uniqueness of each child is celebrated 

· To provide accurate feedback to parents 

· To ensure that each child’s records are kept confidential 

· Parents release must be obtained to share the child’s records 

· The staff may also begin to record behaviors or areas of concern in a personal communication book that is shared with the parents on a daily basis.   

               If there is no change or improvements made, the director will refer outside agencies

               To come into the daycare and complete observations and developmental screening assessments.

Procedure for community consultation:

· Staff will monitor child’s milestones

· Staff will report to director

· Strategies meeting

· Meeting with parents

· Have Release of information form signed

· Contact any necessary outside agencies

18. CHILD GUIDANCE/DISIPLINE POLICY
Nurturing a child’s self-image is of prime importance in our approach to childcare.  The staff and learning environment, together, provide opportunities for the children to develop self-control, socially acceptable behaviors, and respect for materials and other people.

Limits and guidelines are necessary to ensure each child’s development and safety.  The staff explains to the children limits and expectations.  The staff will use the following child guidance strategies when dealing with a situation and/or behavior:  I-messaging, negations, active listening, stating natural and logical consequences, giving choices and redirection and, at all times, offer positive praise and encourage independence.  

We believe many potential discipline problems are prevented by acknowledging positive behaviour, setting clear expectations for acceptable behavior, and by offering a program that interests the children and keeps them actively involved.

**At no time is the staff to inflict or cause any form of physical punishment, verbal or physical degradation or emotional deprivation.  They are not to deny or threaten to deny any basic necessity, or use or permit the use of any form of physical restraint, confinement or isolation**

General expectations of all children in our Centre:

· They will respect the rights and feeling of others.

· They will show respect for personal and daycare property. 

· They will stay in their designated area. 

· They will play safely with others. 

· They will be taught responsibility for their actions and behaviors. 

            
  Our Centre will ensure that:

· Child discipline methods utilized in the program are communicated to parents and staff during their orientation to our program.  

· All discipline towards the children will be age and developmentally appropriate

19. PAYMENT OF FEE POLICY

Child care fees are due on the FIRST DAY OF EACH MONTH BY 9 A.M. in the form of either cash, cheque or e-mail money transfer.

Cheques to be made out to Minchau child care.  Please note:  There will be an extra $30.00 fee for cheques that have been returned N.S.F. You may have up to 2 cheques returned N.S.F before you must provide cash as your fee payment option. 

A late charge of $25.00 will be charged for any payments made after 9 AM on the 1st of each month.  Consistent non – payments of monthly fees will result in the termination of child care.  Subsidy is available for those whom qualify.  Please discuss any financial difficulties with the director as communication is very important.

20. SUBSIDY PROCEDURE

Government subsidy is available for families who qualify. Subsidy Application Forms and Information Sheets can be obtained by visiting the Government of Alberta, Child and Youth Care Services website at www.child.alberta.ca. 
 If you have applied and can provide written evidence of your application to the Director, but have not yet been approved, a minimum of half of the monthly fee will be payable by you until approval is obtained. You will be credited for the following month(s), as applicable.  If you cannot provide evidence of having submitted your subsidy application, the full fee is payable until such time as evidence is provided. If your child does not attend for the required number of hours as dictated by your subsidy agreement, you are responsible for the difference in fees.

21. VACATION POLICY

No credit on tuition is given for scheduled General holidays, Centre closures, and family vacation periods It is our policy that if you choose to take holidays at any time during the year, you are still responsible for the half month’s fees.  During the summer months there is a sharp drop in enrolment at the center.  If you choose to pull your child out for the summer months and want to return the following September, a deposit of $250 will be required to hold your spot.  If the deposit is not received by July 1st then your spot for September will not be guaranteed

22. WITHDRAWAL POLICY

The Centre requires ONE FULL MONTH WRITTEN NOTICE prior to your child’s withdrawal.  NOTICE WILL “CAN ONLY BE ACCEPTED FOR THE BEGINNING OF A FOLLOWING MONTH” – The Centre will not accept notice for middle of the month.  If the required notice is not provided to the Centre, the full month’s fees will be payable.  If fees are not paid, the Centre will enforce the process of collecting the funds through a second party (a Collection Agency).  Fees will be collected based on “full” amounts outstanding, including subsidy & grant amounts.  
If you wish to withdrawal your child for just the summer months/extended vacation please refer to our Vacation Policy. 

23. TERMINATIION POLICY

Should it appear that Minchau Child Care is not the center for your child (ren), we will strive to help your family find alternative care. Except in the instances noted below or in the event of an emergency, one month’s written notice will be given if we are unable to continue to provide services for your child(ren).

Immediate Termination:

Immediate termination from the center will take place under the following circumstances:

· Abuse of any kind against staff or children in the center.

· Non-payment of fees

24. LATE /ABSENT   POLICY

If your child will not be attending the center, please call and let the Staff know by 9:00 am.

At pick up time please ensure you have made arrangements for your child to be picked up by 6pm closing time. The center closes promptly at 6:00 pm. You are expected to pick up your child BEFORE closing. The Director will take into consideration late pick up due to RARE and unusual circumstances i.e. car accident, excessive snowstorm, or car breakdown, however, a phone call is appreciated. High traffic volumes and accidents are regular occurrences and will be considered late.  You will be charged $1.00 for each minute that you are late per child, payable to the center.
25. DAILY TRANSPORTATION POLICY

Minchau child care will take the children to school by walking with them or by the child care van.  The staff will walk the K-6 children to Minchau Elementary school in the morning using the cross walk by the lights and onto the school grounds.  At school dismissal the children will check-in at a designated spot in the school then proceed to the center. The kindergarten children will be walked directly to and from their door, to ensure they get to the check-in spot.  For the other schools we service, we transport the children by childcare van.  We have a specific area at each school for drop off and pick up with the expectation that the children have sufficient time to get to the van.  After 10 minutes the child will be paged by the school office.  After a search of the grounds the driver will call the parent or emergency contact person.  If the child can’t be found the police will be called immediately.

26. HOME TOY POLICY

· Children are encouraged to bring items from home on their special “Show & Share” days.

· Show & Share day are indicated on their individual room calendars.

· Children may also bring items from home on any other specialized days indicated.

We love when the children bring items from home that represent their family cultures and traditions.

Please note: neither staff nor the Centre is responsible for the loss or damage of toys/games, etc. that our child may bring from home.
27. EXCEEDING REGULATORY REQUIREMENTS POLICY
· As a centre we strive to achieve excellence in the care we provide for children. 
·  We expect all staff to abide by the standards set out by Alberta Children's Services and to strive to exceed these standards.
· We will provide safety checklists for all outings to ensure children are always safe while in our care.  
· We will keep an open dialogue with parents to ensure we are also meeting all of their needs.  
· Staff will engage in ongoing learning to ensure we are up to date on all our practices.  
· Staff will share their learnings from workshops and courses at staff meetings to help enlighten our team members. 
·  Staff will regularly review Children's Services Standards to ensure we are up to date on all new regulations. 
·  Staff meetings will be held regularly to discuss any changes and/or practices that may need revision.
28. PROGRAM PLANNING POLICY
Each day the staff in each room is responsible for an activity or craft relating to the theme and/or interests of the children.  The staff plans their own activities from books, resource materials, from the Centre and/or Internet.  Staff try to incorporate, as many activities as possible using sand, water, housekeeping, crafts and outdoor activities.

All program planning is shared with the Director and as well as room staff so that everyone is included in the programming.  
Planning time is reflected in job description and staff are given paid planning time weekly. 

· All staff are responsible for implementing the program plan. 

· Staff seek children's input into activities and responsive to their interests, backgrounds, preferences, need and abilities. Reasons activities are planned and who initiated them is recorded on program sheets. 

· Program incorporates a variety of planned and spontaneous activities.

· Outdoor play time is intentionally planned into each day, promoting physical and gross-motor development.  

· Staff encourages children to initiate, plan and follow through on their activities and support them through the process. 

· Resource materials are referenced on planning sheets. 

· Developmentally appropriate resource materials and quality websites are used for programming to expand children's experiences, develop children's problem solving skills and to promote positive interactions in a group setting. 

· Through planned interactions children learn to respect themselves and others and become responsible for their actions and choices. 

· Staff will provide opportunities for children to explore and develop new interests. 

· Staff will provide opportunities for children to express themselves through group and individual activities. 

· Staff will encourage children to participate and try new experiences while planning for those children who do not want to participate. 

· Parents are invited to participate in all programmed activities and are encouraged to stay and spend timing playing in their child's play room

· Off-site excursions are planned throughout the year as well as during non-school weeks and support the current planned programming.

29. CHANGE / UPDATE OF INFORMATION POLICY

The center will make every effort to keep up to date with parent/child information.  All changes of information must be reported to the director as changes occur.  We will send out information cards for you to look over and make any necessary changes.  This policy is very important for your child’s health and safety.

30. HUMAN RESOURCE POLICY

Minchau Child Care and Out of School Care recognizes that:

· Child care professionals are essential to the provision of high quality child care programs; 

· Children benefit from child care professionals who incorporate their solid understanding of early learning and child development into practice; and

· Child care professionals are most effective when they are supported, respected and valued in their work environment and given opportunities for professional growth. 

Procedures and Directives

The Director shall ensure that the Child care programs create a supportive work environment to maintain a qualified team of child care professionals and assist them in providing high quality child care services through its philosophy, policies, procedures, and practices. This will be accomplished by ensuring that: 

· Child Care programs have clear and current statements of program philosophy, policies, goals, and strategies in place to assist child care professionals in providing quality care; 

· New staff are provided a thorough orientation before they begin working with children; 

· Staff are kept informed about changes to program delivery and government information that will directly affect them; 

· An orientation and training meeting be held for all staff at the start of employment:

· Child Care Professional are familiar with emergency procedures, 

· Staffing of the Child Care Program will follow the hiring process of Minchau Child Care and Out of School care, including the need to have adequate qualifications, selection through interviews, reference and criminal records verification and periodic evaluations during the mandatory probationary periods; 

· As employees of Minchau Childcare and Out of School Care, all Alberta Childcare Licensing Regulations, management policies and practices apply to Child Care Professionals subject to any additional requirements or restrictions mandated under the Alberta Child Care Accreditation Standards. 

31. INFORMATION RETENTION/DISPOSAL POLICY

Once a child/staff leaves the center all personal information will be retained on site for 1 month, all attendance records will be retained for 2 years at which point these documents will be shredded.

32. CONFIDENTIALITY POLICY

Any personal information gathered by the child care center will be used only for the necessity of the center.   F.O.I.P will be enforced at all times

33. FEEDBACK PROCESS POLICY

In the event that you have a congratulation, concern or complaint, we encourage you to let us know by using the following process: 

· Talk with the room staff about the situation or concern

· If you feel your concerns were not addressed then forward your issues to the director.  The director will respond immediately, and/or talk to the child care staff to discuss the situation and come up with a plan of action. 

· Any issues pertaining to licensing that you feel have not been addressed adequately can be passed along to: 

Region 6 Child and Family Services

6th Floor Oxbridge Place

9820 106 St

Edmonton, AB T5K 2J6

(780)427-2250

www.child.gov.ab.ca

· When a complaint is made to Child and Family Services, please be aware: 

· the identity of the complainant will not be divulged to the license holder, 

· the complaint will be investigated by a licensing officer 

· Complaints will be followed up by phone. Written confirmation will be received only if an investigation was conducted 

34. SUPERVISION POLICY AND PRACTICES

We take pride in working together as a team; we all work “with” each other in making our Center successful.  Director is responsible for:

· To observe staff interaction with children and the staff’s reaction to various situations inside and outdoors. Positive behaviors, that are observed, are reinforced. If a situation arises which is a concern, the Coordinator will discuss it immediately with the staff person.
· Providing you with programming guidance that is needed to meet all of the children’s developmental needs.

· Providing various Checklist that are to be used to ensure Safe and healthy indoor and outdoor environments while at the center or on outings. (See our Daily Transportation Policy, Playground Safety Policy, Outdoor Policy, Off-site Activity Policy as well as our Fieldtrip Policy for further practices.

35. ADMINISTRATIVE RECORD POLICY
· Daily attendance for each child will be kept on site.

· Arrival and Departure times

· Daily attendance for each primary staff member will be kept on site.

· Arrival and Departure times

· Hours spent providing direct child care

· Certification, first aid and criminal record checks for each staff will be kept on site in the locking filling cabinet in the office.  Also Certification and first aid will be posted on the wall outside of the office for all parents to view.

36. CHILDREN’S PORTABLE RECORDS POLICY

The Centre must maintain on the program premises, an up-to-date record of each child containing the following information:

· The child’s name, date of birth and home address

· Completed registration form

· The parent’s name, home address and telephone number

· The name, address and telephone number of a person who can be contacted in case of an emergency

· If medication is administered, the written consent of the parent

· The particulars of any health care provided to the child, including the written consent of the child’s parent

· Any other relevant health information about the child provided by the child’s parent, including the child’s immunizations and allergies, if any.

37. PROCEDURE FOR POLICY AND HANDBOOK REVIEW POLICY

The owner and directors will engage in semi annual meetings to review policies and procedures within the daycare handbooks.  All proposed changes will be sent to the advisory board for review and input.  Input and feedback will be assessed and considered.  All policy changes will be sent to parents.  All Policies and procedures are to be reviewed at these meetings and updated as needed.
38. PROGRAM REVIEW POLICY

The program as a whole will be reviewed every 6 months with program review checklists and feedback from all relevant stake holders being taken into consideration.  The centre management will review any issues at hand and implement any necessary changes at this time.

39. NEW FAMILY ORIENTATION POLICY
Each family will receive a registration package as well as an orientation to our Centre.  

At registration time you will be:

· Given a tour of the facility by the Director or 1 of the staff.

· During the tour parents and children are introduced to the staff and are shown around their child's room.

· During the tour our program is explained to the parents and children

· Parents and children are encouraged to ask questions and express any concerns

· Parents are taken through the application and subsidy process if needed

· The Director will review the child’s application form to verify information and make any necessary changes.

· It is the parent’s responsibility to ensure they have subsidy in place prior to registration or pay full fee 

· Our Centre supports all families in their child rearing roles and is respectful of their beliefs, home, culture and language.

40. STAFF  QUALIFICATIONS

There are 3 levels of staff certification:

· Child Development Assistant (1)

· Child Development Worker (2)

· Child Development Supervisor (3)

Level 1 being the minimum and 3 being the maximum. For every 4 staff members a level 2 or higher is required to be on site at the center during operational hours. The program director must have a level 3 or

Exemption and may or may not be counted in ratio all day.  A level 3 staff member will always be on site during the hours of 6:30 am – 6:00 pm

41. Volunteer POLICY
· Understanding that they are not to be counted in ratio with the kids.

· Understanding that they are there to assist the staff members who are in ratio with the kids

· Assisting with Centre responsibilities

· Familiarizing themselves with, maintaining and upholding the same standards and policies that the Centre abides by

· All volunteers need to have a police clearance

42. PAY PERIODS

43.
Pay cheques will be dated the last day of the month and include all pay including the last business days after 26th [cutoff date of each month] of the previous month (pay will exclude after 26th of present month, due to payroll processing time).  Wage enhancement provided by the Government of Alberta will be paid to the employee 1 month following hours worked (full month of hours must be worked by employee, hours are then sent into the Government for processing, employer will then forward funds to staff pay cheque at the end of the following month).  For example, for January hours worked, staff will be paid in their February pay cheque, February hours will be paid in March, and so on. The Staff members may request an advance pay on the 15th of the month, approval by Owner prior to the 15th is required. You will not receive Staff Support Funding until you are issued a Staff Qualification Certificate from Daycare Staff Qualifications.  We follow certain guidelines to ensure we are achieving “Best Practice” in all areas such as child/staff interactions, programming, cleaning and so on in order for staff to qualify for this Support Funding.  The Staff Support Funding rates are as follows:

	Level
	Accredited Staff Funding
	Pre- Accredited Staff Funding

	Child Development Asst
	$2.14/hour
	$1.44/hour

	Child Development Worker
	$4.05/hour
	$2.70/hour

	Child Development Supervisor
	$6.62/hour
	$4.42/hour


*Please note that the Staff Support Funding rates are subject to change
43. NEW STAFF ORIENTATION POLICY

Each New Staff will receive an employment package as well as an orientation to our Centre.  At this time you will be:

· Given a tour of the facility by the director 

· During the tour the new staff member will be introduced to the staff and are shown around 

· During the tour our program is explained to the staff
· New staff members are encouraged to ask questions and express any concerns

· The Director will review the staff’s employment form to verify information and make any necessary changes.
· It is the staff’s responsibility to ensure they have all the correct information required.

· Each new staff will be assigned a senior staff to mentor and aid in their transition to the center

44. HIRING PROCESS POLICY

Applications for employment shall be made to the Owners/Director of Lessard Day Care & Afterschool Care. Upon approval of application, an interview will be conducted. If the candidate is successful, we shall request three references of prior employment or work experience. These references shall be checked prior to hire.

Minchau Childcare Centre employs child care staff who have at least completed a Level 1 Early Childhood orientation course or are willing to do so.  As the orientation course is necessary, the staff member is responsible to register at their local College and provide to the day care proof of the registration (Must be completed within six months of commencement)

All child care staff will demonstrate a desire to work with children and to promote quality child care.  All child care staff must hold a valid First Aid in Child Care Certificate or be willing to do so upon accepting a child care position (Must obtain within 1 month of hiring date).  All staff and/or volunteer will provide a criminal record check, including a vulnerable sector search, dated not later than 6 months prior to the date of commencement with the program and every 3 years after that date.  A new staff member must provide the criminal record check within 8 weeks of commencement with the program and must not have unsupervised access to children until the criminal record check has been approved.

.
Falsification or misrepresentation of information on application forms or related documents will be considered grounds for dismissal.

45. ATTENDANCE EXPECTATION

It is important to the operation of our center that you are at work each scheduled work day. Each staff member carries out an important set of tasks or activities. Excessive and/or avoidable absenteeism places unfair burdens on fellow employees and disrupts work schedules. Some absences will occur and will be acceptable for legitimate reasons. Intermittent illness due to medical and personal reasons which exceed established standards will be considered to be excessive, and may require discussion with the employee as to the employee’s ability to carry out the responsibilities of that job.  Where absences are determined to be for non-legitimate reasons, appropriate disciplinary action will be taken.  Where an employee’s absences reach the point where the employee is unable to fulfill his/her employment obligations, the Center may determine that the employment relationship is at an end and terminate the employment of such an employee.

46. STAFF ABSENCES:

There is always enough primary staff to ensure that child staff ratios are met. When necessary, one of the extra staff is called. The Director and the child care educators are available to work directly with the children.  Therefore, if you are sick or if you are going to be late for your shift, you must contact the Director directly prior to your shift giving the reason for your absence. As much advance notice as possible is requested.  If you require a specific time or day off for personal reasons, please give the Director as much notice as possible. A minimum one week’s advance notice is required. 

47. VOLUNTARY RESIGNATION POLICY

If you should wish to resign from the center’s employment, notice of a minimum 2 weeks will be accepted.

48. INVOLUNTARY TERMINATION POLICY

If your job performance is unsatisfactory, you will normally receive a written review from the director. Employees will not usually be dismissed without first receiving a corrective interview, except for violation of Day Care policy. If unsatisfactory job performance persists after a corrective interview has been given, dismissal is likely. 

49. STAFF EVALUATIONS POLICY

Giving and receiving feedback between all staff members is ongoing at Minchau Child care. The day care staff are encouraged to give positive information as well as ask questions and clarify issues with each other on a regular basis. As well, the Day Care Director gives feedback to all daycare staff and deals with specific issues as they arise.  A formal evaluation of all full-time daycare staff is done annually. It consists of self-reflection and the Directors evaluation. The staff are asked to evaluate their performance using the criteria outlined in their job description.

50. STAFF EXPECTATIONS POLICY
· Always position themselves so that they can see what is happening in the entire playroom.

· Always inform other co-workers whenever leaving the play room. I.e. to put something away, outside of the playroom.

· Spread out around the play space, avoid grouping together. 

· Continually scan the play room being alert to any indicators or clues of pending “difficulties.” These observations occur when they interact with a small group of children, an individual child, or a parent. When such clues are observed, they move closer to the situation and become involved in it. The play is redirected or the child is prevented from continuing with a potentially unsafe experience. 


Room Management Practices:
· How the play space is managed can prevent accidents. The following practices are followed. 

· The Child care educators continually pick up toys, ensure that the covers of floor mats are tucked in, and clear pathways for walking. This prevents adults as well as children from falling.

· The Child care educators avoid having large groups of children in one space. If a cluster of children gather together, the materials spread further apart, other interesting experiences are offered, and/or day care educator redirects some children to another area. 

· Toys and equipment are checked daily for defects. Any unsafe toy or piece of equipment is removed immediately. 

· Toys or equipment, that are unsafe are not permitted in the playrooms.

51. Summary of Job Descriptions
All daycare staff will work as a supportive member of a TEAM to provide a quality daycare experience for the children and their families based on current child development knowledge and appropriate Early Childhood practices.  Please note that while you may be assigned to work in a certain room, we are always a team first.  You may be asked to help someone or work in another room and this should be done with the same enthusiasm and care that you display when working in your own room.  All staff aid in doing all duties from kitchen work, child supervision in all rooms, planning, and cleaning.  All staff must aid in keeping the Centre, along with its facilities, toys and equipment in a clean, organized and usable state.  We all do our share and we all share the responsibilities.

52. Director/Assistant Director Responsibilities
The Director will have at least a level 3 (Child Development Supervisor) certification and in addition to the above, the Director of our program is responsible for:

· Assuming accountability for all the day-to-day operations of the program

· All administrative duties 

· Child/family registration and intake

· New family/new staff orientation process

· Collecting fees

· Completion or supervision of completion of all Government forms/documents

· Answering the telephone 

· Creating newsletters or other communication forms for staff and families

· Staff hiring and retention of all staff

· Organizing staff meetings and workshops; keeping record of staff meeting agenda and minutes (organized and accessible)

· Hosting parent meetings and family gatherings

· Accessing community resources

· Ensuring all staff to child ratios are met at all times

· Ensuring all staff have the proper qualifications to work in a child care setting

· Keeping staff informed about changes to program delivery and government information that will directly affect them

· Scheduling of staff

· Maintenance of subsidy

· Attending sector meetings

· Interactions with licensing bodies and accreditation bodies

· Maintaining a current license and current accreditation status

· Ensuring at least one staff member is present in the Centre at all times that has a food handling certificate and ensuring that the certificates are posted in the food prep area.  Posting menus where easily assessable to all parents. 

· Posting and recording all menu changes prior to food being served to the children.  

· Maintaining up-to-date relevant resources available to staff to ensure best practice

· Ensuring staff have the opportunity to access specialized knowledge and resources in regards to diversity and inclusion

· Maintaining and implementing a professional development plan (ensure QEP goals are met).  Ensure that QEP timelines are achievable and completion dates are recorded.

· Ensuring that goals and action plans reflect the resources available and circumstances impacting the program.

· Communicating with parents/staff if needed (should start at room staff level)

Please note that the Director may assign part of these tasks to other staff members such as the Supervisors, or may ask assistance from any other staff members.  It is the Director’s responsibility to support the staff and it is the staff’s responsibility to support the Director.

53. Alternate Director Responsibilities

The Alternate Director must have a level 1, 2 or 3 certificate.  The Alternate Director is the person who is in charge when the Director is not available.  This staff member may also be given responsibility of any of the Directors duties if they are not available or if they assign such tasks to the Alternate Director.  This person is second in the chain of command after the Director.

54. Child Development Assistants (Level 1)

Child Development Workers (Level 2) 

Child Development Supervisor (Level 3) Responsibilities

· Taking primary responsibility for the room in which they work

· Taking responsibility in role modeling appropriate behaviors and procedures for other staff in their room and children

· Assisting the Director and Assistant Director with anything on the above lists that may be required.

· Day to day supervision of the children in a specified room

· Being responsible for keeping staff-child ratios in their room

· Responsible for doing weekly and monthly programming in their rooms based on the needs and desires of the children and families.  

· Daily communication with parents and other family members regarding the development of their child.

· Daily recording and observation of the children in their room

· Filling out any necessary paperwork in their room such as incident/accident reports, medication forms. 

· Daily communication with the Room Supervisor, Director, Assistant Director and staff regarding their programming, their children, the families, and other items that need to be addressed. 

· Cleaning and upkeep in common areas and their specified area
55. Responsibilities oF all  staff

With Children:

· All staff will work as a member of a team to provide a quality daycare experience for the children and their families based on current child development knowledge and appropriate early childhood practices.

· Familiarize themselves with and follow all policies and procedures, the code of ethics, confidentiality policies, and child guidance techniques.

· Interact with the children in ways that promote self-confidence, language skills, curiosity and a desire to learn.

· Select and arrange appropriate and safe materials and equipment in an environment that fosters growth and learning of developmentally appropriate concepts and skills.

· Plan, implement and evaluate daily experiences based on the individual development needs and interests of the children.

· Carry out the physical routines to meet the needs of each child.  These opportunities are used to enhance all aspects of the child’s development.

· Use appropriate methods to guide each child’s behavior.

· Carry out appropriate safety and hygiene practices.

· Assist with cleaning throughout the day.

· Respond to accidents and emergencies in a calm manner and re-post them to the Director.

· Complete all necessary forms (i.e. Time sheets, accident and incident records, room checklists, etc.) quickly and accurately.

· Maintain records on each child and to share this information with parents when appropriate.

· Be knowledgeable and carry out the standards in the daycare regulation and daycare policy manual and accreditation standards. 

With Families:

· Follow practices so that a partnership develops with each family, including regular communication with children’s family members.

· Display a non-judgmental attitude towards a variety of parenting and/or lifestyles, attitudes, and values.

· Be warm and welcoming towards the parents and significant family members/caregivers.

· Provide appropriate information and support to families in order for them to make informed choices.

· Provide a positive role model of child-adult interaction, and effective parenting skills.

· Encourage parents, when appropriate, to experiment with a variety of learning experiences so that their child’s total development is enhanced.

· Show an interest in the parent as a person, separate from their child.

Other related duties:

· Assist with and attend functions that invite the families to participate (i.e. holiday parties, open house, parent meetings, etc.).

· Attend and participate in team, program and general staff meetings.

· Ensure that policies and practices of their Centre are maintained. 

· Inspect facility daily and report deficiencies or repairs to program supervisor.

Staff-to-Child Ratio Requirements:
Staffs are responsible for maintaining ratios at ALL TIMES.  Please note below the ratios for each age group (subject to change to at all times reflect current Provincial legislated ratios):

· Infants under 12 months:  
1 staff per 3 children

· Infants from 12-19 months: 
1 staff per 4 children

· Toddlers from 19 months to 3 years: 
1 staff per 6 children

· Preschoolers from 3 years to 4years: 
1 staff per 8 children
· 4 years  - 5 years                                                            1 staff per 10 children
· Kindergartens from 5 years to beginning of grade 1: 1 staff per 15 children

· OSC from grades 1-6: 
1 staff per 15 children

Please note that staff must ensure that these ratios are maintained in order to provide a safe and secure environment for the children.  Staff must ensure that any activities done or materials needed that would require them to be out of ratio must be done either before entering ratio or after leaving ratio.  If this is not possible or staff need something while they are in ratio, they MUST NOT leave the children unattended or leave their partner staff out of ratio.  In this instance they must ask an extra staff for help. 


Ratios and supervision must also be maintained when children are outside of their rooms in common areas such as hallways.  Staff should try to ensure that any items needed for the child’s day are already in the room at the beginning of the day so staff and children do not need to leave to get them.  If a child or staff does need to get something from the hallway, their cubbies or from another room, then again ratios must be maintained and children must be supervised.  If it is not possible to maintain ratios then an additional staff member must be called in to assist.  
56. COMMUNICATION POLICY

This policy is the most important policy of all, and is to ensure that dialogue and responsibility are taken by parent and the staff.  The parent has the responsibly to inform the daycare of their needs and concerns and the daycare has the accountability to return that communication with its needs and concerns.  The basis of this policy is to ensure agreement on every issue, as there will be differences of opinion, but rather the onus of communication falls upon the parent/staff. Monthly newsletters are available for all families.

57. PARENT INVOLVEMENT POLICY

As a parent in our program we invite you and encourage you to spend time in your child's playroom, enjoying crafts, snacks, centers and free play with your child.  We also encourage you to share any special customs, traditions or cultural practices that you honour in your home, with us in the centre.  

Please take special note of the following:

· Notify a staff member when your child has arrived and when leaving. 

· Our regular operating hours are from 6:30 am – 6:00 pm.  We do ask that you pick up your child/ren no later than 6:00 Please call if you will be delayed, or if your child will be absent.

· Inform a staff member if any person other than yourself is to pick up your child at anytime. She/he will not be released to any unauthorized person. Parent must notify us if someone else is to pick up your child. They must show I.D. or the child will not be released. 

· Fill out all forms accurately so we may reach you if necessary. Notify us of any changes. 

· Tell a staff member of any event which may cause your child to behave in an unusual manner on a given day (illness, divorce, or death in the family, etc.)
58. VOLUNTEER RECRUITING POLICY

The volunteer co-ordinator will be given a phone list/email list to enable them to contact the parents regarding upcoming events and volunteer opportunities

CREATED: OCT 2017

59. CHILD/STAFF INTERACTION POLICY

This policy is to provide interactions between child and adults that give opportunities to children to build trust and develop an understanding of self and others and to encourage respect for the feelings and rights of others.

Interactions between children and adults will be respectful and supportive of each child’s gender, culture, language, ethnicity and family composition.

Procedure
· Staff will greet each child by his/her name upon arrival and departure

· Staff will actively listen to children and observe non-verbal communication

· Staff will get down to the child’s eye level while interacting

· Staff will encourage children to discuss their feelings through play and interactions

· Staff will engage in conversation with the children during routines; for example; during

snack and lunch time; getting ready for school; lining up to go to school or   outside to play; etc.

· Staff will speak to the children individually as well as in a group

· Staff will go to the child to speak to him/her instead of calling across the room 

· Staff will encourage children to become independent and do everything for themselves, only offering assistance when needed

· Staff will speak clearly and concisely when giving children directions

· Staff will give children clear options in making choices

· Staff will be clear to the children that there is a consequence for each action

· Staff will follow through with consequences given to children for their actions

· Staff will stress and acknowledge positive behavior

· Staff will be non-judgmental and respectful when reinforcing children’s efforts

· Staff will encourage positive thinking and growth by programming activities that are open-ended and creative

· Staff will aid the child in developing appropriate communication and behavior strategies

· Staff will model appropriate communication and behaviour strategies

· Staff will provide a program that is all inclusive of all children

60. CHILD INVOLEMENT POLICY
During their out-of-school time, children need time to play, explore, create, learn new skills, and relax. A balanced program should offer children free time as well as a wide variety of structured activities that are fun and interactive and that help them develop or enhance leadership and social skills, self-esteem, conflict resolution abilities, academic skills, and interests and hobbies. 

Programming can include opportunities for children to participate in group projects and special-interest clubs, work on homework, participate in tutoring and mentoring, go on field trips, and conduct community service projects. 

Quality out-of-school programs offer balanced, culturally-relevant programming that is tailored to children’s interests and developmental needs as well as the needs and desires of parents, schools and communities. 

Involve children in program planning. 

Decide on the regular daily, weekly, or monthly components of your program planning.   Within each component, include many opportunities for children to make choices about their activities. Examples of components are: 

· Homework and academic skill-building time (homework support, learning games for those not doing homework, tutoring, reading time) 

· Outdoor recreation (offering choice of organized games and free play) 

· Station rotation (choice between different stations - reading, board games, craft activities, computer use) 

· Story time (children relax and listen to staff read a book or chapter of a book) 

· Reading time (children choose a book or bring a book and everyone participates in quiet reading for a certain period of time) 

· Field trips (children plan and participate in simple neighborhood field trips as well as more elaborate field trips requiring special transportation, planning and chaperones. 

61. CHILD LEADERSHIP POLICY

As Educators we believe that giving children opportunities to demonstrate their leadership has a significant impact on their sense of self and worth. We will strive to give children many opportunities for leadership throughout their time here

Created Oct 2017

62. COMMUNITY INVOLVEMENT POLICY

As educators we try to instill a strong sense of community in the children in our care.  We do this by having community visitors come in and by taking outings into our community as often as possible.

· All community visitors into the centre must be invited guests and will never be left alone with the children

· All guests will be invited in with an intentional outcome in mind

· All guests must be approved by management before they can be invited to the centre

· Children will get out in our community as often as possible (weather dependant)

· The children (preschool and OSC) will participate in monthly community improvement tasks

· When out in the community the staff will always maintain proper child to staff ratios

· When out in the community, staff will always carry an emergency bag with first aid kits, emergency medicines and forms and portable records for all children

63. INCLUSION AND DIVERSITY POLICY
· We encourage parents and children to develop an appreciation for our diversity.

· We welcome and respect all contributions and involvement from children and parents.

· Opportunities are provided that allow children to use their own abilities, skills and talents.

· Staff encourage children to try new things on their own.

· Staff ensure that children of all abilities can participate in activities.

· Staff are responsive to children's abilities and needs for assistance.

· A balance of competitive and co-operative games and sports are planned.

· Encourage children to discuss and share different aspects of culture, race,

 
        
 religion, abilities, life style and background.

· Fully integrate special needs children into the program 

· A variety of culturally inclusive activities and materials are provided.

· Staff provide the children with opportunities to celebrate individual differences and unique qualities

64. IPP POLICY

The IPP Policy outlines the process for developing an individual program plan. Individual program plans can be developed in one or more of the following areas: academic, social development, or life skills enrichment. An IPP includes the following: summary of the child’s strengths, challenges, and interests, annual individualized outcomes, describing what the child is expected to know and be able to do over a specific time period, specific individualized outcomes, describing the steps to reach an individualized outcome, recommended services/instructional strategies.  A child may need a combination of adaptations and an IPP.  An IPP will be developed by the childcare team for any child who is struggling to participate fully in our everyday routine.

IPPs are reviewed by the program planning team at least twice a year.  

CREATED SEPT 16

65. BULLYING POLICY
Why shouldn’t we bully:

· It is rude.

· People get hurt.

· It makes people angry and upset.

· It can cause physical injury.

· It is against the law.

· It is threatening.

Consequences if you are caught bullying another child:

1st offence-talk with the staff about the behaviour and make a plan to resolve the conflict

· 2nd offence-all the steps from the first offence plus lose privileges

· 3rd offence-meeting with parents

· 4th offence-possible suspension/expulsion from the centre

*depending upon the severity of the bullying it may be necessary to skip to 3rd or 4th offence consequences. 

 This policy was created by children in our OSC room.

66. PROCEDURE FOR THE PURCHASING OF ROOM SUPPLIES

· The first step for acquiring needed room supplies is to get approval from the director or supervisors for the purchase.

· If the director or supervisor is able, they will go purchase the supplies.  If they are not able they will allow you to purchase the supplies and then bring in the receipt for reimbursement

67. CHILD PREPARENESS POLICY

What to Bring on Your Child’s First Day:

· Non-marking, soft soled indoor shoes (no flip flops) suitable to wear outside in event of emergency.

· Seasonally appropriate:

· jacket (regardless of weather), 

· hat, mitts, boots

· sunscreen, 

· bug spray

· Napping blanket (if applicable) – to be taken home & washed every Friday

· Bottle & Formula (if applicable)

· Baby Food (if applicable)

· Lunch 

· Sippy cup (if applicable)

· Change of clothes (check daily to see if new change of clothes is needed for the following day)

· Medication (if applicable) – REMEMBER, Do not ever leave medication at the Centre unless teacher is first advised (including in diaper bags) and you have completed a medication form.

· Special instructions (i.e.) list of known allergies or sensitivities 

· Diapers, training pants, wet wipes (, if applicable)

· Diaper cream (if applicable)

Remember Daily

· Always stay with your child(ren) until they are in the direct care of their teacher – do not leave them until the teacher has verbally acknowledged their presence (this responsibility is required every day – not just the first day to ensure your child(ren) is safely in our care before you leave) 

· Let staff know how your child(ren) is/are feeling that morning

· Advise staff of any upcoming changes in pickup/drop off arrangements or absence from the Centre

· Label EVERYTYHING you bring to the Centre (blankets, shoes, coats, mitts, sippy cups, bottles, food containers)

NO toys from home are allowed except when specifically permitted by teacher in advance

68. PROFESSIONAL DEVELOPMENT POLICY


As a childcare educator, your goal is to:

· Promote quality child care

· Remain current on child development information and child care related issues

· Continually assess one’s role as a day care educator

· Participate in workshops to stay current in your field

69. FIRST AID POLICY

· To maintain a current first-aid certificate.

· The Owners will pay for half of your first aid course taken every 3 years.

70. STAFF MEETING POLICY

· Staff meetings are held monthly
· Attendance is mandatory unless prior approval from management is given
71. GRIEVENCE POLICY
· If a staff is having issues with another staff then they are to talk with a director and we will all work together to fix the problem.

· If the staff are having issues with the Director then they are to contact the Owner and they will try to resolve the issues with all party’s involved 

72. ENSURING STAFF WILL FOLLOW THESE PRACTICES
The Directors are in each playroom many times each day. It is their responsibility to observe staff interaction with children and the staff’s reaction to various situations. Positive behaviors, that are observed, are reinforced. If a situation arises which is a concern, the director will discuss it immediately with the staff person. 

73. STAFF  CONDUCT  POLICY
The child care setting has many demands upon it that adhere to rules and regulations as set down by the Government of Alberta.  This staffing policy sets down some standards of professionalism and consequence that are administered within the centre.

The centre will not tolerate:

· Inappropriate language

· Loud tones of voice

· Inappropriate attitudes to workers, parents or children

· Gossiping

· Favouritism by staff

· Breach of confidentiality

· Physical abuse

· Emotional abuse

All infractions will be addressed in the following manner

· 1st infraction

meeting with supervisor/director

· 2ndinfraction

meeting and write up incident

· 3rd infraction

meeting and time off for reflection

· 4th infraction

meeting with the owner to discuss further employment with company

*immediate dismissal for physical abuse of any kind

74. PLAYGROUND SAFETY POLICY
Our playground is located out back of the building. Our outdoor play structures comply with CSA standards. Our play area is free of toxic plants. We have a large outdoor sand box that does not have a cover. The sandbox is inspected each time it is used.  During the summer months we may use children's wading pools. These pools are drained and stood end up when not in use.  Staff will do safety checks before children enter the playground, and remove any garbage, broken toys or hazards.  If there is anything that is broken and can be repaired, staff will remove it/block it off immediately and notify the director.
75. OUTDOOR POLICY

The outdoor policy is created to benefit the child and give the opportunity to grow in a natural space.  Minchau Child Care will strive to have all children participate in outdoor activities on a daily basis, weather permitting, for the purpose of health and happiness.  The result being a calmer child who functions better and whose awareness of the outer world is increased.  This policy is a part of our philosophy that sees the child in constant growth and the acceptance of our need to quench the thirst for knowledge.  Nature, after all, is the greatest teacher of all.  The daycare children have the use of an outdoor play space directly located behind the center along with the use of the local parks nearby.  The Out of school care children have  the use of the age appropriate  play park area  outside Minchau school which the 6 – 12 year olds utilize as well as ravines and other local parks
76. OFF – SITE ACTIVITY POLICY

The following information will be collected for each off – site activity prior to the event.  Parental consent in writing must be obtained in order for a child to attend. The parents will be provided with:

· When the activity will take place,

·  Where the activity will take place,

· Type of transportation required,

· Time of departure and return to the center,

· What items your child will need to bring along,

· The staff which will attend,

Along with all of the above information the staff is required to take along with them a first aid bag and portable emergency files for each child attending.

77. FIELDTRIP POLICY

Throughout the year we do take the children off the premises by walking to parks and nearby establishments. Some of our programs will require the children to be transported by public and/or private transportation.

· Staff enforces safety rules that comply with Transport Canada Guidelines. When an outing is planned that requires transportation, you will be notified by newsletter and/or permission form notifying you of the details regarding the fieldtrips. Signed consent is received on our registration for your child to join fieldtrips/excursions, walks to neighbourhood parks and any other facilities open to the public in walking distance to the centre.

· On fieldtrips we may require additional adults to accompany the group. Parents are welcome to volunteer for any fieldtrips. Volunteers on fieldtrips are responsible for having fun and spending some fun quality time with their child. Unfortunately, volunteers are not allowed to be alone with any children other than their own and will be asked to stay with the group. 

· Before each fieldtrip the staff will prepare the children by explaining where they are going, what will happen, whom they will see and who they need to listen to.  Additional Staff members will accompany the group on fieldtrip outings as required to ensure the safety of all children.  The staff will also review the safety rules with the children and chaperones prior to each fieldtrip.

Safety and Health:

· If a child’s behavior puts his/her safety and/or safety of the other children and/or staff at risk the child will not be allowed to go on the next major field trip. Alternate care will need to be found by parent.

· If a child’s behavior while on a field trip puts his/her safety and/or the safety of other children and /or staff at risk, the child’s parent/guardian will be called to come and collect the child. The child will not be allowed to go on the next major field trip and the Centre has the option of suspending or expelling the child from care.

· If a child becomes ill or injured while on a field trip the parent/guardian will be called to come and collect the child or inform the child’s parent/guardian of the type of emergency care obtained. If necessary the proper first aid will be administered by a staff with first aid training and in possession of a valid first aid certificate. If emergency care is required it will be called for.

· Emergency communication will be in effect for the staff via cellular phone to contact the Centre’s administration, the bus transportation provider and/or the parents. Each field trip group will carry portable emergency records, the Centre’s phone number and emergency agencies numbers. The staff will have each other’s cellular phone numbers and the over-all supervisor will have the phone number of the transportation provider.

78. SAFETY POLICY
Our Centre strives to provide a safe and healthy environment for children, staff and parents.  The following are many of the steps that we take on a daily basis:

· Inspection of indoor environment is conducted and initialed daily.

· Inspection of the outdoor environment is conducted prior to children playing in the area.

· An outdoor check list is used and initialed daily.

· A daily cleaning routine is adhered to.

· All environmental, toy and equipment issues are to be reported to the director.

· Many staff are qualified as level 3 Childcare Supervisors.

· All staff will be required to have a current Criminal Record Check.

· Staff use the outdoor check lists to indicate how many children they have taken outdoors, along with how many staff and the location they have chosen to visit.  

· Minimum of one staff member has a working cell phone with the when they are out of the centre.  

79. NUTRITION POLICY/ MANNER OF FEEDING POLICY

In our center the parents provide a bag lunch for their children each day starting at 11:15 – 11:30 am.  They are encouraged to try and follow the Canada food guidelines.  If we notice that the child’s nutritional needs are not being met we will help supplement their meal with food from the center.  Warm-ups can be brought in microwaveable container, during summer please no warm-ups due to outings and fieldtrips.

The center provides 2 snacks that follow the Canada food guidelines between 7:30 – 9:00 am and again between 3:00 – 4:30 pm each day. Snacks are posted on the front wall of the center for parents to view. 

Our daycare is a Nut Aware center.  Therefore, no products containing nuts are allowed into the center at any time.  We also discourage items that have the disclaimer “may contain traces of nuts” to be brought into the center. If a product containing nuts is sent to daycare, it will be sent home with a note explaining the policy.

During times that a child within the center may be eating or drinking they must be and remain seated until they are through. This is meant for the safety of the child.

During nap/sleep times with children 12 months – 36 months,  no bottles or drinks will be given while on or in their beds while napping.  If a child needs a drink before bed please do so while sitting at the table or in a highchair.

80. CHILDREN WITH FOOD ALLERGIES POLICY
· The names of children with confirmed food allergies are posted in all rooms as well as the kitchen/serving areas. This ensures that all staff are aware of this information.

81. HAND WASHING POLICY

Adults (day care educators and volunteers) wash their hands thoroughly:

· When they enter the playroom

· After each diaper change (in baby and toddler rooms)

· After wiping a child’s nose, or cleaning up any bodily fluids

· Before serving food or giving a bottle to a baby




Each child’s hand must be washed and dried:

· Before they eat 

· After they have finished eating

· After coming from outside

· After going to the bathroom (for babies, after a diaper change, if the baby’s   hands have touched the genital area)

· After they have sand/water play

82. HAND WASHING PROCEDURE

The following is our practiced hand washing procedure for both staff and    children:

· Use soap and water to make a healthy lather.

· Rub hands together.  *Rubbing hands together is the most important part of the hand washing procedure*Rub hands together for at least 15 seconds. 

· Do not forget your hands have tops and bottoms, sides and wrists, fingernails and places between fingers that need to be washed too. 

· Use running water to rinse your hands thoroughly.

· Dry with clean paper towel. 

· Younger children may use washable hand towels that are laundered after each use.  

83. HEALTH POLICY

The decisions, plans, and actions that are undertaken to achieve specific health care goals are to educate children about the importance of healthy habits in their everyday lifestyle.  This is supported through the following policies:

· Hand Washing Policy

· Nutrition Policy

· Outdoor policy

84. IMMUNIZATION POLICY
· All children attending Minchau Child care must maintain up-to-date immunizations. 

85. ADMINISTRATION OF HERBAL / MEDICATION POLICY

· Only Minchau Staff with First Aid certification can administer medication/Herbal/non-prescribed when requested.

· A “Medication Form” must be filled out and signed by the parent indicating date, name of child, name of medicine, dosage, and exact time(s) to be given.  

· For safety reasons, all medication must be in its original container with the prescription marked indicating date, name of child, prescribing doctor, name of medicine, dosage, and exact time(s) to be given.  These medications will not be administered on an “as needed basis”. 

· Medications will be returned to the parents after the required time giving.

· Parents are to provide information in writing to staff about when medications and herbal remedies were given to the child prior to arriving at centre. 

· Non-emergency medication will be stored in a locked container out of the children’s reach and refrigerated when necessary. 

· Emergency medications will be listed on our allergy lists in each room with who is taking and stored out of reach of the children; but in an unlocked container for easy accessibility.

· Medication will be placed in emergency bags when activities take place outside the center. 

· Staff will monitor the child closely for any allergic reactions after receiving any medications

· Should your child require ongoing medical supports, we will work with the family to ensure that the primary educator is trained in the proper method of administering the health care required.

· This training will be documented in both the child and staff’s file of those who are trained.
86. INCIDENT/ILLNESS/ACCIDENT REPORTING POLICY

When an accident occurs while in our care the procedure is as follows: The staff are required to write up an accident report which tells the parents when, where and what has happened and if first aid had to be administered, then they are required to sign and date this form.  Form will be placed into the Childs file for safe keeping.  Depending on the seriousness of the accident emergency medical services will be contacted and then parents will be notified.  Licensing Officers will be notified immediately if any of the following situations have happened within the center:  Serious accident/illness 

· Emergency evacuation

· Program closure due to emergency

· Intruder on premises

· Child removed from the program by a person without parent/guardian consent

· Injury regarding medical attention

· Lost child

· Child being left on premises after operating hours

All Critical incidents are analyzed annually and reported on a special form and submitted to the Regional child care office.

87. EMERGENCY FIRST AID/HEALTH CARE POLICY
If a child is in need of emergency first aid/health care the childcare workers are allowed to administer emergency first aid as long as the following are in place:

· Written consent of the child’s parent has been obtained on the child’s registration form.

· The staff have valid First Aid Certificate.

· The parent has completed the emergency medical forms for - diagnosed life threatening allergies and/or medical conditions, such as anaphylactic, asthma, epilepsy, diabetes etc.

Emergency medication will not be kept in the lock box, but in a location that is out of the reach of other children, And All the Centre Staff Are Aware of This Location and Which Child It Belongs To!!  (i.e. inhaler, EpiPen).

Medication required to be used by a particular child as needed, such as puffers and epi-pens, ,if it has been agreed by the program operator and the child’s parent, the program ensures that the medication is accessible by the child , and also ensure that it is not accessible by other children in the program. 

88. ILLNESS /COMMUNICABLE DISEASE POLICY
Taken from http://www.child.alberta.ca/home/documents/childcare/pdf_Info_Parents_using_regulated_child_care.pdf)

When your child is ill, a child care program must ensure they contact you (the parent) to arrange for the immediate removal of your child if he or she has any of the following symptoms: 

· A fever of 38C or 101F and higher

· Persistent coughing

· Vomiting

· Several bouts of diarrhea within a 3-4 hour period

· Any communicable disease – e.g. measles, chicken pox, pink eye, etc.

· Lice – a child must stay away from Daycare for 24 hours or until all nits/eggs are removed.  

Your child will receive quiet and supervised attention away from the other children until the parent or designate arrives to pick up.  We, at the child care center, will by no means shirk our duty, but will focus on the fact that the policy is in place to protect our “other” children and maintenance of a warm and secure environment for them.

Once sent home from the child care program, your child will not be allowed to return until the program receives a note from your child's physician or your child has been symptom-free for at least 24 hours. 

Parents play an important part in preventing the spread of illnesses in child care settings by keeping their child home while he or she is sick. 

If your child has an accident and is seriously injured while attending a program:

A licensed or approved child care program must:

· Call 911;

· Contact you (the parent) or the child’s emergency contact immediately after calling 911; and

· Report the injury to their local Child and Family Services Authority (CFSA). The CFSA may contact you as part of their investigation into the incident. 

A child care program is required to collect and maintain records on each child including:

· The child’s legal name, date of birth, and home address. The address provided must be for the child’s primary residence;

· A parent’s legal name, telephone number, and home address. The address provided must be for the parent’s primary residence, and the telephone number must allow a child care program to reach a parent during the time their child is in attendance at the program;

· An emergency contact’s name, telephone number, and home address. The address provided must be for the contact’s primary residence and the telephone number must allow a child care program to reach the emergency contact during the time the child is in attendance at the program. An emergency contact also must be able to reach the child’s parent(s) or arrange for the child to be picked up from the program when a parent cannot be reached;

· The details about any medical conditions and health care required by the child, including immunizations and allergies; and

· The details of the daily attendance of each child, including arrival and departure times. 

This information can be used by a program to respond quickly to emergencies, incidents, or accidents involving children. Keeping accurate, complete, and current information will ensure that a program can reach a parent quickly. 

To learn about the Child Care Licensing Regulation and Family Day Home Standards Manual for Alberta, or to find more child care resources, visit Alberta Children and Youth Services’ website at www.child.alberta.ca.

89. ACCIDENT/INCIDENT PROCEDURE POLICY
Our procedure for serious accidents/injuries is as follows:

· The parent will be notified immediately and the child is either treated on the premises or taken to the nearest medical facility.

· If the Centre is unable to reach the parent the emergency contact will be notified immediately.  

· When possible the Director is responsible for notifying parents.  If they are not available the Assistant Director will contact the parents and or emergency contact.  

· All accidents/injuries shall be reported to the program Director and all accidents/injuries are also recorded for the parents to read and sign.

· All serious accidents/injuries that occur while the child is attending our program that may affect the health or safety of the child must be reported to Alberta Children’s Services @ 780-427-0444.  

90. DAILY HEALTH CHECK POLICY
The day care staff will conduct an informal health check of the children when they enter the playrooms each day. These health observations are completed in a very casual informal way- so that 
no one is aware that they are being conducted. 

· Skin- examining color, temperature, any visible irregular marks, i.e., bruises

· Eyes- redness, puffiness, frequently being rubbed

· Nose- runny, frequently being rubbed, congestion

· General temperament throughout the day

· The staff continually observe each child for changes in any of the above areas. 

Any changes are discussed with fellow day care staff, the Director, and the parent(s). These changes are recorded and placed in the child’s file

91. SUPERVISED CARE FOR SICK CHILDREN/POTENTIAL HEALTH RISK POLICY

· At the first signs or symptoms of sickness, (i.e. fever, child crying or complaining, vomiting, diarrhea, etc.) the staff at the daycare will contact the parents.

· The child is brought to the office and the Director or designated staff cares for the sick child in an empty space until the parent arrives. 

· It is the parent’s responsibility to then make arrangements for the child to be picked up.  We realize that while you are working it is difficult for you to get here right away, however, please take into account that your child is ill and please do your best to arrive as soon as possible.  

· While we are waiting for you to arrive, the staff will do their best to make your child as comfortable as possible.  We would appreciate the parents taking note of the following; if your child is too sick to go outside or participate in regular daycare activities, then they are too ill to be at the Centre.

· If any children show signs of an allergic reaction, they are brought to the director immediately for direct supervision and immediate contact is made to the parent and/or emergency contact.  If needed, medical attention will be sought after.

92. EMERGENCY EVACUATION POLICY / PROCEDURES

Daycare and Out of School Care 

· Upon discovering fire – ACTIVATE ALARM

· Staff members are to remove the children from the center through the nearest exits closing doors behind them.

· Senior staff to remove iPad and portable records for attendance outside

· Staff and children to get to designated site and ensure all children are present and accounted for.

· Senior staff to phone 911

· Senior staff to re-check children against rosters

· Children organized and transported  by foot to:

 Primary emergency location:

· Multicultural Christian Church

· 4415 36 avenue

· 780-903-8543

Secondary Emergency location:

· Minchau School

· 3615 Mill woods Rd east

· 780 – 461 – 0616

Emergency Numbers:

·               780-691-8030

·                587 938 2868

In the event that it is necessary to evacuate the children from the Centre, we will provide a safe and orderly removal of all children from the centre. 

· Each room will have posted a list of emergency phone numbers.

· All staff will be aware of the locations of the emergency exits throughout the centre and the room’s outside evacuation location.

· Each room will have a posted mapped emergency exit evacuation route. At the child’s level

· In case of a fire or the sounding of a fire alarm and/or notice of evacuation from police an emergency, evacuation will take place.

· Staff members in each room will be responsible for the evacuation of the children occupying their rooms and through the emergency exits to the outside.

· The last staff member in the room will do a sweep of the room to ensure all children and adults have exited the room.

· The Director/Assistant Director will then go through and recheck each room, and washrooms, closing doors as she leaves the room.

· The room supervisor will be responsible for taking the room’s iPad, portable emergency records and first aid kits outside with them.

· An attendance check will be taken once outside and a head count will be conducted.

· Director/Assistant Director is responsible for notifying the proper authorities.

· In the event the emergency evacuation requires non-entry back into the Centre staff will take the children to the centers designated meeting place where they will be housed until parents have come to collect them.

· If possible a sign will be posted on the Centre’s outside entry door advising parents of the current situation and the location of the evacuation’s site

· Room Supervisors will contact parents/guardians/emergency contacts and advise them of the situation and the location of their child.

· The Director/Assistant Director will maintain contact if possible with Emergency personnel and keep apprised of the situation.

· Once the all clear is given to the Director/Assistant Director then the staff can return children to the Centre where another attendance and head count will be conducted.

93. EMERGENCY INDOOR PROTECTION POLICY (LOCK DOWN)
Whenever a situation arises where the safety of our children may be compromised from outdoor circumstances, such as, severe weather warnings, stranger danger, police reported situations etc. our centre should implement the following protection policy. 

· Ensure that all children are inside.

· Lock all doors and windows. Close all blinds or window coverings.

· Move all children and staff to a central location away from the doors and windows.

· Make sure someone has a phone to communicate with.

· When we finalize this, a memo will be sent home to parents that if the centre is in lock down, the parents are not to attempt to pick up their children. They are to remain at a safe distance until the lock down ends.

· Further to that, the doors will not be opened for anyone unless it is for emergency personnel, or communication has been received that it is safe to do so

94. EMERGENCY CONTACTS AND PROCEDURES POLICY

Our Centre must ensure that the following telephone numbers are posted on the program premises and are readily accessible.
· Emergency Medical Service

· Ambulance Service

· Fire Department

· Police Service

· Poison Control Centre

· Nearest hospital or emergency medical facility

· Child Abuse Hotline
Our Centre must ensure that the telephone number for an after-hours emergency program contact is posted in a place that is visible from the outside of the program premises.

Our Centre’s emergency evacuation procedures are posted in each of our playrooms and a practice drill is conducted each month and documented in the office.  

95. SAFETY INSPECTION POLICY

· Our opening staff member completes an Indoor and Outdoor safety inspection of the center prior to opening for the day.

Any safety concerns are reported to the director and documented in the staff communication book. If any toys or equipment are not safe the staff will remove them from the room or play area and inform the director
96. ADMINISTRATIVE RECORD POLICY
· Daily attendance for each child will be kept on site.

· Arrival and Departure times

· Daily attendance for each primary staff member will be kept on site.

· Arrival and Departure times

· Hours spent providing direct child care

· Certification, first aid and criminal record checks for each staff will be kept on site in the locking filling cabinet in the office.  Certification and first aid will be posted on the wall outside of the office for all parents to view.

97. NO SMOKING POLICY

Our Daycare is committed to providing a smoke-free environment at all times.

We will ensure that no person smokes on the program premises or at any place that childcare is being provided, which will include all off-site activities.

98. REGULAR DISINFECTING AND CLEANING POLICY
Regular cleaning and disinfecting of the room, furniture, toys and equipment is an important tool in keeping the spread of germs and disease to a minimum.  To ensure this is done effectively, each room must complete the daily and weekly cleaning checklists. 

99. DAYCARE CLEANLINESS POLICY:
A clean environment is essential for the health and safety of the children, staff, and parents. In Order to maintain such, the following practices occur:

· The floors in the rooms and bathrooms are mopped daily.

· All carpeted area in the rooms are vacuumed daily. 

· In the bathrooms, the sinks, toilet, and floors are cleaned daily

· All toys are thoroughly washed regularly, in hot water and a mild disinfectant. They are left to air dry. 

· Garbage’s are emptied at least once a day

· Covers on the pillows, couches, and floor mats in the rooms are washed daily. They are removed as soon as they become soiled.

· Each child has their own cubby and sleeping sheets

· All dishes and cutlery disinfected after each use

100. AEROSAL POLICY

Our staff restricts the use of aerosol in the children’s playrooms while children are attending daycare. 

101. USAGE OF PESTICIDE POLICY
We will not use any pesticides in the centre unless it is done in a manner that is not harmful to the children and staff and is done outside of the hours that the children are in care.  We will also stay current and informed of any outside pesticide use by the City of Edmonton.  We also exceed their recommendation of avoidance from 48 hours to 72 hours.

102. TOXIC PLANT POLICY
Our daycare will ensure that there are no toxic plants inside the center as well as in our outdoor play space.

103. CHEMICAL USE POLICY

All cleaning and chemical products will be stored in original and labelled containers and kept in a safe and secure storage area out of the reach of children.
104. ARTS AND CRAFTS POLICY

The childcare centre will only use non toxic arts and crafts supplies. Any toxic art materials will not be allowed in the centre – this practice will be monitored by the owner/director and the room staff.

105. TV/VIDEO POLICY
The following is our policy restricting the use of films and videotapes with or by children in accordance to our accreditation status.
· The use of films and videotapes is not part of our daily routine in the room.
· When films or videotapes are used, an adult has previewed the material to ensure that it is developmentally appropriate, unbiased and culturally sensitive, and does not contain violent or sexually explicit material.
· An adult always watches with the children when films or videotapes are used.

· Purposeful use is made of films and videotapes to expand upon children’s current interests and as a basis for discussion and/or an activity.

· Alternate activities are available for children when films or videotapes are being used.

106. COMPUTER/CHILDREN’S PERSONAL DEVICES POLICY
The following is our policy restricting the use of computer games by children.
· Computer games are not used daily, and not for more than half an hour 

· Computer games are previewed by an adult before being used by children to ensure that they are developmentally appropriate, unbiased and culturally sensitive, and do not contain violent or sexually explicit material.

· An adult continuously monitors what children are seeing or doing on the computer.

· The adult discusses the games children are playing on the computer with them.

· Alternate activities are available for children when the computer is being used.

107. SOCIAL MEDIA POLICY FOR STAFF
Every employee has the responsibility to maintain and enhance the Center’s public image and to use the Internet in a responsible manner.  Employees must maintain professionalism at all times in all communications (in-person, written, or online) with the Center community.  Employees may be held responsible for any online behavior or content that connects them to the Center or implicates the Center in that behavior. The publication of photos, images, or artwork of children at the Center, whether online or otherwise, is generally prohibited without prior approval from the Director. Some families at the Center have chosen to restrict photograph permissions of their child(ren), and it is expected that all employees will be aware of, and abide, by those restrictions.  

Employees must consider and respect the privacy of the children, staff, and management of the Center in all online activity. The posting of confidential and/or identifying information about the children, parents, or staff at the Center on social media (including but not limited to Facebook, Twitter, Instagram, and so forth) is strictly prohibited. In no way does the Center wish to abridge the rights of its employees to engage in critical commentary and observations that may relate to the Center and its operations; however, when such commentary and observations occur within a public forum and contain confidential information, it may result in disciplinary action for the employee.   

The posting of non-confidential information (promotional materials and the like) shall be restricted to official channels of communication unless prior approval from the Director has been obtained.

108. SOCIAL MEDIA POLICY FOR CHILDREN

While at the centre, children are not permitted on any social media networks.  Though we find social media to be an important tool in current times we feel children under the age of 13 are too young to understand the ramifications of their actions on social media.

109. INSPECTION VISIT POLICY
The center is inspected regularly by Family and Social Services. These are surprise visits and the reports are available for the parents to view on the parent bulletin board by the main entrance

110. PARTNERSHIP WITH FAMILIES POLICY

We feel the best way to provide an inclusive program for your child is by creating an environment of teamwork between the family and center.  We try to establish this by:

· Seasonal Family Gatherings

· Open Door Policy

· Open Communication

· Monthly Newsletters

We also encourage all families to give any input on how we may provide a more inclusive program for their child.

111. FOOD HANDLING POLICY
· All Staff whom are in charge of preparing Snacks during the day must hold a current Food Handling course certificate.

· Staff needs to ensure that all hot foods are kept hot, and all cold foods are kept cold at all times.

· Staff need to ensure that all utensils/surfaces are sanitized after each use

112. APPLIANCE POLICY
All appliances need to be checked regularly and serviced if needed. It is important for all appliances in the childcare centre to in good repair and be meeting all safety requirements. This practice will be monitored by the owner/director and the room staff.

113. OPENING POLICY
· Check each room to make sure its ready for the children.

· Timesavr is ready to go.

· Laundry out and folded.

· Make sure all bathrooms have paper products.

· Preschool breakfast tray ready to go.

· Spray disinfectant bottles filled and ready for the day.

· Welcome parents and children with a smile.

114. CLOSING POLICY
· Check bathrooms and make sure all toilets are flushed and taps are shut off.

· All lights, radios and computers are off.

· Coffee maker is unplugged.

· Make sure that the entrance floor is washed and looking neat and tidy for the morning.

· Washer and dryer is off before leaving.

· Make sure you check and double check all rooms and bathrooms for children before leaving.

· Please make sure all children are signed out at the end of the night.

· Make sure all doors are looked and secure when you leave.

PARENT RESOURCES AND INFORMATION

· MINCHAUCHILDCARE.COM (FIND CENTRE INFORMATION & YOUR ON-LINE NEWSLETTER

· HUMAN SERVICES

http://www.humanservices.alberta.ca/
The Subsidy Office – 780-664-9992 – Choose option 2

· PARENT LINK CENTRE

http://www.parentlinkalberta.ca/publish/default.htm
· ALBERTA’S PROMISE

http://www.albertaspromise.org/
· Alberta Supports Contact Centre
1-877-644-9992 

· Bullying Help Line



1-888-456-2323

· Child Abuse Hotline


1-800-387-KIDS (5437)

· Family Violence Info Line

310-1818 (toll-free, 24/7)

· Kids Help Phone



1-800-668-6868 

· The Family Centre



(780) 424-5580   
· Subsidy                                                                780 644 9992

           **Other Family Resources can be found in our Front Entranceway of the Centre
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