ySpring Garden Child Care Centre

2380 Spring Garden Road, Westville, NS B0K 2A0    (902)695-3110



             Parent Policy Manual

This parent policy manual was designed to provide you with information about our programs and policies. Please read and keep for future reference.

If you have any questions or concerns, please feel free to discuss them with the Director.

We maintain an Open Door Policy at the center.  Feel free to drop in anytime!

Philosophy Statement

Our philosophy is to provide each child with a safe and stimulating environment for which to help foster mental and physical development.  Providing developmentally appropriate activities in a play-based environment enables children to express creativity and engage in active learning experiences.

Mission Statement

We provide full and part time care for children between 18 months - 12 years of age.  Through quality programming and an active learning approach, our trained professionals are able to provide a stimulating and supportive environment in which to create worthwhile experiences for each child.

Curriculum

We follow an emergent curriculum approach where activities are planned based on the children’s interests rather than predetermined themes. Through observations and interactions with the children, activities are set up to facilitate learning in different areas of development. 

Meetings are held twice yearly to give parents and teachers an opportunity to discuss their child’s progress. These meetings are held in November/May.

Inclusion Policy

We as quality child care providers want to best meet the needs of each individual child. We understand that each child grows and develops at a different rate and want to provide an environment of support for all levels of development, including social, emotional, physical and intellectual development.

We want all children to have the opportunity to play, explore and learn among their peers in their own community.  We encourage family involvement in all aspects of our program.  This is achieved through our open door policy, parent meetings, teacher/parent observation and general daily communication.  We work with families and other professionals to create an individual program that best suits your child’s needs.  We are willing to meet with other professionals or have them come to our Centre.  Our staff are continually training and upgrading their skills to best serve all children in our care.  We understand that observation of a child is key to understanding their development.

Although we strive to maintain a zero reject policy and include all children regardless of their disability, due to building restrictions, our afterschool program is not wheelchair accessible.

Admission to all programs is based on availability of space, and child- staff ratio. 

If supported child care funding is available, it is used to provide extra staff support as well as special materials or equipment that may be needed. It may also be used to enable staff to upgrade skills in any specific area. 

Hours of Operation

We are open from 7:30-5:30, Monday to Friday.

 Any parent late picking up their child after 5:30 will be charged $5.00 for every 15 minutes late.  This fee is to be paid directly to the teacher staying late with your child.

Please call and notify us if your child is out sick or will not be attending for any reason.  .

Storm Days

We normally do not close for winter storms, unless it is severe, but may be operating on limited staff. It is important that if your child will not be attending that day, that you inform the center. If adequate numbers of staff are not available, you or the person dropping off your child will be required to stay with your child until staff/child ratios are met.

Although it rarely happens, if the centre closes due to bad weather, there will be no child care credit given. *added March 23/15

Rates

Rates are as follows:

Toddler Program:     $635/month  -M-F  / $390/month -3 days/wk / $265/month -2 days/wk

Preschool Program: $610/month  -M-F  / $380/month -3 days/wk / $255/month -2 days/wk

(Full Day)

Preschool Program (AM 8:30-11:30):  $12.50/day

*There is a 10% discount on the oldest child if more than one sibling is enrolled.

Payment Policies

Bills are given out at the first of every month, for that month, and payment is due no later than the 8th. Cheques may be postdated until the 15th. Any payments received after the 8th will be subject to a 10% late charge. If payment is not received by the end of the month, your child may not be accepted the following month.

*Please note that outstanding balances will be subject to a 10% late fee until full balance is paid. If an account remains in arrears, it may be sent to a collection agency to recoup payment. 

There will be a $25.00 charge for a returned NSF cheque. After two NSF cheques, the center will only accept cash as payment.

If you are paying by cheque, you may drop your payment in the locked payment box outside your child’s classroom. Cash payments must be given directly to the director or assistant director. A receipt will be issued at this time -please do not put cash in the locked box. A year end receipt will also be issued in January for tax purposes.

Vacation/Sick Time

Full time families are entitled to ten (10) vacation days per calendar year.

Part time (full day) families are entitled to:

-6 vacation days per calendar year for children attending 3 days/week.

-4 vacation days per calendar year for children attending 2 days/week.

            *Vacation runs from September 1st – August 31st

Only full day children are eligible for vacation day credits and accounts must be up to date to use vacation days.

Please try to submit your vacation schedules at least two weeks prior to taking vacation.

There are no refunds for days missed due to illness.

*Children enrolled in the morning part-day Preschool Program do not have vacation day credits. The morning program does not run when school is out (eg: Christmas Break/March Break) and parents are not charged for these days (except for actual holidays).  

General Holidays

The following is a list of the holidays in which the center will be closed.

New Year’s Day


Civic Holiday

Good Friday



Easter Monday

Thanksgiving Day


Remembrance Day



Victoria Day


           Labour Day





Christmas Day


Boxing Day

*Regular fees are charged for holidays in which the center is closed.

Withdrawal

A minimum two weeks notice is required if you decide to withdraw or make changes to your schedule. Failure to give notice will require payment for same.

Accident Reports

Staff are required to complete an accident report for any accident which requires first-aid treatment by the staff. It will be signed by the staff member who administered treatment. It will be shown and signed by the parent and then placed in the child’s file. Parents are to be informed of the injury at an appropriate time (depending on the extent of the injury), maintaining confidentiality of any concerned parties.

Health Policies

Please do not send your child if he or she is sick.  As you know, infection can spread quickly, and we try hard to maintain a healthy environment.  Common colds are unavoidable and children will not be permitted to stay home, however, if your child is not feeling well enough to participate in regular activities, please do not send him/her. You must remember that we cannot give one-on-one attention to a sick child, as they deserve.  If your child will be absent due to illness, please call and notify the staff of the condition of your child. Children will not be accepted/sent home if they appear ill (listlessness, excessive sleepiness, or fussiness), and display the following symptoms:

-temperature of 37.3C/99.1F or higher (auxillary)

-vomiting or diarrhea (if a child has more than one occurrence of diarrhea/vomiting, parents will be informed to pick the child up)

-rashes accompanied by fever or cough

-identifiable signs of a communicable disease (e.g. pinkeye, chicken pox)

If your child is prescribed an antibiotic, they may be required to stay home for 24 hours after antibiotic is started, depending on the illness. Please ask your doctor if your child’s illness requires this exclusion period.

A notice will be posted on the bulletin board in your child’s classroom if your child has been exposed to any contagious condition while at the center.

Staff will check children at daily arrival for signs of illness and a child with symptoms will not be permitted to stay at the centre that day.  (*Updated- Oct. 27th/09)

Parents will be required to provide details of their child’s illness so that a record can be kept, allowing us to track illness in the centre.  (*Updated- Oct. 27th/09)

If your child requires prescription medication, staff can administer only after parents fill out the medication consent form posted in the classroom.  Medication must be labeled and in its original container, and given to the staff. Please do not leave medication in your child’s cubby or knapsack.

Staff can only administer medication which has been prescribed by a doctor. To avoid the centre having to administer antibiotics, it would be wise to tell your child’s doctor that he/she attends a child care centre and discuss the option of getting a prescription the only requires a dose once or twice daily, which could be given at home.

A first aid kit is always kept up to date in the center and all staff is trained in First Aid/CPR. Fire drills are also conducted monthly and evacuation routes are posted on the bulletin board.

In the event of a serious accident, the center will act immediately to obtain medical attention. Parents will be contacted immediately. If an ambulance is required to transport the child to the hospital, the parent will assume the cost. 

Classroom Information

In each classroom’s bulletin board, the following information is displayed for parent information:

- a copy of the Daycare Act and regulations, and a copy of this parent handbook

- the facility license,  and a copy of the report of the most recent inspection

- the centre’s behaviour guidance policy, menu and program plans and routine

- a list of current names of the parent committee members as well as minutes of the most recent meeting of the parent committee 

- notification of funding provided by the Minister and any other information required by the Minister.

*The centre has a parent committee, made up of 3 parents, the Director, and a staff member. This committee meets twice a year (Fall/Spring) to discuss any matters of interest or concern to parents. All parents are welcome and encouraged to attend these meetings and advance notice will given as to when they will occur.

Children’s Belongings

Please ensure that your child has the following items with him at the center.


-Indoor footwear (soled slippers/”croc” type shoes are best)


-At least one change of clothes


-appropriate outside clothing


-diapers and wipes (if applicable)


-a binder for portfolio (please ask your child’s teacher which size)

Blankets are available at the center for children to use at nap time, however if your child has a special blanket/stuffed toy, please feel free to bring it in.

Please refrain from bringing toys from home to the center as it is impossible to keep them separate from the centre’s toys. This also avoids possible problems associated with sharing these items, and toys possibly getting broken. We will notify you of show and tell days where special toys can be brought from home.

Food and Nutrition

All snacks and lunch are provided by the center and meet the Food & Beverage Nutrient Criteria which is based on Eating Well with Canada’s Food Guide.  We have a 28 day rotational menu which is posted on the bulletin board.  

We strive to help foster healthy development by promoting nutritious food choices and creating an environment that supports children in developing healthy eating patterns and behaviors. Snack/meal times are used to encourage children to develop self help skills by allowing them to serve themselves as much as possible, setting the table, use table manners, etc. We provide ample time for snacks/meals so that children are not rushed and transitions between play/eating times are minimal. Teachers model healthy eating practices and sit with the children for meals. Food is never used to reward behaviors or withheld as a consequence.

Teachers are responsive and respect children’s natural cue’s around hunger. Children are never forced to finish a meal.

Please notify the staff of any allergies your child may have. We discourage any outside food from being brought into the centre as we have severe allergies and the risk is too great. Please remember that we are a nut free centre.

In keeping with the Food & Nutrient Criteria and also due to the allergy risk, we ask that parents not bring in food, even on special holidays like Valentine’s Day/Halloween/birthdays, etc. If you wish to bring in non-food items like stickers/pencils etc, to share, you are certainly welcome to do so. 

We frequently incorporate baking of healthy items with the children here at the centre, which is a great teaching tool. 

We are also a breastfeeding friendly environment. Please ask if you require a comfortable space to do so.

Staff

All staff working at the center is either trained in Early Childhood Education or has previous experience working with children, preferably in a child care setting.  The Day Care Act and Regulations requires that 2/3 of staff working in a child care center must be trained in ECE.  Staff members also attend regular professional development workshops offered to enhance their skills. All staff are trained in First Aid/CPR and has completed a Child Abuse Registry and Criminal Record Check.

Staff members are chosen for their ability to relate warmly to children and for their creativity, patience, and strong interpersonal skills needed in this field

Behavior Management Policy

Spring Garden Child Care Centre strives to meet the needs of all children in our care.  Our main guidelines concerning behavior management here at the centre are focused on  positive guidance.  Treating the children with respect, therefore showing them how to be respectful to others is an important first step.  We also strive to make sure the children are stimulated with new and interesting activities to help “curb” destructive or unacceptable behavior.  The following policies are designed to create strategies to deal with a range of behavioral issues in a positive manner.

Under no circumstance will corporal punishment be tolerated.  This includes:

-striking, shaking, shoving or any other aggressive physical contact.

-requiring or forcing a child to repeat physical movements.

-degrading, belittling, or harsh responses.

-confinement, or isolation of a child.

-depriving a child of basic needs, including food, shelter, and clothing.

Food will never be used to reinforce positive behaviors or withheld as a consequence for inappropriate behaviors. Food will also not be used as a reward for completing a task or finishing a meal.

Two key words in approaching behavioral issues in children are “prevention” and “intervention”. By keeping aware of the children’s play and interactions with each other, you are much better able to foresee conflict situations before they occur.  You are then able to step in and intervene, if necessary, before the situation escalates.

· Establish limits with children which are simple and consistent.  Remind children of the limits regularly and provide explanations for them. Eg; “We walk inside so that nobody gets hurt. You can run when we go outside.”  This is a more positive approach than simply telling the child to stop running.

· Offer the children the opportunity to make choices as much as possible.  This will enhance their decision making skills as well as boost their self confidence, knowing that they have some control over what they do.  Be careful however not to offer a choice when there is none.  Eg: “Will you put your hat on to go outside, please?” This gives the opportunity for the child to simply say “No” .  Instead, by saying, “Put your hat on please, we’re going outside”, you’re not giving a choice, but stating directly. You could offer a choice by saying, “Would you like to wear the red or blue hat?”

· Focus on the behavior, not the child. By doing this you both preserve the child’s dignity and show him the outcome of his behavior. Eg: When you scream it hurts my ears.”, instead of, “You’re always so loud!” 

· Prepare children for transitions.  Some children have a hard time moving from one activity to another so give advance warning when the transition will occur. “We have two more minutes until lunch time. When I turn out the lights, it means time to tidy up!” Also having a consistent routine gives the children an idea of what to expect next and when to expect it.

· Model appropriate behavior to encourage the children to do the same.  This is probably most important because they look at you as a role model.  This can range from simple things such as washing your hands regularly and trying new foods, to using manners and handling difficult situations calmly.  Don’t expect children to act appropriately if you do not.  Are you shouting at the children across the room to play quietly?  Be aware of sending these types of mixed signals.  Also, as they say, “Catch them being good.” If you see children using appropriate behavior, be sure to acknowledge it.

When conflict arises between children, it’s not always the teachers role to step in right away to resolve it.  Being able to resolve conflict on their own is an important  skill.  It enables them to learn how to get along better with others and help develop social skills.  There are times however when a child will need help and it’s important to be there for them.

· Remain calm. Get down to the child’s level and establish eye contact.  If the child is upset, physically getting close and touching or holding them may have a calming effect and help them regain composure.

· Try to find out more about the situation by asking questions and addressing all of the children involved.  Acknowledge their feelings, help them to empathize with each other’s feelings and help them to come up with options to resolve the conflict. Eg: “Stephen, Mary is crying because you knocked over her block tower. How could you make her feel better?”

· Redirection  can be an especially good technique to use, especially with younger children, or children who may not have the vocabulary to express their feelings or “talk through” the situation. Eg: “Josie wants to do this puzzle by herself but look, here is one with trucks that you can do!”

Removal of a privilege may be necessary in some situations, when other strategies have proved ineffective.  If you must remove a child from a situation, keep him near you instead of placing him in a particular “time-out” spot.  This gives an opportunity to help the child regain self control and return to the group, as well as problem solve the situation instead of the child looking at it as a punishment of his behavior.

I, ________________________ have read and agreed to the information 

outlined in the Parent Policy manual.

______________________

_________________________ 

      (Parent Signature)



(Director Signature)

**Please sign, detach and return to the centre.

