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Parent Handbook
EPUC Child Care Centre would like to welcome you and your family to our centre.

EPUC Child Care Centre ig a non-profit centre, offering your child an enriching child care experience
that focuges on the development of the whole child. We currently offer daycare programe for children
ages 6 monthe-6 year.

We are ingpected and licensed annually by the Minigtry of Education in accordance with the Health and
Fire Departments.

EPUC Child Care Centre ig governed by volunteer Board of Directore. The day-to-day operations are
managed by the Executive Director. The centre ig staffed by Registered Early Childhood Educatorg and
Early Childhood Asgistants.

Thig handbook provideg an outline of how our Centre rung and our mogt important policies.
Our centre provides childcare serviceg to familieg in Burlington and surrounding communities.

The Canada-Wide Early Learning and Child Care (CWELCC) system will support quality, acceseibility,
affordability and inclugivity in early learning licenged child care gerving eligible children.

Ag of November 2022, EPUC Child Care Centre Inc. ig officially enrolled in the Canada-Wide Early
Learning and Child Care. (CWELCC) System.

Thig handbook hag been degigned to help you better undergtand our centre’s organization,
policies, procedures and goals. We agk that you take the time to read through it carefully. If you have
any questiong after reading this handbook, please contact the Executive Director. They will be happy to
digcuse your concerng and answer quegtions to ingure a pleagant childeare experience for all.

**Pleage note that the EPUC Child Care Centre [IPAC (Covid-19 Dolicies) supersede
any policies listed below™*



HOURS OF OPERATION
Monday- Friday 7:30 AM - 6:00 BM
Please Note: Late feeg will be charged after 6:00 PM (including inclement weather days)

Our Program Statement
Our Vigion

EPUC Child Care Centre views all children ag competent, capable, curioug and rich in potential. We
believe our program offers children with endlese opportunities to take the lead in their

learning by allowing each child the freedom to explore.

We believe in gupporting the development of children and providing a safe, healthy and caring leaning
community in which they can grow and meet their full potential.

Our Values

We understand that families are a child’s firet teacher. Our educatorg play an important role in
supporting families by caring for their children and supplementing their children’s growth, development
and well being in a comfortable, home-like, eafe and gecure environment.

Aq parents, you know your child’s strength and abilities better than anyone. Working together, we can
build an environment that will help your child grow and learn. Thig “family-centred” approach is
encouraged through our open-door policy.

Health and Well-being

We are dedicated to providing children with a cafe and secure learning environment where each child
feele comfortable to explore and build confidence through play-baged learning, inquiry and provocations
throughout the day.

A child’s individual needs for rest and play are congidered and regpected throughout the course of the
day.

The outdoor learning environment provides extended opportunities for all elementg of learning; from
grose motor development, social and cognitive development and nature exploration.



Our Educatorg are learning partnerg who connect with the children, ensure gafe environmentg, extend
play, reflect on successes, document learning, development and milestones and communicate reqularly
with families.

We believe nutrition supports physical health and emotional stability. For thig reagon we have partnered
with, Real Food for Real Kids, whoge daily migsion ig to change the way children eat and understand
food along with ingpiring future generationg to make healthier choices, everyday.

Children are offered freshly prepared meals and enacke that exceed the recommendationg in Eating Well
with Canada’e Food Guide, while food restrictions and food allergies are carefully considered during food
preparation.

Educatorg continually monitor and document the health and well-being of children throughout the day
and immediately communicate any concerng with familieg.

Building positive relationships

Building positive relationships with caring and trusting adulte ig an important step in a child’e gocial and
emotional development.

Our Educators support children’s learning by agking open-ended questiong, offering choices, expanding
ideag and providing materialg to extend thoughts and euggestions.

Our Educators algo support children’s self-regulation through daily interactions by following the lead of
children during play, observing their interegte and taking note of how they interact with others ag well ag
the phygical environment.

They establich a eupportive gocial environment that supporte autonomy by ensuring materialg are open-
ended and age appropriate and continuougly being pregent in the environment. Through observation and
offering euggestiong to help children problem solve, we are helping to preserve the child’e self-esteem

We view Educatore ag competent and regpongible leaders in the clagsrooms. The Director will meet
reqularly with Educatorg to engure a clear understanding of the program statement and support gtaff in
their delivery of curriculum and pedagogy. The Director will observe staff interactiong with children
ensuring that they align with our program statement and beliefs in adult-child interactiong.

Additionally, all Educatore have made a commitment to abide by the standards of their profession ag et
out in the College of Early Childhood Educators Code of Ethics and Standards of practice. All Early
Childhood Educators hold themgelves accountable, and will uge the Code of Ethice, the Standarde of
practice and the CCEYA to guide their decigiong and practice.



Relationships with Families and Community Partners

We pride ourgelveg on creating a caring environment for children, parents, staff, and other community
profeagionals to feel welcome and comfortable in our child care centre.

At EPUC Child Care Centre we understand that a parent/quardian ig the most important pergon in a
child’s life. Our Educatore play a supporting role while the child ig in our care. We recognize that our
engagement and communication with parente/quardiang helps a child to feel a greater senge of
belonging and is key ag we strive to build relationchipg with our families.

We want parents to feel at eage knowing their children are going to be safe and cared for in our
environment. We have a parent communication app that allows ug to send reporte and photographg to
parente and family memberg on a daill bagic. We aleo have information boarde and communicatione
through emails to promote open communication with parente.

EPUC Child Care Centre ig open to working clogely with local community agencies and partnerg in order
to support the children and families in our programe.

Supporting Staff in Professional Learning

At EBUC Child Care Centre we are committed to hiring staff that can provide a caring, gafe, and
gtimulating environment for children to learn and develop to their full potential. Our staff observe, plan,
and create positive learning experiences for children, and work along cide them ag learning partners in
the environment . In support of the College of ECE’s CPL program and ag supporters of lifetime
learning, EPUC supports and encourages all staff to participate in various profesgional development
workshops throughout the year.

Play-baged Emergent Curriculum

EPUC Child Care Centre embraces Play-baged emergent curriculum. Emergent curriculum is a way of
planning activities baged on children’s interegts.

Our program mirrorg the Early Learning for Every Child Today (ELECT) guiding principles (ag shown
below, extracted from “How Doeg Learning Happen?” Ontario’s Pedagogy for the Early Yearg). Our
pedagogical approach requires educators to be partnerg, architects of the environment, plannerg,
recorders and communicators.

Learning occurs both indoors and outdoors where children can explore, play and learn. Educators
promote children’s overall health and well being by ensuring they have opportunities each day to connect
with the natural world in our playgroundg and in our community. By embracing a holictic approach,
children learn about the world around them and build respect for our planet.



To support the development of children at our centre, our educators uge:

- the Ontario Minigtry of Education’s How Doeg Learning Happen? — a profesgional learning resource

that quides licenged child care programe; and

- eurriculum and program development that support Ontario’s Child Care Early Years Act, 2014

Child-initiated and Adult-supported E xperiences

Our educators capture children’s learning and development through visible recordg known ag curriculum
documentation. Thig can be in the form of written notes, photographe, videog and children’s work.
Documentation digplayed in the clagsroome and throughout the centre showeages the learning process
and makeg it vigible for educatorg, familiee and children.

Thege vigual cueg allow educators and children to discuss and reflect on learning. It provides ingight
from different points of view and plan and adjust curriculum accordingly.

Our curriculum focugeg on play-baged learning, allowing the child to take the lead and then focuging on
hig or her interest to develop learning experiences. When this approach to learning takes place, along
with the educator’s support, the child’s competence and potential are maximized.

We encourage our Educatorg to take opportunities to agk the children open ended questions and engage
digcusgion that expands their curiogity, learning and interests.

Our Educators will set up the room with a variety of activities and materiale that eupport the obgerved

interegte of the children.

Philosophy

Our philogophy i to provide a supportive and educational
environment for children 3 monthg to 6 years of age; to
foster their emotional, cocial, intellectual and physical
development; to provide a supportive environment for the
parente and caregivers of thoge children.

About us

EPUC Child Care Centre ig a non-profit, non-
denominational early learning environment. [n July 202
our program opened in a newly created, five claggroom

school with green gpace, offering child care programg for
parente in Halton Region. We are proud to be part of the
Canada-Wide Early Learning and Child Care (CWELCC)
national program to provide quality, accessible, and
affordable child care for our community.

Our Goals

(n keeping with Ontario’s Pedagogy: How Doeg
Learning Happen, EOUC Child Care Centre
promiges to:



To guide children toward gelf-discipline
and independence in a warm and caring
environment

To view children ag competent, capable,
curioug and rich in potential

To offer a nurturing environment full of
open-ended learning opportunities

To quide children toward building
positive relationg with otherg

To build feelings of confidence and gelf-
egteem

To encourage learning through play

EPUC Child Care Centre Provides:

6100 «q. feet fully renovated child care epace
with four epacioug clageroome

Low child to teacher ratiog in accordance with
the CCEYA

Caring, qualified teacher

Social and emotional development

An active learning environment o help prepare
children for Kindergarten

A focug on developing fine and gross motor skills
Safe, bright and airy clageroom and gym
Integrated to provide care for children with gpecial
needs

A convenient location - cloge to elementary
gchools, parke and shopping

We are a non-profit child care centre
and are funded by:

Monthly tuition feeg

Fundraiging evente

Government grante

Licenge Requirements:

EPUC Child Care Centre ig licensed by the Ontario
Minigtry of Education and adhereg to the requlationg et
out by the CCEYA. Licensing addresses the igsues of staff
qualificationg and performance, programming, child/ adult

ratiog, nutrition, eanitary practices, gpace requirementg,
and emergency procedures.

Enrolment

EPUC Child Care Centre offers the following childcare:
 Infant Care- for children 6 monthg to [7 monthg

- Toddler Care ~ for children ageg 18 monthe to 30
monthg

* Pregchool - for children ages 3! monthe to 6 yearg

Enrolment in any of the above programe is open to any
child within our age limite provided the program can meet
the needg of the child. Enrolment ig granted without
diserimination regarding: gender, race, creed, religion, or
political belief/ dicabilities.

Daily Attendance

Al parentg are regpongible for dropping off and picking up
their children from their degignated educator. The centre
will ageume no regpongibility for children until they are
gigned in and after they are gigned out of the program.
Children are required to be in attendance on their
designated dayg by [0:00 AM. Any child not in by that
time will be marked absent and not granted access to the

centre on that day (unlegg the centre hag been made aware
beforehand).

Late Policy
Any child who ie dropped off late (after [0:00 AM)

and picked up late (after ©:00 PM) more than three
times will have their attendance reviewed at a board
meeting to digcugs possible removal from the program.
Pleage note that in order for your child to have an
opportunity to be successful in all areag of learning

and development, they must attend according to the
daily schedule et out by EPUC CCC.



f your child i going to be late, due to a medical
appointment or an emergency, pleage kindly inform
the centre.
Parents are required to contact the centre no later than
[0:00 am, in the event that:

* The child will not attend that day.

The child will be away for an extensive period of

time.

To complete regictration and secure your epot in our
program, parente are required to complete the following
stepg:

* Complete enrolment forme and pay regigtration
fee and firet month up front. Pleage note that thig
amount ig non-refundable in the event that you
decide to cancel your space.

* Meet with the Executive Director to diccuse
policies such ag drop off, pick up, payments etc.

* Submit updated immunization record

Terminating Child Care Service

Pleage submit a written notice 30 days in advance to
the Executive Director. Those who provide less notice
will be required to pay for their space for the 30-day

term of notice.

Pick-up Policy

Parente/authorized pick-ups are required to inform staff of
their arrival. Children will only be releaged to children ligted
on enrolment formg. [n the event of an emergency ituation,
a child i¢ releaged with verbal permiggion from the legal
quardian.

Unknown persone will agked for a piece of photo
identification. [f the individual’s name doeg not appear on
thig liet then the child will not be releaged, the percon will be
agked to leave the program area and the parent notified by
phone.

Please remember it ig very important to notify staff of
any special circumstance regarding pick up i.e.:
custody arrangements, restraining orders, threat of

abduction ete.

[f any pereon (including the child’e legal guardian) arrives to
collect a child and etaff hag reagon to believe that individual
to be under the influence of aleohol or illegal druge, staff ie
within their rights to refuge to releage the child. An attempt
will be made to contact another authorized individual.

The intention of thege policies ig to protect children from

potentially dangerous situationg.

Pleage note that EPUC Child Care Centre does not allow
double drop offe. Thig meang once your child hag been in
the program for the day they can not be returned. Children
have a difficult time being reintroduced to the program once

being remove.

Safe Arrival Policy

Purpose

Thig policy and the procedures within help cupport the eafe

arrival and dismiseal of children receiving care.

Thig policy will provide staff, etudente and volunteers with a
clear undergtanding of their roles and regpongibilities for
enguring the safe arrival and diemisgal of children receiving
care, including what etepe are to be taken when a child
doeg not arrive at the child care centre a¢ expected, ag
well ag eteps to follow to ensure the gafe dismiseal of

children.

Thig poliey is intended to fulfill the obligations et out under
Ontario Regulation [37/15 for policies and procedures

regarding the gafe arrival and digmigsal of children in care.

Note: definitiong for terme used throughout thig policy are

provided in a Glogeary at the end of the document.



Policy

General

EPUC Child Care Centre will only diemies children into
the care of their parent/quardian or another
authorized individual. The centre will not releage any
children from care without supervigion.

EPUC Child Care Centre will engure that any child
receiving child care at the child care centre ig only
releaged to the child’s parent/quardian or an
individual that the parent/quardian hag provided
written authorization the child care centre may releage
the child to.

Where a child does not arrive in care ag expected or
ie not picked up ag expected, staff mugt follow the
cafe arrival and digmiceal procedures get out below.

Children will only be releaged to an adult. Even if an
unguperviged minor hag the parent/guardian
permiggion to enter the child care centre, they

child(ren) in EOUC Child Care Centre’s care will not
be releaged to anyone under the age of 18.

Procedures

Accepting a child into care

. When accepting a child into care at the time of
drop-off; program ctaff in the room mugt:

©  greet the parent/quardian and child and
gign the child into the attendance via
the app and hardcopy in the room.

©  Where the parent/quardian hag
indicated that someone other than the
child’s parent/guardiang will be picking
up, the staff mugt confirm that the
person i¢ ligted on the parent app/
child’s file or where the individual i not
listed, agk the parent/quardian to
provide authorization for pick-up in
writing (e.g, note on parent app or
email).

©  document the change in pick-up
procedure in the daily written record.

©  gign the child in on the clageroom
attendance record.

Where a child hag not arrived in care as expected

. Where a child does not arrive at the child care
centre and the parent/quardian hag not
communicated a change in drop-off (e.g,, left a
voice megsage, marked the child abgent via the
parent app or gent an email), the etaff in the
claggroom must:

© inform the the Executive Director and
they must commence contacting the
child’s parent/quardian no later than
[0:00 am). Staff shall send the
parente a meseage via the parent app
acking if the child will be in attendance
today. f there i no regponge in 15
minuteg, the ataff mugt inform the
Executive Director who will continue to
contact parent/quardiang until contact
with an adult to confirm abgence i
made. [f not regponge through the
parent app, a voicemail will be left with
the time and date and request a return
call to the centre within [5 minuteg.

©  [f contact with a parent or emergency
contact can not be made, the Executive
Director will place a wellnes call with
Halton Dolice.

2. Once the child’e absence hag been confirmed,
program ctaff shall document the child’s absence
on the attendance record and any additional
information about the child’e abgence in the daily
written record.

Releasing a child from care

[ The staff who ie euperviging the child at the time
of pick-up ghall only releage the child to the
child’s parent/guardian or individual that the



parent/ quardian hag provided written
authorization that the child care may releage the
child to. Where the staff doeg not know the
individual picking up the child (i.e., parent/
quardian or authorized individual),

©  confirm with another staff member that
the individual picking up is the child’s
parent/quardian/authorized individual

©  where the above ig not possible, agk the
parent/quardian/authorized individual
for photo identification and confirm the
individual’s information againgt the
parent/quardian/ authorized individual’s
name on the child’e file or written
authorization.

Where a child has not been picked up and the centre ig

closed

[

Where a parent/quardian or authorized individual
who wag supposed to pick up a child from care
and hag not arrived by 6:30PM, taff ghall
enaure that the child is given a enack and
activity, while they await their pick-up.

One staff shall stay with the child, while a gecond
otaff proceeds with calling the parent/guardian to
advige that the child ig still in care and inquire
their pick-up time. [n the cage where the percon
picking up the child i an authorized individual, the
ataff shall contact the parent/quardian firet and
then proceed to contact the authorized individual
regpongible for pick-up if unable to reach the
parent/ quardian].

If the staff ie unable to reach the parent/guardian
or authorized individual who wag regpongible for
picking up the child, the ctaff ehall contact
emergency authorized individualg ligted on the
child’s file.

Where the staff ie unable to reach the parent/
quardian or any other authorized individual ligted

on the child’e file (e.g, the emergency contacte)
by 6:45PM the staff chall proceed with

contacting the local Children’s Aid Society (CAS)
905-333-444]. Staff shall follow the CAS’

direction with regpect to next steps.

Late Pick Up
EPUC Child Care Centre cloges daily at ©:00 PM (unlesg

otherwige adviged). Parent are subject to late feeg at 6:0l

PM. Parents will be called, followed by emergency

contactg, if both parente cannot be reached. If the child ie
not picked up by 7:00 PM. and the program staff ie

unable to contact anyone on the emergency pick up form,

Social Services will take your child into their cugtody until a

parent ig located. A note will be left at the centre gtating

where your child may be picked up.

Parent E xpectations

Parente are agked to communicate concerng
about the program or staff to the Executive
Director.

Pleage gpeak to your child only in a pogitive way
when dropping them off and picking them up from
the Centre. [t i¢ our goal to provide a secure and
happy environment for all of the children.

(nform the centre of any changes to the child’e
health or well being at home.

Adhere to all our program policies.

Provide all required information and materiale
prior to start date and keep them replenished.
Engure that our facility remaing completely nut
free.

(nform staff memberg of their arrival g0 they can
be gigned in/out.

To treat all etaff and children with regpect.
Regpect other children in the centre and refrain

from reprimanding them while on premiges.



Prohibited Practices Policy

Our goal ig to always ensure the overall health, gafety and

well being of each child while in our care.

Monitoring Practices
EPUC Child Care Centre management will:

- Conduet an annual review of the Program

Statement

- Conduct obgervationg of the program and
teacher/child interactiong to engure program
goale are being met

- Record parent feedback and engure it ie
congidered when reviewing program goale

- Respond immediately to concerng of prohibited
practices

- Provide coaching and guidance to staff that ig
reflective of program core valueg

- Engure all staff and volunteers are oriented prior
to beginning work within the program

- Conduct quarterly and annual performance

reviews with staff) set goale and provide feedback

Children’s Behaviour

Young children regpond positively to approaches that are
encouraging and supportive. In keeping with Ontario’s
Pedagogy: How Doeg Learning Happen, we set out
approacheg that gupport positive inferactions between

educatorg, children and families.

When children are digplaying unwanted behaviour, we ag
teachers uge redirection to guide a child’s behaviour to the
appropriate outlet. By epeaking to the child about what ie
acceptable and by modelling that behaviour, we teach them
coping mechaniemg on how to deal with children and adulte
in their environment. When children become a threat to
other children, the teacherg or themgelues they will be

removed until they are able to manage in the claggroom.

Dealing with Unwanted Behaviour

EPUC oaff will document negative behaviour that oceurs
more than twice. The matter recorded in an incident report
and will be discuseed with the parent at pick up time. f the
matter ig gerioug, parente will be notified immediately via
phone call.

Parentg and Staff will be encouraged to braingtorm
atrategies together, baged on the needs of the child. [f the
propoged golutiong are not effective, the parente will be
congulted a second time on thig matter. ntervention
gervices may be required and suggested to parents if

obgervationg suggest additional support ie needed.

(f negative behaviour oceurs during a field trip the
Executive Director reserveg the right to suspend the child
from future tripg. Parente will be agked to find alternative
care for their child at their expenge.

- Negative behaviour refers to swearing, hitting,
running away from the staff/ program, disrespect of
others and continual disregard to authority and

program rules.

We do not permit:

- corporal punishment of the child;

- phygical regtraint of the child, such ag confining
the child to a high chair, car seat, gtroller or other
device for the purposes of digcipline or in lieu of
qupervigion, unlese the phygical restraint ig for the
purpoge of preventing a child from hurting himeelf
hergelf or someone else, and is used only a¢ a
lagt regort and only until the rigk of injury ie no
longer imminent;

- locking the exite of the child care centre or home
child care premigeg for the purpose of confining
the child, or confining the child in an area or room
without adult supervigion, unlese euch

confinement oceurg during an emergency and ig



required ag part of the licensee’s emergency
management policies and procedures;

- uge of harsh or degrading meagureg or threate or
use of derogatory language directed at or uged in
the presence of a child that would humiliate,
ghame or frighten the child or undermine hig or
her gelf-regpect, dignity or elf-worth;

- depriving the child of basic needs including food,
drink, shelter, gleep, toilet uge, clothing or
bedding; or

- inflicting any bodily harm on children including

making children eat or drink againgt their will.

Contravention of Prohibited Practices

The following steps will be taken if etaff or volunteere do
not comply with thege policies:

. Verbal discussion with the Executive Director and
Board of Directors and noted in their personnel
file

2. Placed on a monitoring behaviour plan with daily
obgervationg made by the Executive Director and
weekly meetingg

3. If no improvement in behaviour within the cet time

frame, termination will be evident.

If a erioug incident hag occurred where a staff member or
volunteer hag blatantly defied the policies and procedures
of the echool then immediate removal from the echool will
oceur. Thig may be sugpengion without pay or termination,
depending on the severity of the situation and wil be
decided upon by the Executive Director and Board of
Directors. Any allegations of abue will be addresses ag per
the child abuge policy.

Child Abuge Poliey

EPUC Child Care Centre is committed to the health, eafety
and well being of all children through:

- On-going anecdotal obgervation of the children in our
care

- Drofegsional education with regpect to early identification,
effective regponge and adherence to legal obligation,
including reporting

- Keeping abreast of developments in legiclation and
relevant isques

- Communication and support of the child and family

- Working with other community service providers

Legal Requirements

A person ig defined ag a child from birth until hig/her [6th
birthday.

The Child and Family Services Act (Section 72)

Duty to Report
[n accordance with the Child and Family Services Act, it i

the regpongibility of every person in Ontario, including a
pergon who performe profesional or official dutieg with
regpect to children, to immediately report to a Children’s
Aid Society if ¢/he suspects that child abuge hag occurred
or if a child ic at rigk of abuge. Thig includes any operator
or employee of a day nurgery. An individual’s responaibility
to report cannot be delegated to anyone elee.

Failure to Report

(t ig an offence under the Child and Family Services Act for
a professional to contravene one’s reporting respongibilitieg.
The penalty impoged (a fine of up to $,000) emphagizes
that a child’e eafety must take precedence over all other
coneerns.

Confidentiality
The duty to report sugpiciong of child abuge overrides the

provigiong of confidentiality in any other stature,
gpecifically those provigiong that would otherwige prohibit
digclogure by a professional or official. The only exception
to thig ig golicitor/client privilege.

Protection from Liability
All pereone making a report of suspected child abuge are
protected againet civil action, unlese that percon ig proven




to have acted “...maliciougly or without reagonable grounds
for the belief or suspicion...”

Child Care and E arly Years Act

The Child Care and Early Years Act requires behaviour
management policies and procedures to be in place, which
can be found in the Employee Handbook and the Dolicies
Binder in the office. [t ig aleo a requirement under thig
legislation, that if a staff person i sugpected of abuging a
child, the Minigtry of Education will be notified within 24
hours. Within 7 days, a Serioug Occurrence Inquiry Report
will be eubmitted to Ministry of Education and to the
Attention of the Program Advigor. The gpecifice regarding

how to handle Serious Oceurrences are found in the
Dolicies Binder in the office.

~ Al staff/ students/volunteers must follow through on the
legal duty to report.

Confidentiality
Staff will adhere to the confidentiality agreement at all

times. [n cage of an emergency or injury, information may
be releaged to the proper authorities, medical etaff or in

cage of suspected abuge, the Children’s Aid Society.

The following will not be permitted on EPUC Child Care
Centre property under any circumgtances: smoking,
drinking aleoholic beverages, or the uge of illegal
drugs.

[n aceordance with local bi-laws, EPUC Child Care

Centre ig a designated smoke free environment.

Personal ltems

Staff will encourage children to care for their own pergonal
belonginge, however staff cannot be held regpongible for
logt, broken or stolen items.

Each child will be provided with a cubby for outdoor
clothing. We encourage all parents to supply their child with

two changes of clothes to keep at the centre at all timeg in

cage of accidents.

Field Trips
Off-gite field trips and walke within the neighbourhood may

be arranged for the children. Thig provides your child with
an understanding of the world around them. Permiggion to
participate in off-gite walke are included in the regictration
process. [f you do not want your child participating, pleage

provide a separate note declining permisgion.

Special Events
EPUC CCC organizes a variety of gpecial events

throughout the year, providing specific services or social

occagiong for our children and families.

Individual photographe of each child, plug photographe of
the child’s group and teachers, are taken in early Fall to be
available before Chrigtmas. We employ the gervices of a

professional photographer. Participation i¢ voluntary.

Outside Food/Food From Home:

Any food brought into the centre mugt be clearly labeled
NUT FREE from the facility/store it hag been purchaged.
Allingrediente mugt be clearly labeled on the packaging to

engure no other allergeng are gerved to children on gite
who may have an allergy. No homemade food will be
allowed due to potential crogs contamination. Any food
brought in mugt be delivered to the kitchen for proper
gtorage and labelling.

Fundraising
Throughout the year a variety of fundraiging evente are

organized. Fundg may be targeted to a epecific need in the
Centre. For example to cover the coste of our extra
programming featureg or the purchage of general toys/

program cupplies for the children, or simply to eupport



Community caugeg. Your help and support of these evente

i greatly encouraged and appreciated.

Meals/Snacks

Children are provided with a breakfact/mid-morning enack
between 7:30 am and 9:00 am. and a mid- afternoon
gnack between 2:30 and 3:30 pm. A nutritioug lunch ig
cerved at [1:30.

Meale are planned and prepared in house by our caterer
who gpecialize in child nutrition. The menug are posted on
the Parent boards. All mealg are nutritionally balanced in
accordance with the Child Care Early Yeare Act, Ministry
of Health and Canada Food Guide.

EPUC Child Care Centre ie a “NUT-FREE” Centre. Pleage
do not bring any foods containing nute into the Centre. [f
there are any foods your child cannot tolerate, please
inform the Executive Director go it can be added to our

allergy ligt.

Birthdays
We understandg that children’s birthdayg are very exciting

time. We agk that if you wish to bring in a epecial treat for
your child/ clagsroom that you gpeak with your child’s
teacher firet. We are a nut free facility and it is important
any outeide food coming into the facility be eafe to
congume. Producte can be purchaged and brought in
provided they are clearly labeled NUT FREE. No home-
made producte can be brought into the centre to be chared

amonggt the clage.

Staff Absences
[n the event that a teacher ig ill, hag an accident, or
requireg time off for training or pereonal reagong, a

subgtitute worker may be called in.

Centre Volunteers

Volunteers asgieting at the Centre will not be included in the
ataff 1o child ratio and will not be given gole regpongibility
to supervige the children in the program. Health
asgesement/ up-to-date immunization (MMR, DTPR TB)
along with Vulnerable Sector Police Checke and references
will be mandatory before a volunteer will be able to agsist in
the program. Volunteers will be supervised by an adult at all

timeg.

Parent communication

Parente are encouraged to read all corregpondence, emaile
and newgletters ag they contain valuable information about

the program ag well a¢ upcoming events.

Parent lssues and Concern Policy

The purpose of thig policy ie to provide a trangparent
procesg for parente/ quardiang, the childeare licengee and
ataff to uge when parents/quardiang bring forward issues/
concerng.

Definitions
Licengee: ERUC Child Care Centre

Staff: Individual employed by the licengee (e.g. program
room staff).

Policy

Parente/quardiang are encouraged to discugs any
concerng they or their child(ren) are experiencing with our
program. We gupport positive and regpongive interactiong
among the children, parents/guardiang, childcare providers
and staff, and foster the engagement of and ongoing
communication with parente/quardiang about the program
and their children.

Alliseues and concerng raiced by parente/guardiang are
taken seriougly by EPUC Child Care Centre and will be
addresged. Every effort will be made to addregs and regolve
issues and concerng to the gaticfaction of all parties, ag
quickly ag posible.



[seueg/concerng may be brought forward verbally to the
office or in writing to the clageroom teachers. The level of
detail provided to the parent/guardian will regpect and
maintain the confidentiality of all parties involved.

An initial regponge to an iseue or concern will be provided
to parente/quardiang within two buginese dayle). The
person who raiced the iseue/concern will be kept informed
throughout the regolution process.

[nvectigations of ieeuee and concerne will be fair, impartial
and regpectful o partieg involved.

Wait Ligt Poliey
EPUC CCC will maintain a waitlist for familieg who are

geeking care at the centre. Families will be placed on the
waitligt, free of charge and will be asgigned a number for
placement when gpace becomes available in our programs.
Priority ig given to the following:

(. Families who have a child currently enrolled in our
programg

2. Familieg identified ag priority by a regulatory/funding
body (i.e. Halton Region Children’s Services) who urgently
require care in a licensed child care facility

3. Familieg within the community, requiring full time care

4. Families within the community, requiring part time care

Familie will be called depending on the date needed for
care and the sequence they are numbered in. EPUC Child
Care Centre maintaing a waiting list for anyone interegted
in programe that are at capacity. Pleage viit our webgite
to be placed on the waiting list or check your statug on the
ligt.

Conduct

EPUC Child Care Centre maintaing high standardsg for
positive inferaction, communication and role modelling for
children. Haraggment and digcrimination will therefore not
be tolerated from any party.

If at any point a parent/quardian, provider or staff feele
uncomfortable, threatened, abused or belittled, they may

immediately end the conversation and report the gituation
to the Executive Director and/or licensee.

Suspected Abuge or Neglect of a child

Everyone, including members of the public and

profesgionals who work clogely with children, are required
by law to report euspected cagee of child abuge or neglect.

(f a parent/quardian expregges concerng that a child ie
being abused or neglected, the parent will be adviged to
contact the local Children’s Aid Society (CAS) directly.

Pergong who become aware of guch concerng are algo
regpongible for reporting thig information to CAS ag per the
“Duty to Report” requirement under the Child and Family
Services Act.

For more information, visit http://wwuw.children.gov.on.ca/
htdocs/English/ childrencaid/reportingabuge/index.agpx

Emergency Procedures

EPUC Child Care Centre is equipped with emergency
equipment uch ag emergency lighte and extinguishers. We
reqularly conduct ingpectiong on this equipment ag well ag
have a certified third-party fire company conduct an annual
ingpection. Emergency exite are clearly labeled and eagily
accesgible, ag well ag a fully stocked firgt aid kit along with
an egtabliched Fire Safety, which the staff and children

practice monthly.

(n the event of an emergency, the children and staff will
exit the building through the clogest exit and meet at the
rear playground. Upon exiting the building, staff will collect
the attendance sheet and firet aid kit. Attendance will be
taken.

Children will not be allowed to re-enter the building until the
fire department hag ingpected the building and declared it
gafe to do go. Parents will be notified ag goon ag it ie safe

fo do <o.

A power outage ig a regult in the loge of lights, telephone
gervice and the ability to food and provide heat; emoke

alarmg, the alarm ystem will also ceage to function.


http://www.children.gov.on.ca/htdocs/English/childrensaid/reportingabuse/CASLocations.aspx
http://www.children.gov.on.ca/htdocs/English/childrensaid/reportingabuse/index.aspx
http://www.children.gov.on.ca/htdocs/English/childrensaid/reportingabuse/index.aspx
http://www.children.gov.on.ca/htdocs/English/childrensaid/reportingabuse/index.aspx

In the event of a power outage staff wil follow these ctepe:

1) A call will be made to Halton Hydro to determine the
cauge of the outage and an estimated time for service to
be regtored.

2) Minigtry of Education will be called and adviged of the
gitugtion.

3) If Halton Hydro etimates a power outage of 2 hourg
during winter monthg (November ~ March) and 2 hours
during eummer hourg (April ~ October), the program wil be
cloged immediately for the remainder of that day and will
remain cloged until hydro ig regtored.

4) [f the power outage ig in exigtence at morning drop off
otaff will inform all parente of the probability that childcare
operationg may be cancelled for that day.

5) If the power outage oceurg during regular operating
hours during the day, parente will only be informed of our
gituation when the decigion to cloge hag been made. (Thig
policy ie baged on the fact that all telephone calle will have
to be made uging a cell or pay phone).

6) Parente whoge children are in attendance at the time of
the decigion to cloge will be contacted and informed of our
situation and agked to make arrangements to collect their
child. (Parents are regpongible for maintaining up-to-date
information on their child’e file including: work numbers,
home nurmberg, emergency contacts, ete.)

7) Notices of our closure will be posted on the front door.

Outdoor Play
Parents are regpongible for providing their child with

adequate protection from the eun, which includes:
© A sun hat/bageball cap
©  Sunsereen applied before they arrive and a
bottle provided to the centre for reapplication for

PM outdoor activity

While etaff will make every effort to ensure that children are
protected from the harmful effects of the sun, parente who
fail to supply adequate protection including: hate, sungcreen,
and appropriate clothing cannot hold EPUC Child Care
Centre regpongible chould their child become ill due to eun

related injurieg.

Closures

EPUC Child Care Centre ig elosed for the following
holidays:

New Year’s Day, Family Day, Good Friday, Victoria

Day ,Canada Day, Civie Holiday, Labour Day,
Thankegiving Day, Chrigtmag Eve, Chrigtmag Day ,Boxing
Day and New Year Eve

[nclement Weather
EPUC Child Care Centre regerves the right to cloge due to

inclement weather. Every effort will be made to provide

parentg with a¢ much notice ag posgible. We agk parente to
pleage check our webite and gocial media pages for
updates on inclement weather clogures. Severe weather
conditiong may make it necesgary for ug to cloge the
centre from time to time. Our ugual policy i¢ to cloge the
centre if the Halton Public Schools are cloged but there
have been circumetances when that hag not been the cage.
Parente will be notified via ProCare ag early ag poseible if
a decigion ig made to cloged the program for the day.
Note: We do not provide make up dayg or refunds for any
migged time or clogure of the centre. Regular monthly feeg
are billed for gick dayg, vacationg, centre closureg and

gtatutory days.

Vacation
We do not provide vacation time at EOUC Child Care
Centre. Vacation time taken must be paid in full in order

to hold your gpot.

Sick Policy



EPUC Child Care Centre does not provide make up dayg or

discounts for daye miesed due to gicknegs.

EPUC Child Care Centre Fees (after CWELCC)
BASE FEES
[nfant: Full time $37.80/day
Toddler: Part time (2-3 daye): $33.07/day
Full time (5 dayg): $32.13/day
Preschool: Part time (2-3 daye): $30.71/day
Full time (5 daye): $29.77/day

* One time registration fee due upon enrolment:
$100.00

Payment Methods

Payments are debited via pre-authorized payments or

charged to credit cardg monthly.

Tax Receipts

Each parent will be cupplied with a receipt once a year for

tax purposes before April 1¢!

NON-BASE FEES
Exclugiong

Pleage note, childcare fees do not cover: field tripg and
other additional programg, pull-upe and diapers, or wipes.
NSF Fees

Parente are eubject to a 0% late fee if payment i not
made by the due date listed on the invoice. Any payment
that i outetanding beyond a two-week period will result in
removal from the program until feeg are up-to-date. Any
account outetanding beyond 30 dayg will regult in
diernigeal from the program and further action of

collections.

Late Fees
East Plaing Child Care Centre openg at 7:30 AM and ie
cloged at ©:00 PM. Late fee charges are applicable

after 6:00 P.M. under all circumstance. NO
RECEIOT WILL BE ISSUED FOR LATE FEES

Late feeg will be charged ag follow: $5.00 each minute

Smoking
Our goal ig to build on our commitment to community well

being, while modeling safe health practices to our studente.

Srmoking i prohibited in the centre, at any function or
anywhere on the premigeg. Thig includeg:

- Ingide the building (church and childeare centre)

~The entire outdoor grounds (including the outdoor play
gpace)

- All off-gite activities including field tripe

The policy applies to EVERYONE involved with the echool
community:

- Employees

- Students

- Voluntary helpere

- Vigitorg

- Outgide contractore working on-gite

- Anyone attending an outside event

Sick Children

All children must be in good health in order to attend the
program. Enrolled children are required to submit a
complete immunization record for Diphtheria, Tetanug, Bolio,
Meagles, Murmps, Rubella and it ig further recommended
that children be immunized for Haemophilug influenza type
B and Whopping cough. Parente are aleo required to
enaure that Halton ublic Health hag up-to-date records of

their child’e immunization card.

Communicable Diseases

Parente are required to notify the Supervigor whenever

their child hag been expoged to a contagious diceage. When



a child hag been diagnoged with a contagious digeage,
parentg are acked inform the centre ag coon ag posgible.
The decigion will be made in congultation with Public Health
ag to when the child will be permitted to return. When a
child hag contracted a digeage/illnegs of a gerioug nature, a
doctor’s letter stating good health will be required prior to

the child’s return.

Do Not Attend If...
- the child ig running a fever of OO F or higher, even if it ig

being controlled by Tylenol.

* the child hag vomited- exclugion for 48 hourg

*the child hag a body rash, especially with fever or
itching.

+ the child hag diarrhea (two or more watery stool in a 24

hour period)- exclugion for 48 hourg

- the child hag an eye infection i.e. thick mucus or pug

draining from the eye- need to have at leagt 2 dogeg of

medicated dropg before return to the program (ag

pregeribed)

- the child complaing of a sore throat & hag a fever and

awollen gland

- the child i not feeling well and doeg not want to take part

in any activities, i¢ pale, hag a lack of appetite, ie confuged,

dleepy and cranky.

Children who become ill in the program

Children will be made comfortable in a separate area away
from other children, and the parent will be contacted
immediately. Parents might be acked to refrain from
bringing their child in for 24-48 houre after being gent
home to engure prevent further contamination to other
children.

Any child who ig a health rigk to other children must be
removed from the program ag coon ag possible to prevent

the gpread of the condition. [ a parent refuges to pick up

their child, then medical attention will be sought on the

child’e behalf and the proper authorities notified.

If a child hag a fever of (OO degrees F or more the parents
will be contacted and adviged that the child ig ill and needs
to be picked up and removed from the program for 24

hours.

Medication Poliey
ELUC Child Care Centre ataff is able to adminigter

preseribed medications. All medication must be in the

original container and clearly labeled with the child’e name
and expiration date.

All medicationg remain in a lock box. [t ig parent’s
regpongibility to engure medication i¢ picked-up daily.

(f your child requires medication on a daily basig, hag
allergies, or hag a medical condition, which may require
gpecial care, pleage see the Executive Director to have an
Individualized Olan filled out.

Emergency Medical Attention

Any injury requiring first aid or medical attention that
oceurg within the program will be reported to the parent, the
Director, Minigtry of Children & Youth Service within 24
hours of the incident.

A gerioug occurrence report chall be completed by

witnesging staff and signed by the Supervigor.
(f you require further clarification on any of the above-

mentioned policies/procedureg, pleage contact the centre

and gpeak to the Executive Director.

Last Updated: April 2024.
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