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Preschool Canada strives to provide high quality inclusive childcare and children services. Our priority is to promote and enhance each child’s early learning development.

Preschool Canada vision is to be nationally recognized as an outstanding childcare center.
Program Statement
At Preschool Canada Early Learning Centers, we view each child as being competent, capable, curious and rich in potential.  We understand the uniqueness and different attributes each child brings to the Centre.  We also understand that each child has a different background, and we encourage their differences to come forth in daily activities in the Centre.  Each child has the ability to grow, develop and participate in our program to its full capacity.  Every day, we work diligently with the children to ensure our goals are met.  We strive to allow each child to be resilient, to be curious, and explore through hands on activities.  Our goal is to observe and understand each child, so we may plan learning engagements and activities based on their interests and abilities.  We wish each child to come to Preschool Canada and learn something new each day, or take a step in a different direction each day.  We want them to be independent, and learn how to help themselves.  Our staff are committed to this goal by nurturing the children and teaching them to be confident in their ability to perform self-help tasks.  Our focus is planning and providing an environment that the children require and want, in connection with the Ministry of Education document “How Does Learning Happen”.  This document is used to guide all licensed child care programs and can be found on the Ministry of Education website, childcare section.

We will strive to promote the health, safety, nutrition and well-being of every child in our care.  We will do this in many different ways.  Providing a well-balanced, home cooked menu, which follows Canada’s Food Guide, will ensure your child is being well nourished throughout the day here with us at Preschool Canada.  We offer a variety of snack and meal options that the children enjoy.  Following the ratio regulations as set out by the Child Care and Early Years Act will allow for optimal supervision of the children.  Ensuring each room in the center has materials that are in good working order will also assist in maintaining the well-being and safety of each child, The environment we provide here at Preschool Canada is set up in a way that allows each child to be curious, choose activities they would like to do, which fosters their well-being and allows them to feel success in making decisions for themselves.  We do daily health checks of the children upon their arrival and assess their health, activity level and overall demeanor throughout the day.  We are diligent in following the local health department’s policies and procedures, regarding children who are sick and need to be excluded.  Our staff are all CPR and First Aid certified and trained in how to handle simple first aid procedures as well as emergency situations.  We keep stocked first aid kits in every room and in the kitchen.  We also have access to a thermometer so we can monitor children who are not feeling well for fever.  Our day involves many routine transitions from one event to the next.   We make constant observations of children who are not acting as they normally would as this is a sign that they are not feeling well.  Children engage in outdoor play as part of our program.  We maintain proper staffing ratios on the playground to, again, allow for optimal supervision and play experiences.  We perform daily, monthly, and annual inspections to make sure the playground offers a safe environment, where children can develop their gross motor skills and explore the environment around them.  The teachers engage children in gross motor games and activities which follow their interest and allow for choice and also offer free play with a variety of outdoor materials.  

At Preschool Canada we strongly believe that children are bright and competent individuals that strive to be the best they can be, our educators ensure that the children are constantly challenged based on their interests, our program statement describes the goals that help guide our educators to assist children in their development through our programs. The approaches we use help to:

Goals & Approaches 

A) Promotes the health, safety, nutrition and well-being of the children.  

Preschool Canada will support goal (a) by keeping children healthy and safe as a priority. We understand that the well‐being of their child is a parent/guardian’s utmost concern. Therefore we have developed research based procedures that provide the basis for our staff to support children’s well-being.   

Preschool Canada staff’s approaches to promoting children’s health and well-being are woven into the compliance of policies and procedures, which include practices such as: 

· Safe supervision of children

· Child Protection procedures and training 

· Menu planning following the Canada Food Guide 

· Emergency procedures 

B) Support positive and responsive interactions among the children, parents, child care providers and staff. 

Preschool Canada will support goal (b) by understand that young children flourish in all areas of development when they are in positive and responsive relationships with adults.  

Preschool Canada staffs incorporate the following approaches to support positive and responsive interactions: 

· Educators will build a foundation of trust with children by being available, sensitive, responsive, and caring.   

· Educators will create an inclusive and respectful environment to foster positive, equitable and collaborative relationships.   

· Educators will interact and communicate with parents on a daily basis sharing observations, documentations, and reflections. 

 C) Encourage children to interact and communicate in a positive way and support their ability to self-regulate. 

Preschool Canada supports goal (c) by believing that it is the role of the adult in a child’s life to support them to learn how to interact effectively with the world around them including other children, adults, and the environment.  This includes self-regulation and the development of a sense of self as being capable and able to manage their emotions and behaviour.   

Approaches implemented by Preschool Canada staff to set the stage for positive interactions among children include: 

· Educators will provide small group experiences that allow for more individualized adult attention. 

· Educators will role model inclusive, respectful, and collaborative interactions with children and other adults. 

· Educators will ensure that sufficient and appropriate toys, equipment, and materials are available to children at all times. 

· Educators will ensure that children are given freedom to make choices. 

D) Foster children’s exploration, play and inquiry. 

Preschool Canada supports goal (d) noting that children are born with a natural sense of curiosity and wonder.  They play naturally.  Children explore their world through their senses, repetition of tasks, imitation, asking questions, and pretending.  We believe that our role is to support play so that learning and development flourishes.  

Preschool Canada staff use the following approaches to foster children’s play, exploration and inquiry: 

· Educators will be active participants in play.     

· Educators will adapt the environment in response to children’s interests and curiosity.  

· Educators will encourage children to decide where, when, what and how they play. 

 E) Provide child-initiated and adult-supported experiences. 

Preschool Canada supports goal (e) with a curriculum focused on play-based learning, allowing the child to take the lead and then focusing on his or her interest to develop learning experiences.  When this approach to learning takes place, along with the educator’s understanding of child development, the child’s competence, capacity and potential are maximized. 

Approaches used by Preschool Canada staff to provide child-initiated and adult-supported experiences include: 

· Children and parents/guardians are warmly greeted by educators upon arrival and children are invited to share news of their day.   

· Educators will take opportunities to ask the children open ended questions and engage discussion that expands their curiosity, learning and interests. 

· Educators will set up the room with a variety of activities and materials that support the observed interests of the children.  

F) Plan for and create positive learning environments and experiences in which each child’s learning and development will be supported. 

Preschool Canada supports goal (f) as we understand the importance of the learning environment and planned experiences as an integral part of supporting children’s play so that early learning and healthy development is maximized.   

Preschool Canada staff will use the following approaches to plan for positive learning environments and experiences: 

· Educators will design learning Centre’s to be flexible and responsive to the needs and interests of all the children. 

· Educators will strive to create home like environments that include soft furnishings, items from nature, family and Centre photographs, and accessories that are intended to make children feel comfortable and confident. 

 G) Incorporate indoor and outdoor play, as well as active play, rest and quiet time into the day, and give consideration to the individual needs of the children receiving child care. 

Preschool Canada supports goal (g) by understanding that a daily schedule should meet the needs of all the children and provide a balance of activities throughout the day.     

Preschool Canada approaches to providing variety and balance throughout the day will include: 

· Educators will ensure enough time is allotted for children to explore, play, and enjoy activities both indoors and out.  

· Educators will keep transitions from activity to activity to a minimum so children get to play more.   

· Educators recognize that young children in our toddler and preschool programs thrive on regular schedules and feel secure when they can predict what will occur throughout the day; therefore educators in these programs will ensure snacks, meal times and rest periods are consistent. 

H) Foster the engagement of, and ongoing communication with parents about the program and their children. 

Preschool Canada supports goal (h) as we understand that a parent/guardian is the most important person in a child’s life.  Our staff plays a supporting role while the child is in our care.  We recognize that our engagement and communication with parents/guardians helps a child to feel a greater sense of belonging and is key as we strive to build relationships with the families.

Approaches implemented by Preschool Canada staff, to foster engagement and communication: 

· Educators will communicate with parents/guardians on a regular basis about children’s activities and health. 

· Educators will share children’s artwork, sculptures, creations and photographs of the children at play. 

· Educators will make program plans available that include observations of children’s interests, activities and their connection to learning. 

I) Involve local community partners and allows those partners to support the children and their families and staff. 

Preschool Canada will support goal (i) by working closely with local community agencies and partners in order to support the children and families in our programs.

Preschool Canada staff will include the following approaches to involve community partners: 

· Educators will seek out opportunities to share our knowledge and to learn from others in the community through formalized options and informal networking. 

· Educators will work in close co-operation with specialized services, when required. 

 J) Support our staff or others who interact with the children at a child care Centre in relation to continuous professional learning. 

Preschool Canada is committed to the ongoing professional development of all our educators.  

Approaches to support continuous professional learning include: 

· Educators will attend a wide spectrum of training sessions throughout their career with the various workshops offered by the region, including child care curriculum, legislated training requirements.  

K) Document and review the impact of the strategies set out in clauses (a) to (j) on the children and families. 

Preschool Canada is committed to supporting children to grow to their fullest potential in a safe, caring and nurturing environment.  This Program Statement describes Preschool Canada specific goals for children’s learning and development, and the approaches that will be implemented.  Each member of the program team holds a role and responsibility in ensuring the approaches in the Program Statement are implemented. 

Approaches by management, supervisors and educators in the implementation and monitoring of the Program Statement will follow a specific outline:  

· All new educators, students and volunteers will be oriented to the Preschool Canada Program Statement before they interact with children. A sign off sheet including signatures of educators, students and volunteers with witness signature and date of orientation will be kept on file. 

· Educators, students and volunteers will be required to formally review the Preschool Canada Program Statement annually or when there are substantive changes to the Program Statement.  Recorded verification of the review will be signed and dated by all educators, students and volunteers. 

All educators, students and volunteers will be monitored and observations documented for the implementation of approaches as set out in the Program Statement.  For the 2017 year, a minimum of 3 observations in each period of January to April, May to August, and September to December, will be recorded. Goals related to the implementation of and observation(s) related to the Program Statement will be incorporated into the ongoing process of performance management. 

Preschool Canada shall ensure that the approaches set out in its program statement are implemented in the operation of its program at each child care Centre it operates.

Subsection 55 (3) of the Child Care and Early Years Act, 2014 (CCEYA) authorizes the Minister of Education to issue policy statements regarding programming and pedagogy for the purpose of guiding licensees of child care and early years programs and services in developing their programs and services. 

Under this authority, the Minister has named How Does Learning Happen? (HDLH) as the common provincial framework to guide programming and pedagogy in licensed child care settings. 

Each classroom at Preschool Canada is equipped with their own copy of “How Does Learning Happen” to assist and ensure our staff are following ministry approved programming reflecting the pedagogy in our child care Centre. All staff are required to fill out daily program plans that reflect back onto the children interest based activity.

HDLH is a professional learning resource that provides a common framework to help licensees focus on knowledge from research, theory and practice on what’s most important for children. It encompasses a broad range of program philosophies and approaches, and may look quite different when put into practice in a variety of settings.

Section 1: Administration
1.1
Admission Policy
Parent Review
· All policies will be reviewed with parents upon registration.
· Policies and Procedures binder will be available for all parents in the director’s office; they are notified of this in their parent handbook.
ADMISSION:

An initial visit will be given to all parents interested in bringing their children to Preschool Canada.  During this visit a tour of the centre will be given; families will be able to see the classrooms, meet the staff, look at our menu and discuss any concerns or questions that they may have.  A registration package and Parent Handbook will be given.  The registration package, as well as a copy of updated immunization and completed pay agreement must be returned prior to the child’s first day.

Before the child’s first day, we encourage parents to have their child come for a couple of visits.  This will allow the child to become familiar with the staff and children, as well as the daily routine, while having the comfort of a family member with them.  This will help in making the first day less stressful for the children and their families.  Parents are required to stay for these visits.

Only children with complete registration packages, including all signatures, completed forms, up to date immunization records, and post-dated cheques will be permitted in our program.
1.2
Wait list, Discharge, Suspension and Withdrawal of a Child
Wait List Policy 

Preschool Canada maintains a wait list for admission.  The wait list indicates the date of the visit/inquiry, name of the parent, age of the child, phone/email contact information for the parent and program requested.  Admission will be offered off the wait list based on a first come first serve basis.  That means, we go chronologically by date of visit/inquiry and offer spaces as per the date of the addition to the wait list. In the event that we call someone on the waitlist to offer a spot and we have to leave a voicemail, we offer 48 hours to hold the space for them.  If we do not hear back from them within 48 hours, we move onto the next person on the list. 

The position on the waitlist will be disclosed as people inquire.  We will not show other families the wait list as it contains confidential contact information.  But we will disclose a child’s position on the waitlist by counting how many families are in front of a particular child.  The wait list will be kept in a file in the office so it is not accessible to other families.

There is no fee for being placed on the waitlist and no obligation for registration once placed on the wait list.  

WITHDRAWAL:

We ask that families give 1 month notice prior to a child’s discharge. Less than 1 month notice will result in full payment for the next month. This notice must be in writing.

DISCHARGE:

All children and families are welcome at Preschool Canada.  We strive to create a learning environment that is fun, safe and that all children’s needs are being met. When concerns arise over an individual child’s needs, and the safety of the other children, we will work together with the family to create a plan that will resolve the situation-helping the child with their individual needs as well as keeping all of the children safe.  Consultations with outside agencies may also occur to ensure that everything possible is being done for all of the children in our care.

After all avenues have been exhausted, and there has not been any progress, we may advise the family that our services may not be in the best interest of the child and the other children in our centre.  Preschool Canada will give families a minimum of two weeks written notice that the child will be discharged from our program.  We will work with the family to find suitable alternate care.
SUSPENSION

The safety of all children in our care is of the outmost importance.  If a child’s health and safety is at risk due to another child in our care, we will work with both families to correct the situation.  Consultations with outside agencies (i.e. Family physician, resource consultants) will also occur to ensure that we are doing everything possible to correct the situation.  The Director can at their discretion suspend a child if the child has violated another child or has done something that the management feels warrants suspension (all suspensions must be approved by the owners of the centre prior to suspension). Suspensions are used as a last resort when either the child or parents are not cooperating.  

Suspensions are done in the following manner:

· 1 day with a note in the child’s file and interview with parent and director and or owners

· If the situation/behaviour has not improved, a 3 day suspension with a note in the child’s file and interview with parent and director/owners.

· If the situation/behaviour has still not improved a 7 day suspension with a note in the child’s file and a letter to the centres program advisor at the Ministry of Education.  At this point a child is only allowed to return after an interview is held with parents. There is zero tolerance after this point. After the 7 day suspension the child will be terminated from program with no re-entrance.

· If another child’s well-being is ever at risk the Director can (with approval from Owners) skip to terminating a membership.

After all avenues have been exhausted, and there has not been any progress, we may advise the family that our services may not be in the best interest of the child and the other children in our centre.  Preschool Canada will give families a minimum of two weeks written notice that the child will be discharged from our program.  We will work with the family to find suitable alternate care
PROCEDURE TO RESOLVE ISSUES:
Step 1:  The parent will meet with the staff member involved in an attempt to resolve the issue or conflict. If for some reason, those involved are not satisfied with the results of step 1, they will proceed to step 2.

Step 2:  The parent and the staff member involved will meet with the director in a further attempt to resolve the issue. Full documentation of these meetings will be recorded and placed in the child’s file. If for some reason, those involved are not satisfied with the results of step 2, they will proceed to step 3.

Step 3:  If the issue is still unresolved, it will be referred to the owner who will develop a plan of action. If the owner has determined that the action to be taken is notice of discharge, then the formal notice will be given to the parent stating the 2 week notice and the last day of service to the child. Notwithstanding this, should the safety or well-being of the children, staff or other parents is felt to be in jeopardy, Preschool Canada has the right and ability to enforce a discharge date of less than 2 weeks.                                                                                                                                       If the parent chooses to withdraw the child prior to the date specified on the notice of discharge, the parent is still liable for the fees for the 2 week period.
1.3
 Parent Complaints

In the event that a Parent has a concern or a complaint, there are several ways to proceed.

If the parent simply wishes to talk to a staff member, then the staff member will politely listen to the parent taking notes if necessary.  Should the concern be fairly uncomplicated and the staff member can answer it, they will respond accordingly.  A note of the conversation must be made in the Daily Log with the details written on a Parent Complaint Form if necessary.  This form will be given to the Director to review and will subsequently be placed in the child’s file.

If the parent wishes to make a more formal complaint, then the staff member shall direct them to the Director.  The Director will listen attentively to the details of the complaint and will attempt to resolve the matter immediately.  Should this still not be sufficient, the parent will be required to write out their complaint and this will be directed to the Operator.

The Operator will review the complaint, contact the parent and attempt to resolve the issue.  The Operator will send a written decision to the parent either by regular mail or by email within 5 working days.  The decision of the Operator will be final.  All notes and copies of letters or emails will be placed on the child’s file.  
If the complaint has to do with a service standard in the program, then a Serious Occurrence Report will be submitted to the Ministry of Education along with all supporting documentation.
PARENT COMPLAINT FORM

Child's Name: __________________________________________________________
Date and Time of complaint: _______________________ at ________________am/pm

Staff witnesses: _________________________________________________________
Details of complaint: ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Steps to resolve complaint: 

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Comments / Further Action to be taken:

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Signatures of:

Staff: ___________________________
Parent: _____________________________
Staff Name: ______________________ Parent Name: _______________________
1.4
Daily Log
The Child Care and Early Years Act requires that a daily record or log be kept in each classroom.  At a minimum, it needs to include:

1. A summary of any incident affecting the health, safety or well-being of staff or a child enrolled at the centre and, where applicable, a note indicating where the details regarding the incident and the action taken can be found (i.e.: See Accident Report in child’s file). Only mention of the child’s initials will be used.
2. Any variation in the daily program plan or schedule (i.e.: planned one activity, but provided a different one; played outdoors for less than the required time due to inclement weather, changes in snacks and lunches, etc)
3. Number of children in classroom that day with the number of absences, as well as any messages from parents such as children away and why

4. Staff need to keep in mind that the daily log will allow anyone coming into the classroom (i.e.- Director, Ministry, Supply Staff) to see what has been occurring in that room.

· The person recording it should initial all notations in the Classroom Log Book.

· Other items that are important to the staff, Director or Operator can also be recorded in the record or log. 
· Since the log is generally not kept in a locked place, care must be taken to include only information that would not be considered confidential. Please use initials if necessary.  A Note concerning confidential incidents can be made in the log referring the reader to the child’s file, which is kept locked.
Written daily records or logs must be kept for at least two years after they are complete.
1.5
Attendance Records
It is the responsibility of the teacher to sign their children in and out each day on the sheet provided. One RECE teacher will complete the attendance sheet each day ensuring that the total number of children present is recorded at the bottom of the sheet.  This allows for a quick and accurate head count at any time but especially when outside or during a fire drill. It is necessary to keep an ongoing tally throughout the day as children arrive and depart.  Accurate attendance is required at ALL times!!!!
ATTENDANCE SHEET
Week of:  
	Childs Name
	HC
	MONDAY

 IN       OUT
	HC
	TUESDAY

IN        OUT
	HC
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	Totals:
	----
	
	----
	----
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	----
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*HC – Health Check:  Please put a * in this column if the child arrives at the centre with a temperature, scratch on their body, etc.  Write in the classroom communication book what the * is for.

1.6
Inspection Reports
The Child Care and Early Years Act requires that a copy of all inspection reports issued by the Local Medical Officer of Health or the Fire Department be submitted to the local office of the Ministry of Education.  

a) Health Inspection:                                                                                                                                       The Health Unit Inspector will usually conduct at least one unscheduled inspection annually, more often if food is prepared on the premises.

In the case of an outbreak of illness, the Director will submit a report to the Health Unit to advise of the outbreak as well as a Serious Occurrence Report to the Ministry of Education.  Copies of all subsequent reports must also be sent to the Ministry including the “All Clear” report.

b) The original Fire Inspection Report is submitted to the Ministry of Education at the time of the initial application for a licence.  While an annual inspection is not required, if any changes in the physical layout of the centre occurs, then a new inspection should be requested and a copy of the report submitted to the Ministry.  Corresponding changes to the Fire Safety Plan must also be made and copied to the Ministry.

Fire Drills

The Child Care and Early Years Act requires that Fire Drills be conducted and recorded monthly.  Each classroom will have posted the Fire Evacuation Plan.  This will include all staff duties as well as our designated place of shelter. The Director is responsible to maintain the reports that show the monthly Fire Drills have been conducted, as well as update, yearly a letter from our designated shelter, confirming that we may use their facility during an evacuation.  All Fire Drill records will be kept for a minimum of 2 years.
Fire Drills will be conducted early within the month.

It is best practise to vary the days and times of the fire drills that are conducted monthly.
FIRE DRILLS

Fire Drills are to be conducted on a monthly basis with each age group 

(Best practise is to vary the time of day the drills are conducted monthly)

Year: 20__ 

	Date
	Group
	Start time
	End Time
	Staff Initial

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


ADD FORM FOR CHECKING SYSTEMS
1.7
Financial Records
Every Operator must keep financial records for a minimum of 6 years.  The Ministry of Education will need to have access to these records.  Financial records should include; Assets, Liabilities, Income, Expenses, and Accumulated surplus and deficit.
a) Fees
The Director is responsible for the collection of all fees and to forward these to the operator of the program.
b) Expenses

The Director is responsible for the collection of all receipts and to forward these to the operator of the program.
c) Statements of income and expenses and submission of Income Tax reports are the responsibility of the operator of the program.
1.8
Insurance
The Child Care and Early Years Act requires that all operators of a Day Nursery must have in full force a policy of insurance which includes comprehensive general liability coverage and personal injury coverage for all employees and volunteers (minimum coverage of 2 million is required).  If the operator uses any motor vehicles within the program, there must also be a comprehensive policy covering the operation of the vehicle(s).
A copy of the current policies must be kept on site and a copy submitted annually to the Ministry during the licensing process.
1.9
Licence to Operate
The Child Care and Early Years Act requires that the current Licence to Operate a Day Nursery is posted in a conspicuous location near the entrance normally used by parents.  Any conditions on the license must also be posted (license inspection summary).
The licensed child care decal must also be posted in a conspicuous place accessible to parents.  This decal is the property of the Ministry of Education and must be returned in the event that a license is not renewed.
It is the responsibility of the Operator and the Director to ensure that the original licence is posted annually upon receipt in order that any member of the public may view it.  In the event that more than one entrance is normally used for different groups, then a copy shall also be posted near that entrance. The Director must also keep a copy in the licensing binder.
Important Numbers

	Program Advisor
	Colleen Watts
	905-693-6570
	Colleen.watts@ontario.ca


	Public Health
	Doreen Ellis
	905-791-7800

Ext. 2824
	Doreen.ellis@peelregion.ca


	Head Office
	Shadi Almashni
	416 838-8553
	salmashni@preschoolcanada.com

	Owner
	Archie Navales
	647 967-4057
	Navales.archie@gmail.com

	Owner
	Melanie Funtera
	647 216-4943
	melfuntera@gmail.com

	
	
	
	


Section 2:
Health and Safety
2.1
Behaviour Management
Our Philosophy
The staff members at Preschool Canada strive for a positive approach towards children at all times. The nurturing of each child’s self-esteem is a key part of the centre’s philosophy of care. It is important to create an environment that allows for positive interactions between children, staff and families.  With these supportive and happy relationships, children will feel comfortable, healthy and successful. No one entering this centre will be permitted to treat a child in such a way that the child’s dignity or sense of self-worth is undermined.

In accordance with the guidelines set out in the Child Care and Early Years Act, at no time will a staff member, either in a licensed child care or licensed home child care,  take action that would degrade or humiliate a child, or otherwise undermine a child’s self-respect.

All teachers at Preschool Canada have an obligation to ensure that we do the following:

· Clarify what we want.

· Communicate those expectations simply and directly.

· Let the children know what consequences will occur 
· Commit ourselves to following through with logical and natural consequences that are set out.

· Treat children in the same manner that we would like to be treated ourselves
Redirection of Behaviour:
· Act with confidence and empathetic firmness 
· Good timing of action is essential 
· Follow through and be consistent
· Use simple, clear statements about what is acceptable behaviour. Give choices when possible, adding a statement about what is not acceptable, as this will clarify the situation.
· Effective consequences are logical consequences.

· Respect the child’s feelings of guilt, but do not try to add to it. Accept any restitution that the child may wish to make and leave the incident behind.

· Child’s anger: Identify and redirect to an appropriate area.
PROHIBITED PRACTICES:
In accordance with the guidelines set out in the Child Care and Early Years Act, the following Prohibited Practices will not be tolerated; (updated Nov7/16)

(a) corporal punishment of the child; 

(b) physical restraint of the child, such as confining the child to a high chair, car seat, stroller or other device for the purposes of discipline or in lieu of supervision, unless the physical restraint is for the purpose of preventing a child from hurting himself, herself or someone else, and is used only as a last resort and only until the risk of injury is no longer imminent; 

(c) locking the exits of the child care centre or home child care premises for the purpose of confining the child, or confining the child in an area or room without adult supervision, unless such confinement occurs during an emergency and is required as part of the licensee’s emergency management policies and procedures; 

(d) use of harsh or degrading measures or threats or use of derogatory language directed at or used in the presence of a child that would humiliate, shame or frighten the child or undermine his or her self-respect, dignity or self-worth; 

(e) depriving the child of basic needs including food, drink, shelter, sleep, toilet use, clothing or bedding; or 

(f) inflicting any bodily harm on children including making children eat or drink against their will.

Staff Etiquette:
· Always feel free to confer with other staff members for advice on discipline.

· When a teacher disciplines a child, do not interfere.  If you feel the discipline is wrong, discuss this with the teacher later, but never in front of the child.

· When discussing a child’s behaviour, be sure that no one overhears the conversation.       (i.e.: other children, visitors, parents etc.)

· If a teacher is very upset with a child and needs a break from the child when dealing with his or her behaviour, the teacher should ask another staff member to intervene.

Behaviour Management Staff Practices 

· Upon commencement of employment and once a year thereafter, the Director will review the Behaviour Management and Prohibited Practices Policies with all teaching staff. Once reviewed ALL staff will sign the Annual Behaviour Management Safety Policy form to acknowledge they have read and understood it.
· The Director will review the policy with students and volunteers prior to providing care/guidance in the program and each year thereafter.
· Staff could be discharged from their position at Preschool Canada for failure to follow the Behaviour Management Policies. 

· Staff will continue to be monitored twice a year by the Director for Behaviour Management practices.  Once completed, the Director and staff member will sit down and discuss the observations.

ACCIDENT / INJURY REPORT FORM
Child's Name: ________________________________________________________

Staff completing form: _________________________________________________

Date and Time of Accident: _______________________ at ________________am/pm

Location of accident: _____________________________________________________ (if outside, must be entered in the playground injury log located in Playground Binder in the office)

Staff witnesses: _________________________________________________________

Details of accident: ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Nature of Injury and Treatment Administered  (include who administered first aid): ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Comments / Further Action to be taken:____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

 Staff Name: _____________________ Signature: _________________________ DATE: _________________

Parent Name: _____________________ Signature: _________________________ DATE: ________________

 Director Name: ____________________ Signature: _______________________ DATE: __________________

□ Copy of report given to parents   Date given: ____________________

If Serious Occurrence was reported to Ministry: Date: ___________ Director Initials: __________ 
 INCIDENT REPORT FORM

Child's Name: ________________________________​​​​​​​​​​​​​​​​​​​​​​__________________________

□ Incident     □ Serious Occurrence

Date and Time of Incident: _______________________ at ________________am/pm

Staff completing form: _________________________________________________

Location of Incident: ____________________________________________________

Staff witnesses: _________________________________________________________

Details of Incident: ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_____________________________
Action Taken: ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Comments / Further Action to be taken:

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Staff Name: _____________________ Signature: _________________________ DATE: _________________

Parent Name: _____________________ Signature: _________________________ DATE: ________________

 Director Name: ____________________ Signature: _______________________ DATE: __________________

□ Copy of report given to parents   Date given: ____________________

If Serious Occurrence was reported to Ministry: Date: ___________ Director Initials: __________ 
Teacher who observed the above or who was the first person aware of the above.  The Teacher must advise the Director of any accident, injury or incident which may be deemed a Serious Occurrence resulting in notification to the Ministry of Education.  The Director will make this determination after reviewing the information.


The form will be given to the parent at pick up time for their review and signature.  The Director is required to sign off on the form before the end of the day when the accident or incident occurred or by the next day.  The form will be placed on the child’s file.  A copy of all incident or accident reports will be given to parents (either a paper copy or email version).  All injuries incurred on the playground must also be logged on the Playground Injury Log.
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Reporting of Serious Occurrences

INTRODUCTION

All child care programs licensed by the Ministry of Education under the Child Care and Early Years Act 2014 (CCYA) are responsible to deliver services which promote the health, safety and welfare of the children being serviced.  Child care operators are accountable to the Ministry of Education to demonstrate that their services are consistent with relevant legislation, regulations and/or ministry policy. 

Serious occurrence (SO) reporting is one of many tools providing the Ministry and the child care operators with an effective means of monitoring the appropriateness and quality of care provided.  Monitoring includes an ongoing review of child care operator practices, procedures, and training needs. 

The following procedures include the descriptions of roles and responsibilities, reporting templates, and the steps required to promote a consistent approach to serious occurrence reporting and related follow-up actions. 

SERIOUS OCCURRENCE DEFINITIONS 
“serious occurrence” means:

(a) the death of a child who received child care at a home child care premises or child care centre, whether it occurs on or off the premises, 

(b) abuse, neglect or an allegation of abuse or neglect of a child while receiving child care at a home child care premises or child care centre, 

(c) a life-threatening injury to or a life-threatening illness of a child who receives child care at a home child care premises or child care centre, 

(d)  an incident where a child who is receiving child care at a home child care premises or child care centre goes missing or is temporarily unsupervised, or 

(e) an unplanned disruption of the normal operations of a home child care premises or child care centre that poses a risk to the health, safety or well- being of children receiving child care at the home child care premises or child care centre
The serious occurrence categories in CCLS are: 

1. Death of a Child 

2. Allegation of Abuse and/or Neglect 

3. Life-threatening Injury or Illness 

a. Injury 

b. Illness 

4. Missing or Unsupervised Child(ren) 

a. Child was found 

b. Child is still missing 

a. Fire 

b. Flood 

c. Gas Leak 

d. Detection of Carbon Monoxide 

e. Outbreak 

f. Lockdown 

g. Other Emergency Relocation or Temporary Closure 

5. Unplanned Disruption of Normal Operations

REPORTING REQUIREMENTS
Serious Occurrences (definitions above)

Any child care program who delivers any direct service to children under the CCEYA (Child Care and Early Years Act) are required to report all serious occurrences to the Ministry of Education within 24 hours.  Twenty-four hours starts at the time when any of the service provider’s staff members first becomes aware of an incident and/or deems the incident to be a serious occurrence.  

Ultimately, the service provider is responsible for determining whether an incident is a serious occurrence by determining if the occurrence falls within the definitions of serious occurrences as listed above and has important or possibly dangerous consequences.  

Under the category of missing or unsupervised children, this is not to be reported as a SO if the child is left unsupervised for less than 5 minutes and the child is found safe and uninjured as a result of being unsupervised.  This exception is circumstantial and staff must consult with center supervisor prior to deciding if the event is a serious occurrence.  

If you have questions about a serious occurrence please contact your Ministry Advisor/Consultant for advice. This may be done through email or phone.

When a serious occurrence has occurred or is suspected, the child care program responds and reports as follows: 

Responding to a Serious Occurrence 

1) Provide the child/children with immediate medical attention, as needed. As well, address any continuing risks to the health or safety of the child/children and/or others present.

2) Ensure that the local Coroner is notified immediately in all cases involving death, regardless of location (e.g., hospital) or circumstances 

3) If there is reason to suspect that a child has been abused (and/or in need of protection: contact the Children’s Aid Society and/or police, as per the duty to report requirements under the CFSA (the person who has reasonable grounds to suspect that a child is or may be in need of protection is legally obligated to report it to the CAS)

4) Report the incident to the supervisor or person designated in charge, explaining who was affected, what, when and where it happened.  

5) All persons having knowledge of the occurrence should be asked to remain on site until the designated person has interviewed them, or indicated that there is no need for their involvement at his point. 

6) The information gathered by the designated person will form the basis of the Serious Occurrence report.  This report is to be filed on CCLS (Child Care Licensing System website) within 24 hours of the incident.   If you cannot access CCLS, you must still notify your program advisor via telephone or email within 24 hours of the incident and complete the Serious Occurrence report on CCLS as soon as the system becomes available.  Supporting documents will also need to be sent with the report, such as Accident Report, and any other documents created as a result of this Occurrence.  When an accident report is uploaded to CCLS, remember to not use the names of the child(ren) involved.  This is confidential information. 

7) Please contact the owner of your centre.

REPORTING CHECKLIST 

You have 24 hours to report

The clock starts once the occurrence has been identified

	Provide the child/children with immediate medical attention, as needed. 

	Address any continuing risks to the health or safety of the child/children and/or others present.

	Contact local Coroner in all cases involving death, regardless of location (e.g., hospital) 

	If there is reason to suspect that a child has been abused (and/or in need of protection: contact the Children’s Aid Society and/or police

	Report the incident to the supervisor or person designated in charge, explaining who was affected, what, when and where it happened.  

	All persons having knowledge of the occurrence should be asked to remain on site until the designated person has interviewed them, or indicated that there is no need for their involvement at his point. 

	The inquiry information gathered by the designated person will form the basis of the Serious Occurrence report.

	Please contact the owner of the centre


Reporting a Serious Occurrence (24 hours)
The director or person designated in charge by the child care centre will inform the EDU Toronto Regional office within 24 hours by completing and submitting the Serious Occurrence Report in the Child Care Licensing System (CCLS). 
1) Identify child/children only by their first and last initial.   Refer to others involved in non-identifying terms, e.g., first and last initials only, staff ‘A’/staff ‘B’, etc. 

2) Inform the parent/guardian

3) Within seven business days of submitting the Initial Report, complete and submit any updates to the Serious Occurrence.  If the information/actions have yet to be completed you can include an explanation that a further follow up to the report will be provided.

4) The ministry may request additional information from the service provider. The ministry may also initiate its own review, depending on the circumstances.

a. Child care programs and Youth Development Programs may submit a complete serious occurrence report which included all necessary follow ups. This can be submitted in CCLS if all follow up action has been completed and documented within the 24 hours.

All Serious Occurrences are to be reported through the Child Care Licensing system which is available 24 hours 7 days per week.  If you do not have access to the Child Care Licensing system, you still need to notify your Program Advisor within 24 hours, and then follow up on CCLS as soon as possible.
SERIOUS OCCURRENCE NOTIFICATION (Posting) FORM 
The purpose of the Serious Occurrence Notification Form is to provide a brief overview of a serious occurrence for parents. The child care program will ensure that the information posted will protect personal information and privacy therefore no child or staff names, initials and age or birth date of a child will be used on the serious occurrence notification form. No age group identifiers will be used such as preschool or toddler room. 

A serious occurrence notification form will be posted at the child care centre within 24 hours of the operator becoming aware of an occurrence or when the operator deems the occurrence to be serious. The notification form will notify parents that a serious occurrence has occurred in their child care centre. It will remain visible in a conspicuous location for ten (10) business days. 

Information to be included: 

· Once the investigations are complete, the form should provide clear, concise information for the parent.

· The description section will include information about whether CAS conducted an investigation in to the report, and identify that the ministry conducted an investigation into compliance with related licensing requirement.  

The form will identify whether: 

· CAS verified the allegation: 

· CAS has not verified the allegation

· The operator has taken action on any other directions given by CAS, if applicable 

· The operator has addressed any associated licensing non-compliances identified by the ministry, if applicable 

If a child care program is unsure about when to post the Serious Occurrence Notification form in situations of allegations of abuse, they are encouraged to contact their Ministry of Education Program Advisor. 

In child care centres, the serious occurrence notification form will be posted in a conspicuous place in the centre at or near an entrance commonly used by parents, near the child care license and Licensing Summary chart.                                                                                    

The serious occurrence notification form is updated as the operator takes additional actions or investigations are completed. 

The serious occurrence notification form is posted for a minimum of 10 business days. If the form is updated with additional information such as additional actions taken by the operator the form remains posted for 10 days from the time of update.           

Child care centre operators retain the serious occurrence notification forms for at least three years                                                                                             from the date of occurrence and make the forms available for current and prospective parents, licensing and municipal children’s services staff upon request (consistent with the current requirements for the availability of licensing documentation).

ANNUAL SUMMARY AND ANALYSIS REPORT                                


We are required to complete the annual summary report, (Form 1D) but are no longer required to submit to the regional office.  Rather, operators should complete the report and retain it on file. In addition to ongoing reviews and follow-ups to serious occurrences, licensing staff will review the annual reports during licensing inspections.
Serious Occurrence Reporting Procedures

Annual Summary and Analysis Report (Form 1D)

Ministry of Education
Serious Occurrence Annual Summary and Analysis Report
INSTRUCTIONS: Complete this form and retain on file at the child care centre or home child care agency. 

Period of Report: January to December 2016 ____________________________________________________________________________ 

Name of Licensee: ____________________________________________________________________________ 

Name of Child Care Centre/Home Child Care Agency: ____________________________________________________________________________ 

Licensee Contact: ____________________________________________________________________________ 

Ministry of Education program advisor: ____________________________________________________________________________ 

Did any serious occurrences take place during the reporting period? 

Yes: [ ] No: [ ] 

If no, please sign the report and retain on file. 

If yes, please provide the following information:
	 Applicable dates for 2016 

	 Type of Serious Occurrence 
(under the Ministry Serious Occurrence Reporting Procedures and Child Care and Early Years Act, 2014) 

	 Total # Reported 
(current year) 

	 Total # Reported 
(previous 
year) 


	January-December
	 The death of a child who received child care at a home child care premises or child care centre. 


	
	

	January-December
	 Abuse, neglect or an allegation of abuse or neglect of a child while receiving child care at a home child care premises or child care centre. 


	
	

	 January – August 28 


	 Any serious injury to a client which occurs while participating in a service: (a) caused by the service provider, (b) accidental, (c) self-inflicted/unexplained – treatment required. 


	
	

	 August 29 – December 


	 A life-threatening injury to or a life-threatening illness of a child who receives child care at a home child care premises of a child care centre. 


	
	

	 January – August 28 


	 Any situation where a client is missing, in accordance with ministry requirements for applicable program sectors; otherwise where service provider considers matter to be serious. 


	
	

	August 29 – December 


	An incident where a child who is receiving child care at a home child care premises or child care goes missing or is temporarily unsupervised. 

	
	

	January – August 28 

	Any disaster such as a fire, on the premises where a service is provided. 

	
	

	August 29 – December 

	An unplanned disruption of the normal operations of a home child care premises or child care centre that poses a risk to the health, safety or well-being of children receiving child care at the home child care premises or child care centre. 

	
	

	January – August 28 

	Any complaint made concerning the operational, physical or safety standards of the service that is considered by the service provider to be of a serious nature, including any report of adverse water quality. 

	
	

	January – December 

	Total Number of Serious Occurrences 

	
	

	January – December 

	Total number of serious occurrences initially reported within 24 hours of the licensee or supervisor becoming aware of the incident 

	
	


Every licensee of a child care centre or home child care agency shall conduct an annual analysis of all serious occurrences that occurred in the previous year at each child care centre or home child care agency operated by the licensee {(O.Reg. 137/15, ss. 38(2)(a))} 

Based on an analysis of all serious occurrences during the reporting period, describe any trends or patterns relating to staff, children, equipment and physical plant/site that contributed to or caused the serious occurrence(s):

	


Every licensee of a child care centre or home child care agency shall keep records of the actions taken in response to the analysis. {(O.Reg. 137/15, ss. 38(2)(b))} 

Outline the action taken by your organization in response to the identified trends and patterns of serious occurrences, and describe additional plans to maintain compliance in these areas.

	


Every licensee shall ensure that a report is provided to a program advisor of any serious occurrence in any child care centre or home child care premises operated by the licensee within 24 hours of the licensee or designate becoming aware of the occurrence {(O.Reg. 137/15, ss.38(1)(b))} 

Describe any issues, and actions taken, with regard to the timely reporting of serious occurrences.

	


Further, every licensee shall ensure that the policies, procedures and individualized plans it is required to have under this Regulation are implemented at each child care centre it operates and at each premises where it oversees the provision of home child care {(O.Reg. 137/15, ss. 6.1(1))} 

At a minimum the serious occurrence policies and procedures include: (a) the identification of serious occurrences; (b) the immediate response procedures to a serious occurrence incident; (c) the expected steps in reporting a serious occurrence; and (d) the serious occurrence notification form posting requirements.

	Signature of Licensee/Designate: ________________________ Date: _______________



2.4
Safe Drinking Water Requirements

FLUSHING FOR LEAD

Ontario Regulation 243/07 requires all schools, private schools and day nurseries to flush their plumbing for lead on at least a weekly basis (or daily if the plumbing was installed before January 1, 1990).  Flushing ensures that stale water which may contain higher lead levels is not consumed.

To flush the system, open the last cold water tap on each branch of plumbing or at the fixtures where water is commonly taken for drinking or food preparation, and allow the water to run for 5 minutes.

The requirements include:

· Flushing the system before the facility opens daily.

· Allowing flushing to continue until the water temperature stabilizes (at least five minutes).

· Recording the date, time and full name of the person who performed the flushing 

· This is to be done by the first person that arrives at the centre

· Retaining these records for 6 years.

Lead Testing

Ontario Regulation 243/07 requires all schools, private schools and day nurseries to test their water for lead between May 1st and October 31st each year.  After two years of having lead levels within the acceptable levels, the facility may make a request to the ministry of Environment to reduce the testing.

Copies of these tests must be submitted to the Ministry of the Environment and the Ministry of Education.

In the event of a test which indicates levels beyond the acceptable range, a Serious Occurrence must be submitted to the Ministry of Education and notification made to the Ministry of the Environment detailing the plan of action to remedy the issue.

It is Preschool Canada Brampton’s policy to flush for lead every Monday to Friday for 5 minutes. 

                          Flushing for Lead
To be done Monday to Friday by the first member in the centre.  Kitchen needs to be done first. 
· Flushing the system before the facility opens daily 5 minutes prior to the centre opening
· Allow flushing to continue until the water temperature stabilizes (at least 5 minutes)

· Recording the date, time and name of the person who performed the flushing 
Month of: _____________________________, 20____
	DATE:
	LOCATION
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2.5
Health, Medication Administration and Storage of Medications
Immunization

The Child Care and Early Years Act stipulates that, prior to admission; each child must be immunized as recommended by the local Medical Officer of Health.  Where there is an objection to immunization, a certificate from a qualified physician will be on file giving a medical reason for exemption or a sworn affidavit of conscientious objection or for religious reasons
A copy of the child’s immunization record (or affidavit) will be kept in their file and must be received prior to the admission of the child in the program.  

Should the child’s immunization expire throughout the year it is the parent’s responsibility to have them updated. It is best practise to inform clients 2 months prior to expiration so they have time to update their records. All updates will be kept in the child’s file.
Allergies

· To protect the child, information about dietary requirements and food allergies will be filed in the child's records for reference purposes as well as posted in the kitchen and each child’s classroom.   










· For children diagnosed with severe allergies requiring immediate intervention:                                     Parents must provide the necessary treatment/medication to be kept at the daycare; (example epi pen, Benadryl).  Parents will be notified 2 months before their child’s medication/epi pen expires.  Parents are responsible to provide new medicine/epi pen to replace the expired one.   Once the medication/epi pen expires, children will not be allowed back into the program until their medication has been replaced.  Parents and a physician are required to fill out an Emergency Response Plan stating the steps that staff are required to follow in the event of an emergency.  This plan will be kept in the child’s file, posted in the classroom as well as with the medication or epi pen. All epi pens will be kept with one of the classroom RECE teachers in a fanny pack whenever the child or group leaves the classroom (goes to the playground, multi-purpose room, and field trip).
· The child will not be admitted into the centre without the necessary medicine/epi pen. 
Illness 
Health checks are completed on each child daily.  This allows us to monitor for any illness or possible communicable diseases.  If a child becomes ill during the day, they will be separated from the other children, in a supervised area, and parents will be contacted to pick up their child.  All efforts will be given to make the child as comfortable as possible until parents arrive.  Please remember we are not able to give any over the counter medications without a doctor’s note. Children should not return to the centre until they are symptom free for 24 hours, and are able to participate in all aspects of our program. Parents may be asked for a doctor’s note to confirm their child’s health.
Children may be sent home if they show any of the following signs;                                                                                                                 

· Acute cold (swelling of nasal membranes, followed by a discharge which is watery or becomes thick and green, coughing)

· Discharge from eyes or ears 

· Fever (temperature which is or has been above 38 degrees Celsius).  If the fever is low grade (38 Celsius) and the child is showing other signs of illness.
· diarrhea (twice in one day, or once in the event of an outbreak)

·  vomiting 

· unexplained rash or skin condition

· swollen neck glands 

· head lice and nits

· Communicable disease

· extreme cough (frequent bouts)

If any of these symptoms are noticed by a staff member at arrival time, parents will be asked to take their child home

Preschool Canada will refer to the local health department for exclusion periods in the event a child has a communicable disease.  Parents are asked to please inform the centre if their child contacts a communicable disease or contagious illness.  Steps will be taken at the centre to increase our disinfection protocol as well as our daily observations of all children’s health. 

Although we do our best to clean and disinfect on a daily basis, there are times in group care where outbreaks occur.  In the event that an outbreak happens at the centre, the local health department is contacted and will advise on any precautions or protocol that needs to take place.  Parents are then required to follow these precautions, as well as illness policies will be changed for the duration of the outbreak (IE- 1 bout of diarrhea and child will be sent home.

Illnesses, communicable diseases and outbreaks will post according to the guidelines set forth by the local Public Health dept.

Administration of Medications
The centre will administer both prescription and non-prescription medications to children, in accordance with Provincial Legislation. This requires that parents provide:

· Written authorization, including the dosage of the drug and the times it is to be given (or symptoms that indicate a child needs medication) ; and

· Medication is in the original container, clearly labelled with the child's name, the name of the drug, the dosage, the date of purchase, and instructions for storage and administration of the drug.

All parents must adhere to the following policies before the staff at the centre will be allowed to administer medication to children:

· The centre’s Director is responsible for all aspects of medication administration; 

· The centre’s Director and one other designated person are responsible for the daily administration of medications, in accordance to the instructions on the label of medication and written parental authorization.  In the absence of one of these individuals, the Acting Director/Designate will perform this duty. Any staff member, student, or volunteer bringing any medication into the centre must lock the medication in an area assigned by the Director;  (kitchen in locked boxed that says medication)

· Authorized staff will administer medication prescribed by a physician; 

· Non-prescription medication will be given to children only if accompanied by a doctor's note; otherwise, parents may wish to visit the Centre and administer the medication themselves.  Non-prescription medication will not be stored at any time without a doctor's note; and

· All medication must be in its original container and clearly labeled with the child's correct name, medication name, dosage, and date of purchase. All medications are to be given to a staff member for proper storage away from the children (medicine cupboard in locked boxed that says medication or in the locked box in the refrigerator).  The exception being asthma or emergency allergy medication.  This needs to be kept close to the child.

· It is the responsibility of parents to pick up the medication at the end of the day by asking a staff member to retrieve it from the storage container.

· All administration of medication will be documented on the Medication form and kept in the child’s file.  

· After an epipen has been administered the child will be sent to the hospital by ambulance and a serious occurrence will be filed with the Ministry of Education and the owner of the centre will be notified.

· Should there be an error in the administration of medication and a “double dose” has been administered, 911 will be called and a serious occurrence will be submitted to the Ministry of Education and the owner will be notified.

· Should a dose of medication be missed the medication will NOT be administered until the next scheduled dose.

· Children that become sick during the day while attending the centre will be isolated from other children.  The child will be isolated in the same room if possible as their class.  If not possible then he/she will be moved to the staff room or the hallway outside the director’s office.  The child will not be left on their own at any time.  Any material the child uses (toys, bed etc.) will be disinfected once they have left the centre.

· If a number of children and staff show the same symptoms of an illness, they will all be placed in a separate location away from the regular group.  Staff and children will be sent home and the centre will monitor the illness within the centre.  A YELLOW ALERT message will be posted in the front hallway of the centre notifying every one of the illness.  All materials used by the sick children and staff will be disinfected once they have left the centre.

· Sick children and staff may return to the centre when they have been symptom free for 24 hours – WITHOUT MEDICATION – and when they are able to participate in all activities.  If parents or staff are unclear if a child may return to the program the final decision will be made by the director.  If the person has had a communicable disease they may need a doctor’s note before returning. (If the disease is common and we have information concerning the disease that states the incubation period, the parents may bring the child back to the centre once that amount of time has passed). If the child/staff member returns to the centre after the required amount of time off but still has symptoms of the disease, the Director may require the child/staff member to be taken to a doctor for a certificate of health before being allowed back into the centre.

· All medications will be stored in locked boxes kept out of reach of the children.  Medications that need to be refrigerated are kept in a locked box in the kitchen.  Puffers may be kept in the classroom cupboard up high, out of reach of the child and a safety lock must be on the door of the cupboard.  

· Epi pens will be carried by the staff in the room via a fanny pack.  The fanny pack will also contain a copy of the child’s emergency plan.  This ensures epi pens are always accessible as needed. 

Reporting communicable diseases and suspected outbreaks to Peel Public Health:  

An outbreak is defined as: A greater than expected number of children and/or staff have similar symptoms (fever, diarrhea, vomiting, rash, respiratory symptoms) and are ill or absent due to illness in a given period of time.

Staff will refer to KEEPING ON TRACK information as to whether the illness needs to be reported to Public Health and what symptoms to look for.                                                                                   A letter will be sent home to parents informing them of the outbreak.  The letter will include any symptoms of the illness and steps the parents need to take (see your doctor, report illness to the centre, when the child may return to the centre etc.).                                                                                 Parents will be notified when they pick their children up at the end of the day.                                                                                 A YELLOW ALERT sign will be posted at the front entrance of the centre.                                                                    The director will call our public health inspector to ask for advice and recommendations.                                                   If Public Health declares we are experiencing an outbreak then we will call 905-799-7700 to report.                                                                                                                                                         Public Health will declare when the outbreak is over and the centre may resume regular activities.                                                                                                                                                                       During an outbreak there will be no sensory play and everyone in the centre will wash their hands more frequently than normal.     







    Toys and equipment will be washed and disinfected every other day instead of once a week or as needed or required by Public Health.   




                           Door knobs and all other high-touch surfaces will be disinfected daily.                                                                                                                                  Cleaning and disinfecting will be done only with bleach and water in the case of an outbreak.                                                                                                                                                                                                  All Public Health instructions will be followed.     
COMMUNICATIN PLAN                                                                                                                                                         THIS TEMPLATE WILL BE USED IN ORDER TO INFORM PARENTS OF AN OUTBREAK AT THE CENTRE
Date
Dear Parents and Guardians,

      This letter is to inform you that we currently have an above average number of children and staff suffering from the same illness.   The illness has been suspected as being ________________________. If your child comes down any of the following symptoms: _____________________________________ ________________________________________________________________________________________________________________________________________________________________________ please contact your doctor’s office.  Parents are also asked to contact the centre and let us know of your child’s illness so we may keep track of the situation.  




                      Children may return to school when instructed by their doctor, when they are symptom free for 24 hours without medication and when they are able to fully participate in all activities at the centre. 

During an outbreak the centre will suspend all sensory play (water table), we will wash our hands much more frequently, the centre equipment and high-touch-surface areas will be disinfected daily and as needed.  

A note will be posted at the front entrance of the centre when the outbreak has pasted and routines have returned to normal.  
If you have any questions or concerns please speak to your child’s teacher, the director or your family doctor.

Please note that Dino & Kidz is working closely with our Public Health Inspector to return the centre to its normal, healthy state. 

Thank you for keeping sick children at home and for helping us provide the best care possible for your child and all the children at Preschool Canada!

Sincerely,

[image: image16.emf]

Approved person to administer medication at this centre is:

Backup person to administer medication is:
Medication lock box [image: image3.png]



Medication lock box
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Preschool Canada Medication Administration Form
Child’s Name: 
___________________________________________________________
Name of Drug:
______________________ Dosage: _____________________________
Start Date (at centre):  ______/_______/______   Prescription #:______________________
Stop Date (at centre):  ______/_______/______ Expiry Date: ________________________
Times of Doses:  

AM:
______________    
________________  
PM:
______________     ________________
Special Instructions or possible Side Effects:

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________
​​​​​​​​​​​​​​___________________________________________________________________________
Storage:
Room Temperature? 
YES
      NO


Refrigerated?

YES
      NO
	Date:

Month/Day/Year

(include all days from start to finish even if the child isn’t in attendance)
	Time of Dose:
	Amount

Given:
	Staff Name:

(Printed)
	Staff Signature:
	Comments:  IE- why medication wasn’t given at correct time or not at all, child not in attendance and why, etc)
	Whiteness Signature

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


2.6
Anaphylaxis
Anaphylaxis is a serious allergic reaction and can be life-threatening.  Severe allergic reactions occur when the body’s immune system reacts to a certain allergen or irritant.   When a reaction is triggered, the symptoms of anaphylactic shock may develop quickly.  A person can become faint, weak, anxious, distressed and flushed in the face, and develop a rapid heartbeat.  The skin may become red and itchy (rash or hives), the eyes, face, lips, tongue and throat may swell.  They my have difficulty breathing.  Cramps, diarrhea, vomiting and a sense of doom may also occur.

Mild reaction –symptoms may not appear for several hours.

Severe reaction-complete loss of cardiovascular tone and can cause death.

Below is a list of most common causes of life-threatening allergies. (This is not a complete list of all causes, as every allergy is different)

Common Causes

Foods - Peanuts, tree nuts, sesame, soy, some kinds of fruit, fish, seafood, wheat, milk and egg.

Drugs - Especially Penicillin

Latex - Mainly in rubber latex gloves, balloons and some band aids. 

Fruit - Bananas, avocados, kiwi fruit figs, strawberries, even potatoes and tomatoes. 

Insect Stings - Yellow jackets, hornets, wasps and bees.

Symptoms  

Itchy nettle rash (hives) 

Faintness and unconsciousness due to very low blood pressure. Unlike an ordinary faint, it does not improve on lying 

Vomiting or diarrhea, cramping stomach pains

Swelling in the eyes, face, lips, tongue and throat

Difficulty breathing

A tingling feeling in the lips or mouth if the cause was a food such as nuts 

Death due to obstruction to breathing or extreme low blood pressure (anaphylactic shock) 

Communication Plan

It is the responsibility of the anaphylactic/potentially anaphylactic child's parents to inform the daycare of their child's allergy. 

Parents are required to fill out a CHILDS EMERGENCY ACTION PLAN (Form 1E) with their physician. This plan have a picture of the child and will be kept with the child’s medication/epi pen which one of the RECEs in the class will wear in a fanny pack, will be posted in each classroom, as well as the office and kitchen, and in the child’s locked file.

All staff members, students and volunteers, must sign a yearly anaphylaxis policy review (Form 1G) AND an individual anaphylaxis emergency action plan (Form 1F) for each anaphylactic child. 

Allergy lists, containing all known allergies of children and staff, will be posted in every room, office and kitchen

Strategy to Reduce Risk of Exposure                                                                                                                The significant allergies are to peanuts and nuts. We appeal to everyone to keep peanut butter (in particular) and other peanut/nut products out of Dino & Kidz. This strategy and information will be constantly monitored and updated as necessary, depending on the life threatening allergies of the children enrolled in our care.
Note -Anaphylaxis can be triggered by minute amounts of allergen.  Food anaphylactic children must be encouraged to follow certain guidelines. 
No outside food will be allowed in the centre unless it is for a special occasion (birthday) and the food must be clearly labelled as NUT FREE.  Only food purchased from a grocery/food store that is packed NUT FREE will be allowed to be served to the children.  Unfortunately we are unable to serve any homemade foods at the centre as we cannot guarantee the safety of foods prepared in an unlicensed kitchen. 

Parents should try new foods with their child at home first

Children will wash hands before and after eating. 

We will not share food, utensils or containers 

We will place food on a plate, napkin or paper towel rather than in direct contact with table. 

Outdoors - remove garbage from playgrounds, destroy nests of stinging insects. 

Avoid buying food in bulk barns, due to risk of cross contamination. 

Check food labels for peanut free foods, avoid any that say "may contain" nuts

Be aware of ingredients in craft supplies.

Availability and Location of EpiPens 
Epipens will be labelled with the child’s name and dose.  

Epipens and the child’s individual emergency action plan (Form 1F) will be carried by the child’s teacher at all times the child is in the program.  Teachers will carry epipens and Form 1F in a fanny pack around their waist.

It cannot be assumed that the child/adult will be able to self-administer their auto-injector or EpiPen, when they are having a reaction. 

Children who are no longer allergic or no longer require an EpiPen must present a letter of explanation from their allergist or doctor.

Epipens will always be taken on field trips. The Director or her designate will carry a cell phone on all school outings. It is preferred that parents of all children with special medical concerns go on trips. 

Epipens will be kept on site (or with the adult attending the child) at all times and will be routinely checked to ensure they have not expired.

Treatment Protocol

To manage an emergency, the child’s Individual Emergency Action Plan (Form 1E) will be followed. 

One person stays with the injured individual at all times, putting the child in the recovery position to avoid him/her choking or inhaling vomit. 

One person calls for help 

Administer EpiPen at the first sign of reaction, however slight (e.g. itching or swelling of the lip/mouth in food allergic children). There are no contraindications to the use of EpiPen for a potentially allergic reaction. Note time of administration. 

Call 911 (Priority call) and, regardless of the degree of reaction or response to EpiPen, transfer the child to an Emergency room. Symptom may occur up to 8 hours after exposure to allergen. One calm and familiar person must stay with the child until a parent or guardian arrives. 

Contact the child's parents, centres owners and report this to CCLS as a Serious Occurrence.

Note - Adults must be encouraged to listen to the concerns of the anaphylactic child. The child usually knows when s/he is having a reaction, even before signs manifest. 

Staff Training 

Annual training for all staff, students and volunteers.  EpiPen training will be given to staff/student/volunteers prior to working/providing care at the centre.  Epi-pen training will be conducted yearly for all staff/student/volunteers.

The centre’s anaphylaxis policy will be reviewed with (and signed off by) all staff/students/volunteers prior to working/providing care in the program and at least annually thereafter.

All staff, students and volunteers will receive training from a physician, parent, training video or other qualified individual on the procedures to be followed for each child that has an  anaphylactic reaction (they will also be trained on completing and submitting required documentation)

The child’s individual plan, which includes emergency procedures, is reviewed by all employees/students/volunteers before working/providing care, as well as when any changes are made to the plan; and at least annually thereafter. (sign offs are documented)

Director and designate director will check periodically throughout the day to ensure epi-pens are being worn in a fanny pack by prospective staff.  If staff are seen not wearing epi-pen, we will follow the procedure for policy contravention and create action plan for how we will ensure staff will always wear the epi pen.  When a new child starts with an anaphylactic allergy, the child will be added to the allergy list, all staff will sign off on emergency plan and emergency plan will posted with child’s photo in each room before the child can begin. 

CHILD EMERGENCY ACTION PLAN

ACTION PLAN FOR SPECIAL MEDICAL SITUATIONS (Form 1E)

My child: ______________________________________________________ has an allergy or special medical condition.   The condition is as follows: ______________________________________________ 

_____________________________________________________________________________________

Symptoms of my child’s attacks:  ___________________________________________________________

____________________________________________________________________________________________________________________________________________________________________________

Specific Instructions to be followed if my child needs help due to their medical condition: ______________ 

______________________________________________________________________________________

______________________________________________________________________________________

In the event of an emergency please contact the following people:  Please circle what order you would like the people listed to be contacted (example:  mom contacted 1st, 911 contacted 2nd etc).

Call 911 - 1st,   2nd,  3rd.

Call Doctors office:  Phone #________________________  Doctors Name:  ________________________

Call Doctor – 1st, 2nd, 3rd
Call Parents:  Mom Phone #:  ______________________________________________________________

                       Dad Phone #:  _______________________________________________________________

Call Parents:  1st, 2nd, 3rd 

I hereby give permission for a qualified staff member at Preschool Canada to transport my child by ambulance, taxi or any other vehicle available to a hospital for treatment.  In the event that I cannot be contacted, I further consent to the medical, surgical, and hospital care treatment and procedures to be performed for my child by a licensed physician or hospital when deemed immediately necessary or advisable by the physician to safeguard my child's health.

I agree to pay all costs of transportation and medical treatments as deemed necessary by the hospital or licensed physician attending to my child.

Physician's address: _____________________________________________

Preferred hospital: _________________________________________________________________

Hospital address: _________________________________________________________________

Clinic or Hospital phone number: _____________________________________________________

Ontario Health Insurance Number:  ___________________________________ Initials:  ______________

Allergies: _________________________________________________________________

Father's name: _______________________________ Father's signature: ___________________________ 

Mother's name: ______________________________ Mother's signature: ___________________________

Date:_____________________________ 

EPIPEN STORAGE
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EPIPEN STORAGE
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THIS IS A 

“NUT AWARE” CENTRE
SIGN OFF FOR THE ADMINISTRATION OF EMERGENCY MEDICATION
Sign off for each medication given to child.

	Child’s Name
	

	Date and Time Administered
	

	Name of Medication/Dose Given
	

	Symptoms 
	


Staff Name Printed







Staff Signature

	Child’s Name
	

	Date and Time Administered
	

	Name of Medication/Dose Given
	

	Symptoms 
	


Staff Name Printed







Staff Signature 

**After administration of medication, child must go to hospital immediately. **

COMMUNICATION PLAN

Date:

Dear Parent/Guardian:

Within our centre there are several children who have a potentially life-threatening allergy (anaphylaxis) to foods, predominantly to peanuts and nuts. 

We feel that the best way to reduce the risk of accidental exposure to these children is to ask for the cooperation of the parents/guardians within our centre.

Please avoid sending in peanut butter or products with peanuts or nuts listed in the ingredients. All parents are asked to advise the centre, in advance, of sending in food to celebrate a child’s birthday or other special occasion.  

We have attached our centre’s anaphylaxis policy to the parent handbook which will help us provide an “allergy-safe” environment for children at risk of anaphylaxis. Please read the policy carefully. 

If you have any questions, please feel free to contact me. Your cooperation and understanding in this matter is greatly appreciated. 

Yours truly,

 Director’s Name                                   

Director

INDIVIDUAL ANAPHYLAXIS EMERGENCY PLAN REVIEW (Form 1F)
I have reviewed the individual Anaphylaxis Emergency Plan for _____________________ (child’s name) and have been provided with training on the procedures to be followed in the event of this child having an anaphylactic reaction, including the administration of epinephrine. 

	Name (Please print)
	Signature
	Date
	Training provided by

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


2.7
INDIVIDUALIZED SUPPORT PLANS AND INCLUSIVE PROGRAMMING

All children and families are welcome at Preschool Canada.  Our goal is to have all children feel welcome, and participate in all aspects of our program. For some children, this may mean creating an Individualized Support Plan that will allow special needs children to reach their full potential, while in our care. We will work with the children and families, Resource Consultants, health professionals and other individuals to create an Individualized Support Plan.  Individual Support Plans will be updated or adjusted regularly based on observations of how the child’s abilities or needs have changed.  
This plan will include;

· A description of how Preschool Canada will support the individual child to function and participate while in our care

· Any supporting aids or modifications that are necessary to the physical, social or learning environments that will allow the individual child to be a successful and a full participant in all aspects of our program

· Any instructions teachers may need in using or implementing the aids or modifications needed.  This will also include the individual child’s use of or interaction with the aids or modified environment.

· All individuals (including the parents), who are involved with creating the Individualized Program Plan are listed on the document.

Through observations, pedagogical documentation and information on all Individual Support Plans, our staff will create a stimulating, age appropriate environment for all children in our care.

Individual Program Plans

Individual Program Plans will be created by our resource consultant.  At Preschool Canada Brampton, our resource consultant is from Peel Children’s Centre and part of the PIRS program.  The process for creating an IPP is as follows:

1. RC gets written consent from parent to observe a child

2. RC observes child for 6 weeks

3. RC uses child’s strengths to create IPP which has child specific goals to work on.   Parent, staff and RC are involved in the creation of the IPP

4. Parent and staff receives a copy of IPP and signs off on it

5. IPP is available in the child’s classroom 

6. Staff work on the goals in the IPP with the children along with the RC

7. IPP is reviewed at 3 months and updated at 6 months.  If IPP is changed, updates are made to the IPP in the classroom.

Staff in the child’s room and supervisor read and sign off on the child’s IPP before it is implemented. If any changes are made to the IPP staff and supervisor will resign IPP. 

IPP’s are to be worked on, on an ongoing basis. Evidence is documented in the IPP itself. 

1 staff in each room will be assigned to each individual child’s IPP and will be responsible for documentation.  All staff in the room need to be aware of IPP and this is evident through their sign off.  A sign off sheet is added to the front of the child’s IPP. 

Parents are aware that all staff have read their child’s IPP.  This is communicated verbally to parents. 

I have read and understand the Individual Program Plan for:_________________________________

	Staff Name:


	Staff Signature:
	Date:
	Resource consultant Signature
	Supervisor Signature/Reviewed with

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


2.8
Smoke Free Premises
NO SMOKING POLICY

Smoking inside Preschool Canada is prohibited

Smoking is not permitted within 9 metres of Preschool Canada
Smoking is not permitted within 9 metres of the Preschool Canada playground

No Smoking signs are posted at the entrance of Preschool Canada, and in all washrooms.
NO SMOKING[image: image7.emf]


IS PERMITTED WITHIN 9 METERS OF 

Building or Playground
2.9   Sanitary Practises
*** The Public Health Inspector will advise you of all requirements under the appropriate legislation & regulations that affect your operation.  You MUST be in full compliance at all times. ***

If any policies need to be changed to be in compliance in your area please contact the OWNER of the centre immediately and it will be changed in the policies

2.9.1
HAND WASHING
· Single use disposable paper towels are to be used.

· A pump - style soap dispenser must be used with liquid soap.

· Children and staff must wash their hands after toileting/diapering routines and before and after preparing or eating food.  In addition, it is recommended that health unit guidelines for hand washing be followed whenever possible.  Hand washing posters are mounted in each bathroom.

· The proper way for children to wash hands is as follows: wet hands, pump the liquid soap, wash hands while singing “wash, wash, wash your hands, play this handy game, scrub and scrub and scrub and scrub germs go down the drain” - sing twice, dry hands on clean disposable paper towel then turn off taps using a clean paper towel..

2.9.2
EQUIPMENT and FURNISHINGS

· The floor must be kept clean and damp mopped a minimum of once a day with 1 part bleach mixed with 100 parts water.  

· Eating surfaces are to be sanitized before and after each use. See Sanitizing Procedure 2.9.3 for directions.  
· Toys and equipment are to be sanitized as follows:

· For Infants: daily or as they are “mouthed” 
· For Toddlers: weekly or as they are “mouthed”

· For Pre-schoolers and School Aged Children: at least once weekly or as they become soiled 

· For all age groups: when there is a child at the centre who has a communicable disease all equipment must be sanitized immediately

· Water in water tables must be changed at the end of each day. Children must wash their hands before and after playing in the water. Water table must be disinfected after each use using 1:100 dilution of bleach and water.  Water play will be suspended if there is an illness outbreak within the centre.
· Eating surfaces are to be sanitized before and after each use.
· Tables must be cleaned with soap and water prior to sanitizing with bleach and   water.

· All parents will supply a blanket- this blanket will stay on the child’s bed all week and will be sent home every Friday to be washed and returned on Monday. Blankets MUST be labelled with the child’s name. 
· Cots are wiped down weekly with 1 part bleach and 10 parts water

· Bed sheets will be washed weekly or as needed.

2.9.3
SANITIZING PROCEDURE

· 1:100 dilution of bleach and water is used for cleaning

· 1:10 dilution of bleach and water is used in bathroom, kitchen and bodily fluids
· Prepare the solution daily
· Label the container with the name and strength of the solution

· Keep solution in a closed container

· Store solution in a locked, high cupboard which is not accessible to children

Sanitize surface or object by either:

· Using a spray bottle filled with the sanitizing solution

· Using a disposable paper towel soaked in the sanitizing solution

· Immersing the object in a container filled with the sanitizing solution

Leave the sanitizing solution in contact with the surface or object for at least 30 seconds in order for it to be effective

Rinsing is necessary if you are using a 1 to 10 solution, it is not necessary if you are using a 1 to 100 solution

Discard all contaminated clean-up materials in garbage bag

Dispose of contaminated sanitizing solution into the drainage system after each use

Toys can also be washed and sanitized in the kitchen dishwasher once a week.
All sanitizing solutions are clearly marked as such and that they are always kept out of reach of children.  All sanitizers are locked in cupboards.

2.9.4
ANIMALS

No pets are allowed on the premises.
2.9.5 FOOD HANDLING AND SANITATION

· Cook, staff and children MUST wash their hands upon entering the kitchen
· Children are not allowed in the kitchen unless accompanied by their teacher for a special activity.  Children will only be allowed in the kitchen (with their teacher) in the afternoons once lunch has been cleaned up.  Children will only be allowed in the kitchen in small groups (1-4 preschoolers, 1-2 toddlers).
· Separate tongs and utensils will be used for each different food type/serving dish 

· Food separation-different food/flavours must be served on different plates (i.e.-turkey sandwich and a tuna sandwich can NOT be served on the same plate)

· Hot food will be served at the proper serving temperature. Temperatures will be taken and recorded before hot foods leave the kitchen.
· Cold foods will be served at the proper serving temperature

· Food being delivered from the kitchen to the classrooms will be transferred on a clear, disinfected food cart. Food will be covered.
2.9.6
Cleaning of Bodily Fluids or Blood

· Treat all blood and bodily fluids as though they were contaminated.

· Have all children step away from area; keep them at a safe distance so they cannot touch the soiled area.

· Put on gloves.

· Place soiled toys or objects (etc.) in a plastic bag, until you are ready to deal with them.

· If something broke (glass or mirror) remove all pieces, throw them in the garbage bin.

· Remove the blood or fluid by washing with soapy water, and then sanitize the area.

· Put disposable towels in plastic bag immediately.

· Sanitize area using a 1 to 10 bleach & water solution.

· Let the bleach & water solution sit for 10 minutes.

· Leave to air dry.

· Clean the infected toys with 1 to 10 bleach & water solution. 

· Throw out anything that cannot be washed.

· Take off gloves and throw them away before doing anything else.
· Wash hands using hot, soapy water.
2.9.7
CLEANING SCHEDULE (CHEAT SHEET)
	ITEM
	FREQUENCY

	All toys
	Infant: Daily
Toddlers 1x weekly

Preschool 1x weekly

	Mouthed toys
	Infants, Toddlers and Preschool as they are mouthed

	Cots
	Weekly

	Tables
	Before and after lunch and snacks

After being soiled

	Linen
	Weekly

	Bibs
	Daily

	Change tables
	After each use

	Potty chairs
	After each use

	Carpets
	Vacuumed daily, steamed monthly


· A dilution of ½ cup bleach and 4 cups water is used for cleaning items in contact with bodily fluid. (1:10)
· A dilution of 1tsp bleach and 4 cups water is used for all other cleaning  (1:100)
2.9.8
                           DIAPERING GUIDELINES

Diaper change areas:

· Diaper Change area must be separate from the food preparation area

· Diaper change area should never be used for any other purposes

· Changing surface should be smooth, non-absorbent and easy to clean and sanitize
Change Pads:

· Change pads must be impermeable and easy to clean and sanitize
· If a common pad is used on the changing surface, it must be cleaned and sanitized after each use.

· Individual change pads must be cleaned and sanitized after each use and returned to the child’s own diaper compartments. Make sure the pad is labeled with the child’s name.

· Change pads should be free of any rips or holes. These will need to be replaced ASAP
Soiled disposable diaper container:

· A non-combustible container with a foot operated tight fitting lid is recommended

· Must be lined in plastic bag - must be emptied, cleaned, and sanitized at least twice a day (Before nap time and at the end of the day).
Never leave a child unattended on the changing surface.

                             Stand up diapering procedures MUST be posted in diapering area

STAND UP DIAPERING PROCEDURE

· Assemble supplies.  Use disposable gloves if changing a diaper containing a bowel movement.

· Remove soiled diaper; fold soiled surface inward and place on disposable pad.  

· Cleanse skin with disposable cloth, moving front to back.  Remove all soil; don’t overlook skin creases.  Petroleum jelly, zinc oxide, and other skin-care products should be used only if parents specifically request them.  Some doctors believe these products may interfere with proper skin cleaning.

· Fasten fresh diaper in place.

·  Place soiled disposable diaper in waste container
· Staff and children must wash their hands thoroughly with soap under running water for at least 30 seconds. Make sure to turn off the taps with clean paper towel.
· Report abnormal skin or stool conditions to parents (rash, unusual fecal consistency, colour, odour, or frequency). Record appropriately.
· Parents are responsible for supplying diapers, wipes and cream for their child.
Remember!!! Anything you touch before you wash your hands should be considered contaminated until cleansed.  Wash hands after toileting and diapering.  Where there are two or more staff members, the person changing diapers must not deal with any food.
Dino & Kidz welcomes cloth diapers -- A diaper bag is required 
DIAPERING PROCEDURE

· Assemble supplies.  Use disposable gloves if changing a diaper containing a bowel movement.

· Wash hands with soap.

· Put on gloves.
· Place child on surface.

· Remove soiled diaper.

· Set aside soiled diaper and clothes (with soiled surface facing inwards).

· Clean the child`s bottom using a damp disposable towel moving from front to back.

· Throw out disposable towel.

· Place the clean diaper under child.

· If skin care products are being used, apply them with an applicator that is already prepared.  These products MUST be signed in by the parent on Form 1J. (Diaper Cream Form).
· Diaper and dress the child.
· Discard solid matter from the diaper into the toilet.

· Fold soiled diaper surface inwards.

· Discard in diaper bin.

· Clean individual change pad and return it to child’s bin if applicable. 
· Clean and sanitize the changing surface.

· Wash your hands. Make sure child washes their hands.
· Record any unusual bowel movements or skin conditions in the child’s record.

Never leave a child alone in the bathroom

Always have one hand on child while being changed!
Cream Permission Form
I give Preschool Canada permission to apply the diaper cream/body cream/lip balm I have provided for my child, ___________________________.

I understand I will be notified by Preschool Canada when more cream is needed.

Parents Signature: _______________________________

Date: _________________________

**Please note that Preschool Canada will not allow any homeopathic creams or creams with nut products in them**

**Please label all creams with your child’s name. Thank you**
**Please be specific on when to apply**

CREAMS TO BE USED

	Name of Cream
	Expiry Date
	Where to apply Cream
	When to apply Cream

I.e. Redness, rash, after each diaper change, etc

	
	
	
	

	
	
	
	

	
	
	
	


DIAPERING LOG
                                               DATE:________________________________

	Name of Child
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BMS = bowel movement soft                          U = Urine

BMH = bowel movement hard                        BM = bowel movement

2.9.9
TOILETING
Procedure:

· Wash your hands before toileting. 

· Wipe the child’s bottom from front to back and teach the child to do the same. This reduces the spread of germs.

· Flush the toilet.

· Clean and sanitize the toilet seat if necessary.  Wash your hands and the child’s hands after toileting. 

· Record all unusual skin conditions and /or bowel movements in the child’s records.

Potty Seats:
In order to reduce this risk, the potty seat frame must be easy to clean and sanitize. 
· To clean potty seat spray 1:10 bleach & water solution, let sit for 30 seconds, rinse seat and wipe with disposable towel.

· Discard towel.

Never leave a toddler alone in the bathroom
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2.10
FIRST AID
· First Aid kits are located in every room’s classroom bag, in office, kitchen and front entrance.
· A First Aid kit must be taken out to the playground when the children are outside.

· A First Aid kit must be taken on all field trips.
· A First Aid Manual is located in the office
· All staff members (this means every person employed in the centre) must have c, CPR and a First Aid Certification (level C).  First Aid and CPR certificates must be acquired before new staff begins their employment at Dino & Kidz.  All staff must renew their certification before their current one expires.  Anyone without a current first aid and CPR certificate will be sent home (without pay) until the required documents are given to the Director of the centre.  Staff members are responsible for the cost of this certification, since it is a Term of their employment with Dino & Kidz.
Please check your first aid kit monthly to ensure it is stocked.

· Disposable, non-porous gloves 

· Adhesive Band-Aids of assorted sizes 

· Sealed packages of alcohol wipes or antiseptic wipes 

· Scissors ,Tweezers 

· Adhesive  tape , I inch wide

· 2 rolls of 1 inch gauze bandage, 1 roll of 2 inch gauze bandage, 1 roll of 4 inch gauze bandage

· 7 sterile gauze pads, 3 inches square
· 1 sterile surgical pad suitable for a pressure dressing, 

· 2 triangle bandages

· 1 splint padding
· Safety pins   

· Pen/pencil and notepad 
· Emergency phone numbers (911 emergency notification, Poison Control Center, etc.) 
FIRST AID KIT HERE

[image: image8.wmf]
FIRST AID KIT HERE

[image: image9.wmf]
2.11
Telephones and Other Means of Communication
Preschool Canada location will have a telephone located in the office and classrooms.  The Director and staff are expected to answer the telephone and respond to inquiries from parents or the public.
When outside of the centre, either on the playground or on a field trip, the Director (or her designate) will have a cell phone for use in emergencies.

Staff members will not use the telephone or their own private cell phones when working, except in case of an emergency.  Please inform friends and family you will not be able to accept calls/text messages on your personal cell phones during work hours.  In case of an emergency have friends/family call the centre and the Director will notify the staff person ASAP.
2.12
Emergency Contact Information
Each classroom will have emergency cards of all children enrolled in the centre.  These emergency cards give parental and emergency contact information, as well as any health information.  They are located in their classroom binder, kitchen, office, and front entrance.  This binder must remain with the group at all times; in classroom, playground and field trips
The following list must be posted in each room near the telephone.
EMERGENCY NUMBERS

	Police

Non-emergency calls
	911

905-453-3311

	Fire 
Non-emergency calls
	911
905-874-2700

	Ambulance
	911

	Sick Kids Hospital
	416-813-1500

	Brampton Civic Hospital
	905-494-2120

	Poison Control
	1-800-268-9017

	Taxi
	A1 Taxi: 905-453-6666
Brampton, Bramalea Kwik Kab:                    905-451-8000

	Ministry of Education
	Colleen Watts, 905-693-6570


2.13
Transportation and Field Trips
· All children attending the field trip must have a signed permission form.

· Children that do not have a signed permission form will be required to stay home for the day.  No refunds will be given.
· All field trips must be approved by the Operator.
· The ratio for field trips is no more than 5 to1. Best Practice is 3 to 1

· Transportation to and from venue must be by certified transportation company with valid insurance. No children may be transported in private vehicles unless their parent is driving.
· Under no circumstances can staff members drive children to the venue
· Always check with the Ministry of Transportation requirements for car seat safety.
PRIOR TO DEPARTURE

· The Owner or Director must be present on all Field Trips.

· All teachers must wear a safety vest.
· Each child must also have the name and phone number of the Director.  This is just in case a child gets separated from the group.
· Count all children. 
· Put their names on class list.
· Assign them a group leader.
· Have them go on the bus and sit with group leader.
· Once all groups have entered bus, do a headcount prior to leaving.
· Bring a cell phone, class list, emergency contact list and a First Aid kit with you. 

· Each staff member should have a small first aid bag with them.
ARRIVAL AT VENUE

· Do roll call. Head counts must be conducted frequently.





· Have each group exit bus with their leader.
· Travel as a group.
· During trip CONSTANTLY do a headcount and BE ALERT!!!!!!!!!!!!!!!

· This is not a day off for staff.   The Staff Members MUST be alert and aware!

RETURNING TO CENTRE

· Take attendance.
· Have each group enter bus with leader.
· Close the bus doors.
· Re-do headcount and roll call.
· Get off bus - enter center.
· Take attendance.
PERMISSION FORM FOR FIELD TRIP

Name of Child:
__________________________________________________________
Date of Excursion:
__________________________Time of Excursion _________________
Place of Excursion:
_________________________________________________________
Cost: $


 (payment must be received with permission form)

I hereby give my child permission to attend ____________. I understand my child will be travelling by __________________.
I wish to be a volunteer for this field trip


YES


NO

Volunteer rate: $             (payment must be received with permission form)

____________________________________       ___________________________________

Parent’s Signature



Parent Name (Print)
)

2.14
Fire Evacuation Procedures  
Procedure: 

The role of all staff will be explained to them and they will have an opportunity to practice their role in evacuation so that they will be prepared should the need arise to evacuate the Preschool Canada Facility.  
Definition:

The fire evacuation policy includes all events that may cause the facility to be dangerous in any way or uninhabitable including fire, flood, toxic fumes or substances, chemical spills etc.

EVACUATION PLAN: Upon discovery of fire:

· Teacher #1: Sound fire alarm; Alert the children and staff of the emergency. Leave building via nearest exit. Call 9-1-1

· Teacher #2: Alert the children to stop what they are doing and instruct them to follow the teacher to the designated exit.

· Teacher #1 will lead the children outside, followed by Teacher #2 who will check the play area for remaining children, pick up the classroom child information binder, first aid bag, and attendance list and close the door behind them.

· The group will proceed to a designated spot a safe distance from the building to check attendance before proceeding to the designated emergency shelter location if required.

· Teachers will lead the children back into the school when the “all clear” is given by the fire department where they will again check attendance.

· Fire drills will be done once a month with each group.

PRESCHOOL CANADA: DESIGNATED EMERGENCY SHELTER:
The Hampton Inn                                                                                                                                  8710 The Gore Rd. Brampton, ON  L6P 1B0                                                                                   905-488-4888

General Manager:  Stephen Borneo 

2.14A Fire Safety Procedures

All employees, students and volunteers will be instructed as to their responsibilities in the event of a fire or emergency evacuation prior to commencing with Preschool Canada.  All staff will review and sign off of the procedures and the Director will go over the procedures to ensure that everyone understands their roles.  

Fire Drills will be conducted on a monthly basis and recorded in the office, each classrooms daily log book as well as the centre daily log book.

All fire equipment will be tested on a monthly basis as well; this will be recorded and kept in the office.  A letter will be kept in the Licensing Binder from the emergency shelter, confirming that the location is available for use during the centre’s operating hours

FIRE EXTINGUISHER PROCEDURES
PULL:

Pull the pin, this unlocks the locking lever

AIM:

Aim low, point the extinguisher nozzle at the base of the fire

SQUEEZE:

Squeeze the lever above the handle

SWEEP: 
Sweep from side to side, aiming at the base of the fire

Fire extinguishers are located at the front entrance of the centre, in the kitchen, in the hallway by Toddler 2 and the Multi-purpose Room.
Staff members will be re-trained annually on the proper procedure to use a fire extinguisher.
2.15 Locked storage
All cabinets containing cleaners must be locked at all times.

All laundry rooms must be locked at all times

All heaters must be locked at all times.

All electrical must be locked at all times.

A sign must be posted on the door stating it must be locked.
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2.16 Temperature in the classrooms
Every operator shall ensure that in each day nursery operated by the operator and in each location where day care is provided by the operator, the temperature is maintained at a level of at least twenty degrees Celsius, (68 degrees Fahrenheit). R.R.O. 1990, Reg. 262, s. 12.
This thermostat must be regulated at a temperature of at least 20C 68F as per legislation S12 of the Ontario Early Years Act.

This thermostat must be regulated at a temperature of at least 20C 68F as per legislation S12 of the Ontario Early Years Act.

2.17 LOCK DOWN POLICY
All staff will be trained on this policy prior to commencing employment with Dino & Kidz and yearly thereafter. The policy form (Form 1J) must be signed yearly.
LOCKDOWN IS CONSIDERED A SERIOUS OCCURANCE.                                                                There are 4 types of lockdown situations:

Environmental Lockdown
· An environmental lockdown occurs when there is a serious threat of tornado, earthquake, etc.
Intruder Lockdown
· An intruder lockdown occurs when an intruder has made its way into our building or is outside on the premises.
Threat lockdown
· A threat lockdown is when a threat has been made towards the centre. Such as bomb, shooting, or any terrorist activity

City wide lockdown

· A city wide lockdown is when there is a heightened alert in the community or city. This will be determined by the police. 

THE FOLLOWING ARE LEVELS OF ALERT:
LEVEL 1: City wide lockdown. The centre itself is not under immediate danger or attack.                                                      
Procedure:                                                                                                                             Contact the owners of the centre                                                                                           Doors remain locked                                                                                                                           Post on Facebook, Contact all parents                                                                                         Outdoor play not permitted                                                                                               Parents may pick up children                                                                                                         Parents are not permitted in centre                                                                                               A staff member will walk each child to the door to give the child to the parent            Staff not permitted to leave premises for breaks                                                                          All meetings, events, and tours are cancelled for the day                                                           Teachers are permitted to pick up any school age children from the bus                                      All staff are asked to be extra vigilant
Director to keep in contact with Police or other authority to listen for updates

LEVEL 2: ENVIRONMENTAL THREAT- tornado, earthquake etc.  
In case of an environmental threat the teachers will gather their children calmly into a corner of their classroom as far away from doors and windows as possible and carry out activities as usual.
Procedure:                                                                                                                                                                      Contact the owners of the centre                                                                                              Doors remain locked                                                                                                                       Post on Facebook, contact all parents                                                                                           Outdoor play not permitted                                                                                                     Parents may pick up children                                                                                                        Parents are permitted in centre                                                                                                         Staff not permitted to leave premises for breaks                                                                    Teachers are permitted to pick up any school age children from the bus                                                       All staff are asked to be extra vigilant
Director to follow weather updates or contact authorities for updates

LEVEL 3: ENVIRONMENTAL DISASTER OCCURING

Procedure:                                                                                                                                         Doors remain locked                                                                                                                                 Post on Facebook, contact all parents                                                                                     Outdoor play not permitted                                                                                                     Parents may NOT pick up children                                                                                          Parents are not permitted in centre                                                                                                          Director will walk each child to the door to give the child to the parent after disaster is over                                                                                                                                               Staff not permitted to leave premises for breaks                                                                                          All meetings, events, and tours are cancelled for the day                                                           Director  will contact school and advise that we will NOT be picking up school age children from the bus .  School Age parents will be contacted as well.                                                                                                          All staff are asked to be extra vigilant    
Teachers will gather their children calmly into a room with the least amount of windows; make sure there is access to a telephone.  It is important that staff remain calm for the safety and well being of the children.  Director will watch weather updates as to when the threat is over.  No one will be allowed to enter or leave the building until further instruction has been given from emergency personnel.
LEVEL 4: DIRECT THREAT MADE TO THE CENTRE (ex: bomb threat, serious threat to harm the children)
Procedure:                                                                                                                                                  Call 911                                                                                                                                               Doors remain locked                                                                                                              Follow all advice given from the police                                                                                         Contact all parents                                                                                                                                  Outdoor play not permitted                                                                                                              Parents may NOT pick up children                                                                                                    Parents are not permitted in centre                                                                                           Director will walk each child to the door to give the child to the parent AFTER threat has been averted                                                                                                                                    Staff not permitted to leave premises for breaks                                                                                          All meetings, events, and tours are cancelled for the day   
Teachers need to have access to a phone at all times                                                     Teachers will contact the school and advise the school that we will NOT be picking up school age children from the bus.  School age parents will be contacted as well.                                                                                                          Children will be kept away from all doors and windows, preferably near an inner wall.

Close blinds on windows, lock all classroom doors.  Cover all remaining windows and doors    
It is important that staff remain calm for the safety and well being of the children.  Staff will provide quiet activities to help keep the children focused, quiet and calm.               All staff are asked to be extra vigilant
LEVEL 5: INTRUDER IS ON THE PREMISES                                                                              Procedure:                                                                                                                                   Call 911   
 Follow all advice given from the police                                                                                                                                                                                                                               Outdoor play not permitted                                                                                                             Parents may NOT pick up children                                                                                                   Parents are not permitted in centre                                                                                                                  Director will walk each child to the door to give the child to the parent after alert is over              Staff not permitted to leave premises                                                                                                             All meetings, events, and tours are cancelled for the day                                                                         Teachers will contact the school and advise the school that we will NOT be picking up school age children from the bus  School age parents will be contacted as well                                                                                                     Person who identifies the direct threat is to yell out “get the red binder”                                                                   All staff are asked to IMMEDIATELY TAKE CHILDREN TO A SAFE PLACE WHILE ONE TEACHER BARACADES THE ENTRANCE INTO THE CLASSROOM 
If intruder is outside the building -- Close blinds on windows, lock all classroom doors.  Cover all remaining windows and doors    

If intruder is inside the building – Lock all classroom doors, and cover any windows showing into classroom.  Leave outside window blinds open for police to see where children are located.
 Contact the owners when able                                                                                                    
In the case of a possible Intruder on the premise Dino & Kidz uses the code phrase “Get the red binder” which will inform all teachers that the Centre is now in “lock down” mode. Teachers must gather their children into a corner of the classroom away from the door. Police and parents will be contacted ASAP.
2.18 FLOOD                                                                                                                                          Please proceed to your emergency shelter if all rooms are affected.  If only one room is wet, then the centre will stay open and we will not use the one room.                                                                       Contact parents                                                                                                                        Report a serious occurrence
2.19 POWER OUTAGE
Decide what services the power outage is affecting (ie: lighting, heating, air conditioning, food prep, running water) Contact the building maintenance to find out how long the power will be out.                                                                                                                          If it is affecting the above mentioned for longer than 3 hours;                                                                                          1. Notify parents that centre is closed and children must be picked up within one hour.                                                                                                                                                             2.  Report as serious occurrence                                                                                                        3.  Post on Facebook  
If it does not affect areas listed above than it is not necessary to close the centre.
If water has been affected and not working during the power outage the taps must be flushed once the water is back on.                                                                                                                    
2.20 SEWAGE BACKUP                                                                                                                                                                                    If there is a major leak or sewage backup and the whole centre is affected then the centre will be closed.                                                                                                                                                       If only one room is affected the centre will remain open but the room with the issue will not be used.                                                                                                                                                              If there is a sewage backup in the kitchen, the centre can remain open but no food may be prepared.  Food will catered or pizza brought in for lunch, snacks.                                Once the room has been cleaned, all materials and toys will need to be disinfected.                   









                                If there is an area disturbance and all bathrooms are affected by a main sewage backup then the centre will be closed.  Parents will be notified that centre is closed and children must be picked up within one hour.                                                                                                                                                             Report as serious occurrence                                                                                                        Post on Facebook                
2.21 NO HEAT










   Depending on the time of year, if it is the summer and the weather is warm the centre will stay open.  During winter the building maintenance will be called.  If there is a problem that can be fixed within the hour (or before the temperature drops below 70 degrees) the centre will stay open.  If the temperature continues to drop and there is no foreseeable solution to the problem the centre will be closed.  Parents will be notified that the centre is closing and the children must be picked up within one hour.  If the children become too cold and have not been picked up, they will be moved to the evacuation shelter and parents will be notified.                                                                             If the problem cannot be fixed before the next day, the centre will remain closed until the problem has been taken care of.                                                                                                         Report as a serious occurrence                                                                                               Post on Facebook        
2.22 NO WATER                                                                                                                                            If there is an interruption to fresh water, the director will purchase bottle water for the centre.  Bottled water will be used for all needs in the centre (drinking, cooking, flushing toilets, washing hands etc.).  The building maintenance will be called and the problem will be looked into.  If there is a main problem and the water will not be turned back on then bottled water will be used.  If the problem will not be fixed before the next day then the centre will be closed until the water is functioning again.                                                                                                                                        Report as a serious occurrence if the centre is closed.                                                                        Post on Facebook                                                                                                 

                                                                                                                                                                                                                                           2.23 CLEANING OF SENSORY & WATER TABLE                                                                                     Water and or wet sensory materials must be changed daily in the sensory bin.  
1.  Empty the water, spray the sensory bin with bleach and water combination (1 to 10    solution mix).                                                                                                                                 2.  Wipe the sensory bin to dry the bleach solution.                                                                         3.  Refill the next day with clean water.                                                                                4.  Toys in the water bin should be left to air dry overnight.     

Wet sensory materials should be changed daily.  Follow the above steps to cleaning the sensory bin.                                                                              

Dry materials in the sensory table do not need to be changed daily.  Add new materials each day (buckets, cars, etc.).   Sand should be changed once a week.                                                                          
2.24  SUPERVISION OF CHILDREN                                                                                          Children must be supervised at all times. Children must never be left alone in any room, or playground.  Children must always be accompanied by a staff member of Preschool Canada; they should never be left alone with a student or volunteer.   All centres have a buzzer system in the centre so staff do not have to leave the classroom in the case of a visitor. If the front door is not visible to the room then a video system must be installed.
2.25 Sleep Policies and Procedures        

In order to ensure the safety of children as they sleep, Preschool Canada will ensure that a 15 minute check is done for all children sleeping.  The staff whom is conducting the check must fill out a form which states the child’s name and the time in which the visual check was performed as well as initialled by the staff whom is conducting the visual checks at that time. Each child will be assigned an individual cot or crib which will be labelled with their name. 

The “Joint Statement on Safe Sleep: Preventing Sudden Infant Deaths in Canada” as issued by the Public Health Agency in Canada recognizes Sudden Infant Death Syndrome (SIDS) and other infant deaths that occur during sleep as major public health concerns.  This is the reason we created this policy to ensure we minimize any risk involved as much as we possibly can.  According to the statement: “SIDS is defined as the sudden death of an infant less than one year of age, which remains unexplained after a thorough case investigation, including the performance of a complete autopsy, an examination of the death scene, and a review of the clinical history.

Preschool Canada will ensure that a child who is younger than 12 months who receives child care at a child care centre it operates or at a premises where it oversees the provision of home child care is placed for sleep in a manner consistent with the recommendations set out in the document entitled “Joint Statement on Safe Sleep: Preventing Sudden Infant Deaths in Canada”, published by the Public Health Agency of Canada, as amended from time to time, unless the child’s physician recommends otherwise in writing. Parents of children younger than 12 months will be advised of the licensee’s obligation under subsection 

Preventing exposure to tobacco smoke, before and after birth also reduces the risk of SIDS. Preschool Canada is a smoke free environment which does not allow smoking within 6 meters of its premises.  
The “Joint Statement on Safe Sleep: Preventing Sudden Infant Deaths in Canada” says that the safest place for an infant to sleep is in a crib, cradle, or bassinet that meets current Canadian regulations.  Preschool Canada cribs meet current Canadian safety regulations.  Children under 12 months will not be given pillows, soft toys or even blankets to sleep with.  They will be dressed according to weather conditions to keep them comfortable while they sleep.  
Visual check will be done by a staff standing right beside the child looking directly at the child in close proximity.  The staff will monitor each child for a minimum of 20 seconds.  The staff will look to check if the child is breathing by viewing their chest and listening for breaths.  The staff will also look to see if there are any obstruction to the child’s breathing (for example a blanket lifted over a child’s face).   

Preschool Canada will also ensure that the sleep room has adequate lighting, such as a night light, which will help the staff see when they are conducting the visual checks. Each child will have their own crib or cot which will be labelled with the child’s name on both sides of the crib or cot.  This will ensure that any new staff entering the classroom are aware of whose bed is whose.

The observance of any significant changes in a child’s sleeping patterns or behaviours during sleep will be communicated to parents and will result in adjustments to the manner in which the child is supervised during sleep.

These changes can include how frequently direct visual checks should be done, and how the checks will be recorded. If any child shows a change in sleep pattern during the visual checks they must be documented in a sleep log and any observations are noted to the parents either via daily log or verbal communication at pick up or immediately over the phone if needed.  

Parents of children will be made aware of Preschool Canada policy regarding sleep arrangements and daily routine checks upon registration.  

Parents will be consulted respecting a child’s sleeping arrangements at the time the child is enrolled and at any other appropriate time, such as at transitions between programs or rooms or upon a parent’s request. 

Staff will be physically active throughout the classroom and sleep room during periods of rest as ensuring sleep checks are done.  When there is 1 staff in the room, that staff is accountable for sleep checks. When there are more than 1 staff in the room, a staff will be appointed to be responsible for sleep checks.  In the infant room, A white board will be posted and updated as a means for staff to know which children are in the sleep room and which are in the playroom.  This board will NOT replace traditional attendance, but will allow for quick glance knowing who is where. 
Sleep Schedule

We offer a 2 hour rest period for all children, as everyone needs to rest to maintain our healthy bodies.  For those who do not sleep, or have outgrown nap, we allow them to rest their bodies quietly on their beds and read books or do quiet small activities.  We do accommodate for those who cannot stay on their bed happily for the 2 hour rest period in the form of a quiet activity they can do.  For infants in our infant program, we make adjustment to their sleep times as per the routine they are accustomed to coming from home.  Parents will advise Preschool Canada of their childs current sleep routine upon registration and Preschool Canada will work with the parents and children to allow flexibility in sleep times and an easy transition from home to daycare. 

	Sleep Log Check 


Date:_________________________________________

*This form is to be used for Toddler and Preschool*

	Child’s Name
	12:15pm
	12:30pm
	12:45pm
	1:00pm
	1:15pm
	1:30pm
	1:45pm

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Sleep Log Check 


Date:_________________________________________

*This form is to be used for Infant*

	Child’s Name
	Time Checked
	Staff Signature

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


                                                                                                                                      Section 3: Nutrition
3.1
Meals                                                                                                                              
It is important for children’s health and well being that all snacks and meals served are of a nutritional value.  When the chef is creating the menu, Canada’s Food Guide and the nutritional requirements need to be used.  The chef should also refer to recommendations set out by their regional health unit as to the requirements of food that is allowed to be served.  When the menu is completed, a certified nutritionist will be hired to review the menu and certify that it is nutritionally appropriate for children.  Canada’s Food Guide should be followed with regards to portion sizes for children.
All menus follow a monthly menu rotation, and are changed twice a year (Spring/Summer and Fall/Winter).  
Menus will be posted on the Parent Information Board, so all families can see what was served each day, if any variations occur to the menu, they also need to be posted to allow families to see any changes that occur.  This allows parents to plan meals at home based on what their child was served throughout the day.

All menus and variations must be retained for at least 30 days after the last day the menu was applicable.
3.2
 Canada’s Food Guide




Children
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By eating the right amount and type of food recommended in Canada's Food Guide, children can get the nutrients they need to grow and thrive. Young children can have small appetites which can sometimes make meal time a challenge. Check out some ideas on how to meet their needs.

Serve small nutritious meals and snacks each day.
Because preschoolers and young children have small stomachs, they need to eat small amounts of food more often throughout the day. One Food Guide Serving from a food group can be divided up into smaller amounts and served throughout the day. For example, half a Food Guide Serving of Meat and Alternatives can be served at two different meals such as one egg at lunch and about 30 g (1 oz.) of chicken for dinner. 

Do not restrict nutritious foods because of their fat content. Offer a variety of foods from the four food groups.
Offer a variety of nutritious foods, including some choices that contain fat such as 2% milk, and avocado.

Satisfy their thirst with water.
Encourage young children to drink water to quench their thirst and replenish body fluids. 

Canada's Food Guide recommends that children and adults choose vegetables and fruit more often than juice. Children also need a total of 500 mL (2 cups) of milk every day to help meet their requirement for vitamin D.

Respect your children's ability to determine how much food to eat.

While parents and caregivers determine the selection of foods offered, young children can determine how much food they need. Throughout the day, children are able to adjust their intake. This explains why some children eat more at one meal than at another.

Be a good role model.
Be a role model for healthy eating; start by having meals together as a family as often as possible. Turn off the TV. Set a good example. If your child sees you eating your vegetables - he/she will be more likely to eat them too!

Be patient.
If an unfamiliar food is rejected the first time, it can be offered again later. The more often children are exposed to a new food the more likely they are to accept it.

Organize fun physical activities.
Young children rely on parents and caregivers to provide opportunities for physical activity. Some ideas include: bicycling, walking, dancing, games of ball or tag in the summer and sledding or building a snowman in the winter. 

Additional Resources:
· [image: image13.png]




 HYPERLINK "http://www.phac-aspc.gc.ca/pau-uap/paguide/child_youth/children/index.html" \o "Canada's Physical Activity Guide for Children" Canada's Physical Activity Guide for Children 

· [image: image14.png]




 HYPERLINK "http://www.phac-aspc.gc.ca/pau-uap/paguide/child_youth/youth/index.html" \o "Canada's Physical Activity Guide for Youth" Canada's Physical Activity Guide for Youth
Section 4: Program Statement Implementation Policy

The Child Care and Early Years Act 2014 and the Minister’s Policy Statement on Programming and Pedagogy states that the document How Does Learning Happen is to be used for the purpose of guiding licensed child care and licensed home child care programs.

Preschool Canada staff will use How Does Learning Happen as a foundation for the programming and daily activities of all children in our care.  Staff must read the document and become familiar with it’s four foundations; 

· Belonging:  Refers to a sense of connectedness to others, an individual’s experiences of being valued, of forming relationships with others and making contributions as part of a group, a community, and the natural world

· Engagement: suggest a state of being involved and focused.  When children are able to explore the world around them with their natural curiosity and exuberance, they are fully engaged.  Through this type of play and inquiry, they develop skills such as problem solving, creative thinking, and innovating, which are essential for learning and success in school and beyond

· Well-Being: addresses the importance of physical and mental health and wellness.  It incorporates capacities such as self-care, sense of self, and self-regulation skills

· Expression or communication (to be heard, as well as to listen) may take many different forms.  Through their bodies, words, and use of materials, children develop capacities for increasingly complex communications.  Opportunities to explore materials support creativity, problem solving, and mathematical behaviours.  Language-rich environments support growing communication skills, which are foundational for literacy.

(Excerpt, page 7-8 of document How Does Learning Happen)

Preschool Canada have created a Program Statement that incorporates all of these foundations in our daily activities and tasks. Staff will implement the Program statement based on child initiated and teacher directed activities.  Children learn best when allowed to explore the world around them.  It is important for staff to do daily observations of the children and their interests, through pedagogical documentation, to ensure that the program enhances the development of all the children. 

All children and their families are to be treated with respect.  Families can play an integral part in developing our program.  They can bring to us knowledge of their children, cultures and beliefs, as well as opportunities in our community.  It is important for the staff of Preschool Canada to make all families feel welcome and supported.

Preschool Canada realizes the importance of positive relationships between staff, families and children.  Staff at Preschool Canada are required to develop positive relationships with all children and families in our care.  Setting this good example will allow children to learn to develop positive relationships of their own.  

At no time will these following Prohibited Practices be tolerated;
(f) corporal punishment of the child; 

(g) physical restraint of the child, such as confining the child to a high chair, car seat, stroller or other device for the purposes of discipline or in lieu of supervision, unless the physical restraint is for the purpose of preventing a child from hurting himself, herself or someone else, and is used only as a last resort and only until the risk of injury is no longer imminent; 

(h) locking the exits of the child care centre or home child care premises for the purpose of confining the child, or confining the child in an area or room without adult supervision, unless such confinement occurs during an emergency and is required as part of the licensee’s emergency management policies and procedures; 

(i) use of harsh or degrading measures or threats or use of derogatory language directed at or used in the presence of a child that would humiliate, shame or frighten the child or undermine his or her self-respect, dignity or self-worth; 

(j) depriving the child of basic needs including food, drink, shelter, sleep, toilet use, clothing or bedding; or 

(f) inflicting any bodily harm on children including making children eat or drink against their will.

These practices will never be tolerated at Preschool Canada.  Any staff member that has committed any of these prohibited practices will be terminated.  This will constitute a Serious Occurrence being filed as well as a report to the College of ECE.

Our Program Statement will be reflected in all of our programs.  Any staff member who fails to follow our Program Statement will work with the Director to assist them in understanding the Program Statement itself as well as how to implement it in the programs.  This may include extra workshops, etc.  The Director will document this and share with the staff member.  This documentation will be kept in the staff file.  After three documentations, the staff member will be terminated.

All new employees, students and volunteers will be required to read and sign off on our Program Statement and Implementation policy before commencing their time at Preschool Canada, then every year there after.  

Current staff will be required to read and sign off on the Program Statement and Implementation policy at the start of implementation and then every year there after.  In the event of any updates to either the Program Statement or Implementation Policy, all staff, students and volunteers will read the changes, discuss them with the Director and sign off on their understanding.

All current and new staff, students and volunteers will undergo an orientation of our Program Statement and How Does Learning Happen annually.  It is important to work as a team to reflect on the implementation of the Program Statement as well as the Program Statement itself.  Through daily observation of the programs and children we will be able to reflect on the practices and strategies used.  Through team and staff meetings we will collaborate to create a positive environment where every child will be able to grow.

Staff will also be required to enhance their knowledge of How Does Learning Happen through ongoing professional development.  This can be incorporated in the professional development hours that are required by all staff.

4.2
Review of Program Statement and Program Statement  

          Implementation Policy by Staff
The Child Care and Early Years Act requires that all child care staff members, students and Volunteers must review the Program Statement and Program Statement Implementation Policy at the commencement of employment, annually thereafter, and any time changes occur.

The Operator/Director must keep a written record of this review.

Section 5:  Outdoor Play

The Child Care and Early Years Act (CCEYA) requires every child that is in care for 6 or more hours per day to be outdoors for at least 2 hours per day, weather permitting, unless a physician or parent of the child advises otherwise in writing.  These instructions need to be kept in the child’s locked file.

It is important for children to have the opportunity to play outdoors, to be active and explore the world around them, with both child initiated and teacher assisted activities.

5.1 Playground Safety

Statement of Playground Safety


· The ratio on the playground is in accordance to the CCEYA 

· Ratios can never be reduced during outdoor play

· Any child in attendance over 30 months of age that is in attendance for 6 hours or more will be provided with at least 2 hours of outdoors play, weather permitting, unless a physician or parent of that child advises otherwise in writing.

· Bring a first aid kit.

· Bring a walkie talkie for emergencies.

· Bring a bag that has the emergency contact list, the attendance list for the day, phone, Epi-pens and any other emergency medications such as Benadryl, inhalers etc.

· Count the children before leaving the building and once you get on the playground, as well as count them when you line up to go inside, as well as once you are back in the building.

· Have 2 teachers do this and verify numbers.

· Follow playground safety policies.

· Staff should be interacting with children outdoor consistently scanning for safety.  Head counts should be done periodically during outdoor time in addition to when entering and exiting the playground. 

· Playground rotation schedule is in effect so as we do not exceed 19 on the preschool side and 18 on the toddler side.  Preschool groups break in groups of 16 and 8 for outdoor play and rotate and toddler classes rotate outdoor time. Current schedules will be posted in the classrooms at all times. 

When you re-enter the centre, 2 teachers take a headcount again to ensure that no child has been left outside.

WALKING TO THE PLAYGROUND in the neighborhood or NATURE WALK

The ratio to go on nature walk is in accordance to the CCEYA – same as it is in the classrooms and on the playground.

All parents will sign a wavier (Form 1K) allowing their child to participate in walks off the property upon enrollment. 

Permission Form (Form 1K)

Outdoor Play and Nature Walks 

This permission form will allow the teachers at our Preschool Canada to take your child to the playground that has been approved by the Ministry of Education. Your child will engage in supervised outdoor play at the playground at the teachers’ discretion. This also includes supervised walks and visits to the park in the neighborhood surrounding our facility. This permission form is valid from the first day your child is enrolled at Preschool Canada until the end of the contracted services. As parent or guardian of (child’s name): _________________________, I give permission to the staff of Preschool Canada to take my child to the playground where they will engage in daily, supervised outdoor play.  My child may accompany the staff to the playground at any time. My child may accompany the staff on walks in the neighborhood surrounding our facility.

​_______________________
Parent’s Printed Name

________________________


________________
Parent’s Signature




Date



WHEN CROSSING AN INTERSECTION WHILE ON A NATURE WALK:                                  One teacher should be at the front of the line.                                                                                                 One teacher should be at the end of the line.                                                                                           One teacher should place themselves as a PATROL until all children and last teacher have safely crossed (this teacher MUST have the vest on).
PRIOR TO LEAVING FOR THE PLAYGROUND:                                                                      Staff will bring a first aid kit and cell phone for emergencies.                                                                            Staff will bring a bag that has the emergency contact list, the attendance list for the day, first aid kit and any Epi-pens (and any other emergency medications).                              Staff will count the children.  2 teachers will do this to verify the count.                                                                                                                           Have one teacher at the front of the line, one teacher in the middle of the group and one teacher at the end.  The teacher in the middle should hold the door for the children entering the centre.

UPON ARRIVAL AT THE PLAYGROUND:                                                                                          Re-count all the children.  Have 2 teachers do this and verify numbers.                                                   All teachers should be set up around the perimeter of the playground (fenced in or not).  All playground equipment should have a sticker that states the ages that it is appropriate for ALWAYS follow this.  The city should also be contacted to verify when the last inspection was completed on the equipment before any child is allowed to use. Always follow playground safety policies.
LEAVING THE PLAYGROUND:                                                                                                               Recount all the children.  Have 2 teachers do this and verify numbers.                                                                                                   Have one teacher at the front of the line, one teacher in the middle of the group and one teacher at the end.  The teacher in the middle should hold the door for the children entering the centre.

WALKING TO AND FROM THE BUS

This is only for centres that offer Before and After School Care. This also applies for any field trips. (Please refer to field trip section 2.13)

PRIOR TO LEAVING FOR THE BUS:

Only a full time regular staff member can accompany children to and from the bus. Supply staff and volunteers are not permitted.                                                                                     

Staff members wear a safety vest.                                                                                          Bring a cell phone for emergencies as well as an attendance list for the Before and After School Bus Program.                                                                                                                   Do a roll call for all children; count the children and mark them on the attendance.                                                                                                       All children are to wait on the sidewalk; NOT on the street.                                                                                                                 Make sure all children get on the bus safely.
TAKING CHILDREN OFF THE BUS:                                                                                               Wear a safety vest.                                                                                                                             Bring a cell phone and attendance list for Before and After School Bus Program.                                                                                                                                 Count all the children and mark them on the attendance.                                                                                                                      Return to the centre.
IF A CHILD IS MISSING AND PARENT HAS NOT CALLED IN THAT THE CHILD IS TO BE ABSENT

If a child is missing, ask the driver if they can look for the child. (they may have fallen asleep)

If a child is missing – let the driver know.  Call the school, tell them who you are and ask them if that child got on the bus.                                                                                                       Call the parents as soon as possible.                                                                                             Call the owners as soon as possible

If we cannot locate the child….                                                                                                    Call the POLICE                                                                                                                                                                        THIS IS A SERIOUS OCCURRENCE.                                                                                          PLEASE FOLLOW ALL SERIOUS OCCURRENCE PROCEDURES

5.2
Playground Inspections

The Child Care and Early Years Act requires by a Directive that all programs which require a playground have the playgrounds inspected in a variety of ways.  These inspections must be recorded and the records must be kept for a minimum of 3 years.

5.2.1
Daily inspections                                                                                                                       Daily inspections must be completed by a designated teacher OR the Director of the centre (preferably before the children go outside to the playground) or upon arrival at the playground.  Daily inspections are completed by 1 of 2 opening staff. As soon as the second staff comes in, one staff may go outside to do the playground check as long as the other staff in within ratio.  If there are too many children for 1 staff to leave to do the inspection, the director or designate will do the inspection before anyone enters the playground for outdoor time.   The following is a check list of what needs to be looked at:
· Gate and fence secured

· Roadway clear of debris

· Garbage and litter removed

· Sand area clear of debris

· Check for hazards such as ropes, loose bolts, rocks, loose cement, etc.

· Check for unsafe build-up of Ice (in winter) and keep children off equipment if necessary

· Check for damage caused by vandalism

· Complete daily log 

5.2.2
Monthly Inspections     

Supervisor or designate will complete monthly inspections.

 Monthly Inspections should include The Daily Inspection List in addition to: 
· Checking all nuts and bolts for sharp points or edges, or tightening them if necessary;     

· All fencing, gates and sand box enclosures should be checked                                                                                                                                            

· Complete monthly log in playground binder

· Monthly inspections will also include looking for seasonal changes and things we need to do to prepare for the upcoming season.  For example, in October, we may add a bin of salt and ensure a shovel is accessible in preparation for winter months. 


5.2.3
Annual Inspections                                                                                                                          The CCEYA requires that where there are play structures which are permanently fixed in the ground or other permanent fixtures, a playground must be inspected annually by a Certified Playground Inspector or by someone having sufficient knowledge and experience to conduct such an inspection.  Please refer to the Child Care and Early Years Licensing Manual for specific details. Where there are no such fixed structures, an annual inspection is still required. Supervisor or designate will complete annual inspections. 
Preschool Canada daily, monthly and annual inspections will comply with the Canadian Standards Association.  The Canadian Standards Association (CSA) is a non-profit, voluntary association engaged in standards development and certification activities. The standard in Ontario for licensed child care centre playgrounds is CAN/CSA Z614-14 - Children’s playspaces and equipment. This standard specifies design and maintenance criteria to reduce the risk of injury.  For more information about the CSA Standard or to obtain a copy, visit the CSA Group website at CSA Group or contact 1-800-463-6727.

PLAYGROUND INSPECTION –DAILY LOG
 
Month of: ____________________________________, 20__________________________

	Item
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	14
	15
	16
	17
	18
	19
	20
	21
	22
	23
	24
	25
	26
	27
	28
	29
	30
	31

	Gate/fence secure – all bolts secure & covered
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Toys  and equipment inspected for breakage or wearing
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Garbage/litter removed
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Sand is loose and clean
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	All areas free of hazards: loose cement, rocks, uneven surfaces, beehives, icicles
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Areas & equipment is free of ice build up
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Damage from vandalism
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Empty any pooling water
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Staff Initials each day
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


PLAYGROUND INSPECTION

MONTHLY LOG

Month:   _________________________________ 20____

	Item
	ISSUE
	PLAN OF ACTION TO REMEDY
	Work Completed staff signature

	Gate/fence secure – all bolts secure & covered
	
	
	

	Garbage/litter removed
	
	
	

	Sand is loose and clean, sandbox cover in good repair
	
	
	

	All areas free of hazards: loose cement, rocks, uneven surfaces 
	
	
	

	Toys and equipment checked for any breakage, sharp edges or needed repairs
	
	
	

	Damage from vandalism
	
	
	

	Check for any additions or changes needed for upcoming season:
	
	
	

	Signature of Staff Member conducting the inspection
	Date Completed


Annual Playground Inspection – JULY     

	Item
	Issue (Yes/No) 
	Plan of Action/Remedy
	Work Completed: Staff Signature 

	Gate/Fence Secure – all bolts secure and covered


	
	
	

	Garbage/Litter Removed


	
	
	

	Sand is Loose and Clean


	
	
	

	All Areas free of Hazards: loose cement rocks, uneven surfaces, beehives, icicles
	
	
	

	Areas & equipment is free of ice build up
	
	
	

	Damage from vandalism


	
	
	

	Roadway clear of debris


	
	
	

	Climber free of obstructions


	
	
	

	Climbers should be checked for damage and wear


	
	
	

	Stairs, ladders and handrails should be checked


	
	
	

	Asphalt in good repair 


	
	
	

	Artificial Turf in good repair


	
	
	

	Wood Chips in good repair


	
	
	


Notes: 

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Overall report:

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Weather Conditions at time of inspection:

____________________________________________________________________________________

Name of person conducting inspection:______________________________

Time of Inspection:_______________________________

Date:____________________________

Signature:________________________

5.2.5
Plan of Action for Repairs

Upon completion of the annual, monthly or seasonal inspections, the operator will determine if any repairs are required to ensure the safety of the children and the integrity of the playground.  A Plan of Action for Repairs will be developed in writing and will be kept in the Playground Binder.  It is the responsibility of the Operator/Director to ensure that all repairs are completed in a timely manner.  Should any part of the playground be deemed unsafe, the children will be kept away from this area until repairs are completed.  If during the daily inspection, any repairs/issues are noticed, the Director needs to be notified immediately and a Plan of Action will be created.

5.2.6
Repair Log

A separate log will be maintained by the Operator/Director to provide the specific details of the repairs completed on the playground.  This will include the date of the repair request, the person or company completing the repair and the date of the completion of the repair.

5.3
Playground Injury Log
Any injuries that occur on the way or at the playground must be acted upon in the same manner as a regular accident/incident. An injury form must be completed following the normal protocol.

The injury must be logged on the Playground Injury Log which is kept in the Playground Binder.

Daycare Playground Injury Log

	#
	Date:

D/M/Y
	Name & Age of Injured Child
	Ratio of Staff to Children
	Location where injury occurred: Be specific
	Describe the incident & detail the injury
	Accident form completed?
	Was this a Serious Occurrence?

	1
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	

	5
	
	
	
	
	
	
	

	6
	
	
	
	
	
	
	

	7
	
	
	
	
	
	
	

	8
	
	
	
	
	
	
	

	9
	
	
	
	
	
	
	

	10
	
	
	
	
	
	
	


5.4
Review of Playground Policy by Staff Members
The Ontario Early Years Act requires that all child care staff members, students and volunteers must review the Playground Policies and Procedures at the commencement of employment and annually thereafter.

The Operator/Director must keep a written record of this review.

Section 6:
Personnel Policies
6.1 STAFF DISCOUNTS FOR CHILDCARE:

Staff members may enrol their children into program for 20% off price.
· Hourly rates MUST be approved by the owners
6.2   KEEPING RECORDS UP TO DATE:

All CPR and First Aid Level C certificates must be kept up to date. New CPR and First Aid Certificates must be received in the office BEFORE the current one expires.  Failure to provide current certificates will lead to staff being unable to work until the paper work is received. 
All College of ECE memberships must be kept current.  It is the responsibility of the employee to make sure this application is completed.                                                                                                                                    All Police checks must be renewed every 5 years, and a defence declaration signed yearly stating that nothing has changed since the original check was done.                                                                      All immunization records must be kept up to date
All updated certificates must be photocopied and kept in each staff’s file.
6.2 Criminal Reference Checks 

 6.2 Vulnerable Sector Checks 

Vulnerable Sector Checks is a precautionary measure designed to ascertain whether individuals providing direct service to children have a criminal history which could potentially be unsuitable for certain positions of trust.
Vulnerable Sector Checks are required from all prospective employees, supply staff, volunteers and students at their own expense, as a condition of employment  at Preschool Canada.

Vulnerable Sector Checks must be no more than 6 months old at the time of acceptance of any offer of employment.  Every year all staff must sign an Offense Declaration stating any criminal convictions for offences that have occurred in the past year.  This must be provided to every employee within 15 days of the anniversary of the expiry of the Vulnerable Sector Check, not the employee’s start date.  New Vulnerable Sector Checks must be completed for all EXISTING employees at their own expense every 5 years or as set forth by their program advisor. Where a person has been accepted for employment, and the criminal reference check is in process, the person will understand that this constitutes a conditional job offer. Preschool Canada maintains the right to terminate employment, if appropriate, once the results have been received. When a person has been accepted for employment, and the Vulnerable Sector Checks is in process, a copy of the receipt provided by the local police services must be handed in to the Director.  At this time, a new employee will not be allowed to be alone with the children, and will need to be supervised by an RECE, Head Teacher and the Director at all times.

Vulnerable Sector Checks provided to Preschool Canada will remain in the staffs file in the office, which will be locked at the end of the night everyday.  It will not be shared with anyone other than the centre supervisor, staff of whom the reference check belongs to and the centre owner.   Should the ministry of education request to see the vulnerable sector screening for any reason, this information can be shared with the program director as each staff signs off on the “ Notice with Respect to the collection of personal information “ sheet as provided by the Ministry.  

PROCEDURE:

A Vulnerable Sector Check  is obtained from your local Police Dept. in your community.  Each person covered by this policy will complete a criminal reference check permission form, including Vulnerable Sector Check that is submitted to the Police Department. Forms can be obtained at the Police Department. This applies to all prospective staff, volunteers, students, supply and relief staff, and owners PRIOR to commencing at Preschool Canada.  The completed Vulnerable Sector Checks will be returned to the Preschool Canada Director.

Every year, within 15 days of the anniversary date of the Vulnerable Sector Checks, the Owner/Director with provide staff with an Offense Declaration.  This will be filled out by the staff, listing any convicted offenses that have occurred within the year.  Failure to provide accurate information is grounds for immediate dismissal as well as legal action.  This form must be returned to the Owner/Director within 24 hours.

NEGATIVE FINDING:

A negative finding is one indicating there are NO STANDING CONVICTIONS.

Make a copy of the Vulnerable Sector Checks and put it in the employee’s locked file.  When using a copy of Vulnerable Sector Check, Director should sign and date that the original copy was provided to them. The term “True Copy of the original police vulnerable sector check” should be written on the photocopied reference check.   As well, if there aren’t any new convictions declared on the Offense Declaration, file the original in the employee’s locked file.

In a case of a negative finding, the staff may begin or continue employment with Preschool Canada.  If the results change to a positive finding (as indicated on the offence declaration), the staff will be required to resubmit a new Vulnerable Sector Screening and protocol will be followed for a positive finding. 

POSITIVE FINDING: 

The Child Care and Early Years Act, 2014 states;

9(1) No individual shall provide child care, operate premises where child care is provided or enter into an agreement described in section 7 (home child care) if:

1.  The individual has been convicted of any of the following offences:

i. An offense under this Act.

ii. An offense under any of the following sections of the Criminal Code of Canada;

A.  Section 151 (sexual interference)

B. Section 163.1 (child pornography)

C. Section 215 (duty of persons to provide necessaries)

D. Section 229 (murder)

E. Section 233 (infanticide)

iii.  Any other federal or provincial offence described by the regulations

2. The individual has been found guilty of professional misconduct under the Early Childhood Educators Act 2007, the Ontario College of Teachers Act, 1996, the Social Work and Social Service Work Act, 1998 or another prescribed Act, and based on that finding,

i. The individual’s membership in the regulatory body established under that Act was revoked and the individual has not been readmitted since that time.

ii. A certificate or documentation issued to the individual under the Act that authorized the individual to practice was revoked and has not been reissued since that time, or

iii. The individual’s authority to practise was restricted in any other way prescribed by the regulations.                        

In the event of a positive result, the employee will be interviewed by the Operator/Director to determine the context and the nature of the offence, and any other circumstances that would assist the owner in making an informed decision about maintaining or terminating an employee.  If the offence is anything listed in this policy under Positive Findings (1 or 2) the employment will be terminated immediately.  If the positive finding is outside of the offences listed above, Preschool Canada may consult with the Ministry of Education in order to further determine the efficacy of employment of that individual. Please make a copy of the Vulnerable Sector Check and put it in the employee’s locked file. When using a copy of Vulnerable Sector Checks, Director should sign and date that the original copy was provided to them. The term “True Copy of the original police vulnerable sector check” should be written on the photocopied reference check.   As well, if there aren’t any new convictions declared on the Offense Declaration, file the original in the employee’s locked file.

 All information is to remain confidential at all times. 

Preschool Canada will use the tracking form for Vulnerable Sector Screening / Offence declaration as provided by the ministry of education.  All employees will be added to the form prior to commencing employment.  The Supervisor will review the tracing form once every month to ensure compliance is met.  This will allow the supervisor to ensure offence declarations are being done on time and staff have notice of when the Vulnerable Sector Screenings are up for renewal. 

A staff may commence employment with Preschool Canada if deemed appropriate by the owner/Director without a criminal reference check if they have provided a receipt that one has been “ordered” but they are waiting to receive it.  This is the only way Preschool Canada will allow someone to work with no Vulnerable Sector Checks.  If this exception is being made the original copy of the receipt must be kept on file and the individual who is awaiting the reference check may not be left alone with any child at any given time until the original vulnerable sector screening is provided to the centre.  

Criminal Reference Declaration Sign Off

I __________________________________, declare that there has been no changes to my vulnerable sector check in the last year.  I agree to renew my criminal reference check within 5 years of the date of my previous one.  Ant false information may result in the immediate termination of my contract with Preschool Canada.  

	Name:
	Date:
	Signature:
	Director Signature:

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


6.4
Supervision for Volunteers and Student Teachers
The Child Care and Early Years Act states that every operator shall ensure that every child who is in attendance in a day nursery or in a private-home day care location is supervised by an adult at all times.

Students and Volunteers are welcome at Preschool Canada Early Learning Centres, after completion of a successful interview and reference checks.  All students and volunteers must provide/complete all necessary documents and paperwork before commencing their time at Preschool Canada.  An orientation will also occur prior to placement.  Volunteers will be placed on a 6 month probation period; evaluations will be conducted regularly and feedback will be given.  Volunteers will also undergo yearly reviews.  

Preschool Canada Early Learning Centres are committed to the safety and well-being of every child in their care. Therefore, direct, unsupervised access of children is not permitted for persons who are not employees of Preschool Canada Early Learning Centres.  Volunteers and Students may not be counted in the staffing ratios.   It is the responsibility of the Director and employees to ensure that students and volunteers are never left alone with children or counted as ratio. Although the RECE in the program is designated to supervise students and volunteers, all employees must work together to orientate and mentor each student and volunteer.  All employees must respect the rights of all students and volunteers, as well as ensuring that the level of supervision is appropriate for the level of training and experience that each student and volunteer possesses.  All students and volunteers are here to learn and it is every staff’s responsibility to make sure that when they leave our centre, that they have come away with valuable information and tools to help further their personal and professional growth.
All Volunteers and Students must be 18 years of age or older and must have a staff file completed before they can assist in the centre.  All volunteers and students are expected to abide by the policy and procedures of Preschool Canada Early Learning Centres.  It is the Director’s responsibility to review all policies and procedures with each Student and Volunteer.  This should include but not be limited to; Behavior Management Policy and monitoring, Fire Safety Plan, Playground Policy; Student and Volunteer Supervision Policy; Confidentiality Policy, Anaphylaxis and Epi-pen training as well as individual Emergency Response Plans.  The policies should be read at the beginning of their time at Preschool Canada Early Learning Centres, at 6 months and then annually thereafter.  Each student and volunteer must meet with the Director to discuss all policies and sign off stating that they have read and understood them.  All new students and volunteers will be given a parent handbook and program statement. 

The Director will review the Behavior Management Policy with all students and volunteers prior to providing care/guidance in the centre, then again after 6 months, and annually thereafter.  Each student and volunteer will be monitored for behavior management practices in the same way that employees are which includes meetings with the Director every 6 months to review monitoring.

Each student and volunteer must provide a criminal reference check with vulnerable sector screening.  The criminal reference check policy does not apply to students placed in the child care program by an educational institution; however criminal reference checks are routinely required by community colleges and universities prior to students beginning a placement in child care.  Best practice is to see the forms completed by the school to make sure a Criminal reference check with vulnerable sector check was completed.
All employees, students and volunteers will review with the Director and sign off on this policy before commencing employment/placement, after the first 6 months and annually thereafter.
Orientation and Expectations of Students and Volunteers

All volunteers and students will be given an orientation before beginning at Preschool Canada Early Learning Centres.  

· Tour of the centre and introduction to all staff

· Emergency evacuation plan will be reviewed and emergency exits will be shown

· Policy and Procedures, as well as Program statement  and Program Statement Implementation Policy will be read, reviewed with Director and signed off

· Anaphylaxis and emergency procedures will be reviewed and discussed

· Health and Safety protocols and training will be provided

· Confidentiality agreement will be discussed and signed

· Will be given a copy of Parent Handbook and Program Statement
· Expectations will be reviewed.  Failure to follow these expectations may be grounds for terminating of placement.

· Must abide by all policies and procedures of Preschool Canada Early Learning Centres

· Must follow the guidelines of the Child Care and Early Years Act

· Be on time each day, if not able to be on time or need to be away, it is expected that the centre will be contacted before your shift 

· Follow centre dress code, as well as come prepared for the weather, to be outside for 2 hours per day with the children

· The following forms must be returned before first day at centre;;

·  Current Criminal Reference Check with Vulnerable Sector Screen

· Updated proof on immunization

· Letter of introduction with picture to post for families

· All completed forms that were provided  from Director

· Any paperwork that is provided to students form your school

6.5
Documentation required on Staff Files
Personnel Files for all staff, student teachers and volunteers must be maintained in a complete and orderly manner.  The Program Advisor for the Ministry of Education may request to verify that all required information is present on these files, so they must be available on site at all times.
6.5.1   Employee List
This is a list with all employee names and information.  This list should be placed at the front of your Policies and Procedures manual in a plastic cover sheet.

This form must always be kept up to date.
6.5.2
Staff File Checklist- the following information must be on file.  Staff files must remain in a locked cabinet in the office.
Staff File Check List
Staff’s name: ______________________________
Start date: ______________________________

Date of Hire: ______________________________
Last Day:    ______________________________

 FORMCHECKBOX 

Employee
 FORMCHECKBOX 

Student Teacher
 FORMCHECKBOX 

Volunteer

 FORMCHECKBOX 

Emergency Information Form

 FORMCHECKBOX 

Copy of Diploma

 FORMCHECKBOX 

CPR Certificate _______, _______, _______, _______

 FORMCHECKBOX 

First Aid Certificate _______, _______, _______, _______

 FORMCHECKBOX 

Criminal Reference Check _______, _______, _______, _______

 FORMCHECKBOX 

RECE College Registration _______, _______, _______, _______

 FORMCHECKBOX 

Record of Immunization TB_______, Tetanus______, MMR______

 FORMCHECKBOX 

Medical Letter_______

 FORMCHECKBOX 

Policies and Procedures Acknowledgement Form

 FORMCHECKBOX 

Behaviour Management

 FORMCHECKBOX 

Playground Annual Record of Review

 FORMCHECKBOX 

Anaphylaxis Annual Records of Review

 FORMCHECKBOX 
        Anaphylaxis Emergency Records of Review 

 FORMCHECKBOX 
        Program Statement Annual Records of Review

 FORMCHECKBOX 

Supervisor Approval (Supervisor only)

 FORMCHECKBOX 

ECE Otherwise Approved (Letter from the Ministry)

 FORMCHECKBOX 

Confidentiality Agreement

 FORMCHECKBOX 

Notice of Respect for Personal Information

 FORMCHECKBOX 

Food Handling Certificate_______, _______, _______, _______

 FORMCHECKBOX 

Worker Health and Safety Awareness 

 FORMCHECKBOX 

Resume

 FORMCHECKBOX 

Signed Offer of Employment

 FORMCHECKBOX 

Information for accountant
.
           6.6 Director Approval and ECE“Otherwise Approved”                                                  
         Director
If you hire a new Director you must immediately complete/submit a request for approval of a Director form online through the Child Care Licensing System.                                                                                                                            This person must have their ECE and be registered with the College of Early Childhood Educators.                                                                                                                  This person must have at least 2 years of relevant work experience in a daycare.

OTHERWISE APPROVED

If you hire someone (or have a staff member) that does not have their ECE and you would like them to have the designation of “Otherwise Approved”, then you must complete a Request for Director’s Approval as “Otherwise Approved” form and submit it through the online Child Care Licensing System to have the individual approved by your Program Advisor. 

The regulation requires one RECE per room/age group (2 if you have a group of 24 preschoolers in a room), and then other staff working in the room do not require approval.                                                                                                                               This person must have their high school diploma.                                                                      This person must have experience working with children.                                                        They cannot count in the ratio as an RECE until you have this person approved. 

  6.7 Staff File Review Form
This form needs to be completed on the Child Care and Licensing System at the time of renewal of Licence.  This form should be printed and kept in the Licensing Binder.  This form should always be up to date.  

Staff File Review Form Staff File Review Form

	Centre Name:
	
	Centre Address:
	


	Staff Name
	Date of Hire (dd/mm/yyyy)
	RECE or      Non-RECE
	College of ECEs registration number* 
	Ministry Director approval on file, if applicable (Y/N)
	Date of Health Assessment (dd/mm/yyyy)
	Dates of Immunizations (e.g. TDP, TB and MMR). For exemptions or where not required by local MOH, mark N/A
	Criminal Reference Check 

(Y/N)
	Date of Behaviour Management Policy Review

(dd/mm/yyyy)
	Date(s) of Behaviour 

Management Monitoring

(dd/mm/yyyy)

* Please list all dates within this licensing period
	Date of Play-

ground Safety Policy Review

(dd/mm/yyyy)
	Date of Student and Volunteer Supervision Policy review

(dd/mm/yyyy)
	Review of individual anaphy-

laxis plans (Y/N)

	Example:

John Doe
	01/10/2011
	RECE
	013456
	N
	15/08/2011
	TDP: 15/08/2011
	Y
	25/08/2011
	02/12/2011

02/04/2012
	25/08/

2011
	25/08/2011
	Y

	
	
	
	
	
	
	TB: N/A
	
	
	
	
	
	

	
	
	
	
	
	
	MMR:

15/08/2011
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	


Name of Person Completing Form: _________________   Signature: ______________________Date: _________________

6.8
Confidentiality
It is important that all staff, students and volunteers of Preschool Canada realize the importance of confidentiality.  No personal information regarding a child should ever be shared with another child’s family or to a third party without the written authorization of the parents.  When talking to another staff member, staff, students and volunteers need to be aware of where they are and if anyone will be able to overhear the conversation.
All staff, students and volunteers will need to sign a confidentiality agreement before commencing at Preschool Canada.

6.9 Professional Development
Preschool Canada believe that we are continually learning!  Everyone needs the opportunity to refresh our knowledge and skills.  We also need the chance to acquire new information, upgrade our skills and keep up to date on licensing standards and requirements. It is important for all Preschool Canada employees to continue to improve themselves professionally.
 Each employee is expected to have a current First Aid CPR level C, complete WHMIS training, Health and Safety Training, as well as Epi-pen training when they start and yearly after that.  They must also complete 10 hours of Professional Development each year.  These workshops are used to refresh and motivate employees on old and new practices, individual reflection on daily practices and pedagogy, learning new skills, stress management, to name a few.  It is also a great time to share ideas with our peers!  
There are many opportunities available for staff to take advantage of;

· Non ECE-programs and government financial assistance (Qualification Upgrade Program) in completing an ECE program either full time, part time, on line or thru an apprenticeship program

· RECE- College of ECE framework-Continuous Professional Learning (CPL).  This program will currently become mandatory as of September 2017.  This program is to help plan, document and reflect on professional learning.  More information is available on the College of ECE website

· Ministry of Education-Early Years Portal (www.earlyyears.edu.gov.on.ca) this is an excellent tool in providing licensing standards regulations and expectations.  There is also self testing to see how well you know these standards and regulations.
· Ministry of Education- How Does Learning Happen (www.edu.gov.on.ca/childcare/pedagogy.html)-This website provides great resources for professional learning.  There are links to videos; Think, Feel, Act; What is the Early Learning Framework? and excerpts from ELECT.  There are section for How Does Learning Happen principles; Observation and Documentation and Learning Environments.
· The Early Childhood Educators Act

· Local Health Units have information regarding licensed Child Care requirements for Health and Safety

· CDRCP in Brampton, offer a variety of workshops that are usually free or low cost for Child Care.  Some online workshops may be available.

Preschool Canada will also be offering quarterly training seminars for all staff.  These seminars will be 1-2 hours in length.  
Written Process for Monitoring Compliance and Contraventions

At Preschool Canada we strive to ensure full compliance with all policies and procedures and individualized plans will always be met.  Full compliance with the policies and procedures and individual plans will be monitored on an ongoing basis, recorded and addressed accordingly.  

Directors and Head Teachers will consistently monitor staff in classroom for compliance.  Staff will be reviewed on a semi-annual basis (3 months after hire, and every 6 months consecutively thereafter).  Directors will utilize the licensing manual to help guide them in the assessment of staff following compliance.  Form 1 will be used for immediate address of compliance and contravention, Form 2 will be used for semi-annual review of all policies compliance and contravention. Form 1 will be used along with form 2 for any contraventions noted to outline action plans and monitoring. The supervisor of the center will conduct these reviews.

At preschool Canada, an annual staff review does not mean that if a director or head teacher of a co-worker notices a staff not adhering to policies of compliances’ the we will wait until the annual review to raise concerns.  Non compliances or contraventions will be addressed with staff immediately.  They will be recorded on the attached documentation page and discussed with the staff. 

Any contravention of the policies, procedures and individual plans will be monitored on an ongoing basis and recorded.  Each case of contravention will be addressed differently according to the nature of the contravention.  Staff verbal warnings, written warnings, reporting contraventions to the program advisor are all possibilities dependent upon the contravention.   Staff will consult with director on how to handle contraventions.  If the director needs further guidance they will consult with the centre owners when needed.  Further, when deemed necessary, director or owners will consult with ministry advisor dependent upon contravention.  Written records of all contraventions will be kept in staff files, and will be signed and dated by staff and director. These records will be retained for 3 years from date of creation. 

(Form 1)

Staff Name:______________________________

Date:___________________________________

Staff Signature:___________________________

Director Signature:________________________

Contravention Observed:

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Intervention/Action Plan for Improvement:

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Monitoring of Action Plan Follow Through: (Observations of staff following through with action plan to improve/eliminate contravention)

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Compliance Observed:

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

(Form 2) Semi Annual Staff Review ( to be completed every 6 months)

Name:_________________

Date: _________________

Reviewed With:_________

	Policy:
	Compliance Observed:
	Contravention Observed:

	Playground Safety Policy
	
	

	Anaphylactic Policy
	
	

	Sanitary Practices Policy
	
	

	Sleep Supervision  Policy
	
	

	Serious Occurrence Policy
	
	

	Medication Policy
	
	

	Supervision of Students and Volunteers Policy
	
	

	Program Statement Implementation Policy
	
	

	Staff Training and Development Policy
	
	

	Criminal reference check/vulnerable sector screening Policy
	
	

	Fire Safety/Evacuation Procedures
	
	

	Wait List Policy
	
	

	Individual Program Plan Policy
	
	


6.10
Annual Review of Policies and Procedures by Staff Members
All Dino & Kidz staff members must read the Policy and Procedures manual prior to commencing employment and annually thereafter.  Each person must sign the form to acknowledge that they have read and understood the Policies and Procedures and agree to follow them.  
This form will be filed in the individual’s Personnel file.

It is the responsibility of the Director to ensure that all staff members complete this review annually.  Compliance will be reviewed by the Program Advisor from the Ministry of Education when the licensing inspection takes place.

POLICIES AND PROCEDURES ACKNOWLEDGEMENT FORM
NAME OF STAFF MEMBER: _________________________

I ________________________________have read and understood all policies and procedures set forth by Preschool Canada.  I fully understand that all policies must be followed at all times. Failure to do so could result in termination of my employment. Should I have any recommendations to improve any procedures, I will do so in writing to the Regional Director of Operations.
Date: ___________________________

Signature: ________________________

Section 7: Cameras

All parents’ sign off that they are aware Preschool Canada has functioning cameras on site.  Cameras will NEVER have view of bathroom facilities. Cameras and video streaming will be available to parents upon request.  All parents that request video monitoring will be given a passcode which will be changed monthly.  This will ensure only parents with current accounts will be able to view the classes.  A nominal charge will be set for this service.  
All camera storage system will be deleted each month.  Storage will NEVER be kept on any hard drive.  

PARENT VIDEO/CAMERA FORM

VIDEO ACCESS:
· I, __________________________________________________ (the 
parent/guardian) of: _____________________________________ (child) would like 
to have access to the video camera system at Preschool Canada – Brampton.  I
     understand that I will be given a password to sign into the camera feed and that this 
     password will be changed monthly.  


     I agree to have the following charge taken from my bank account (the same

     account as my regular payments) until I cancel this service in writing.  I agree to give

     one month (1st of the month) notice of cancelation of this service in order for 

     payments to be cancelled.

· $32.00/month                                                                                                                       1 month free if you pay upfront for a full year on internet access (no refunds)

· Payments will be withdrawn with your regular child care fee through your checking account.
Parent Signature:  ____________________________________________________

Date:  ______________________________________________________________

*To be filled out by office - Date the camera will be accessible (1st of the following month):  

_____________________________________________________________________
Section 8:
Parent Handbook Information
The Child Care and Early Years Act requires that the program has a comprehensive package of information for all parents.  Staff, students and volunteers will review a copy of the Parent Handbook.   
8.1
Preschool Canada Parent Handbook
***A copy of the parent handbook is available to all families interested in our program. Families who enter into an agreement for care will be required to sign, stating that they have read and understood the policies and procedures listed in the Parent Handbook.  Parent handbooks may be picked up in the office or emailed to parents.  Any time there are changes made to the Handbook, they need to be given to our current families to read and sign off on their understanding ***
I, the undersigned, give permission to Dino & Kidz Early Learning Centre to administer the medication named above in the manner described.


Name of Parent or Guardian: _______________________________________


Signature of Parent or Guardian: ____________________________________





Date:	_________________________












