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Key Highlights of Parent's Handbook
Thank you for choosing Happy Kids Child Care IncC. for your family. We hope that
through mutual Co-operatioh and CommuhniCation your years with us will be enjoyable
and fulfilling.

Hours of Qperation
Happy Kids Child Care will be operational from 6:00 a.m. t0 6:30 p.m

Happy Kids learning Centres offer full ahd part time Care for:

Infant Room — 6 weeks to 18 months

Toddlers — 18 months to 2.5 years

Preschoolers — 2.5 t0 5 years

Refer to daily sChedules by Classroom for more information on programming.

The Center will be Closed for all statutory holidays

Family Day Labour Day New Year’s Day — (Jahuary 1st)
Good Friday Thanksgiving Day New Year's Eve — (early Closing)
Victoria Day Christmas EVe - (early closing) Civic Holiday

Canada Day — (July 1st)  Christmas Day — (DeCember 25th)
Boxing Day — (December 26th)

Program Development

Happy Kids [earning Centre provides opportunities for indoor and outdoor activities.
Weekly program plans are posted in each room. Parents are encouraged to take g (00K
at these plans and talk to teachers about their Child’s development. Happy Kids
Learning Centre uses the Emergent Curriculum as a guideline for program
development. This program uses the skills outlined in the ELECT (early learning for
every child today)

Parents of infants and toddlers will be receiving a daily record of their Child’s day.
This Will inClude any milestones achieved, acCtivities they partiCipated in, as well as a
record of food eaten, and diaper Changes.
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PROGRAM STATEMENT

At Happy Kids Child Care we View children as competent and curious
individuals who are riCh in potential ahd Capable of Ccomplex thinking. Happy
Kids teachers ahd mahagement provide a Variety Of Classroom materials anhd
learning opportunities with the Children’s interests in mind to help guide the
Children to reach their full potential and make educCated choices.

Happy Kids Child Care is dedicated to supporting Children’s learhing,
development, health ahd well-being through Caring and responsive Early
Childhood Educators, who focus on active [earhing, exploration, play ahd
ihquiry, and who see children and their families as competent and able, and as
acCtive partiCipants in all aspects of the program.

A Key feature of the Child Care and Early Years AcCt, 2014, is the focus
on strengthening Child Care programs and ensuring high quality experiences for
children. The CCEYA authorizes the Minister of Education to issue policy
statements regarding programming anhd pedagogy for the purpose of guiding
operators Of Child Care and early Year’s programs. How does [earhing happen?
Ontario’s pedagogy for the Early Years (201¢) is the document used by Happy
Kids Child Care InC. The document has a strong pedagogiCal focus, indiCating
that the pedagogy is hot g presCriptive formula that lays out a speCifiC
Curriculum or activities but instead Challenges the status quo and explores
how learhing happens for children. How pDoes [.earning Happenz1s organized
around four foundational conditions that are considered essential to optimal
learnhing and healthy development for Children:

Belonging refers to a sense of connectedness to others, anh individual’s
experiences of being valued, of forming relationships with others and making
contributions as part Of a group, a Community, the hatural world.
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Well-being addresses the importance of physiCal ahd mental health and wellhess.
It inCorporates Capacities Such as self-Care, sense of self, and self-regulation
SKills.

Engagement suggests a State of being involved and focused. When children are
able to explore the world around them with their hatural curiosity and
exuberance, they are fully engaged. Through this type of play and ihquiry, they
develop sKills suCh as problem solving, Creative thinking, and innovating, whiCh
are essential for [earning and success in school ahd beyond.

EXpression or communiCation (to be heard, as well as to listen) may take many
different forms. Through their bodies, words, ahd use of materials, Children
develop Capacities for inCreasingly complex communhniCation. Qpportunities to
explore materials support Creativity, problem solving, and mathematiCal
behaviours. [Language-riCh environments support growing CommuhnicCation sKills,
which are foundational for literacCy.

The four founhdations apply regardless of the Cchild’s age, ability, Culture,
language, geography, or setting. (Jnlike @ Structured Curriculum, the conditions
are high states of being that Children naturally seek for themselves ahd should
not be Viewed as separate elements.

Our Goals

o All staff will promote the health, safety, nutrition and well-being of each
child by providing a Cleah and safe envirohment, nutrition based on the
Canada’s Food (Guide, access to drinking water throughout the day, limited
transitions, eliminating any environmental issues that may Cause uhdue stress
t0 the Child, uhhecessary disruptions to play ahd reducing hazards that may
cause injury. Educators will familiarize themselves with all information
concerning any mediCal conditions, exceptionalities, allergies, food
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restrictions, mediCation requirements, and parental preferences in respect
tO diet, exercise and rest time.

Al staff will support positive and responsive interactions among the
children, parents, and Child Care providers. The Director ahd Board of
Directors will support this through the hiring of qualified, responsive, ahd
well trained Early Childhood EducCators who support families in their role as
primary Caregivers, and uhderstand the heeds of each Child as an individual.
All staff will encourage Children to interaCt and CommuniCate in g positive
wayY, ahd support their ability to self-regulate; aCknowledging that each child
is competent, Curious and riCh in potential. Staff will Support self-regulation
in Children (defined as the child’s ability to gain contro| of bodily functions,
manage powerful emotions and maintain focus and attention) Self-regulation
in early development is influenced by a Child’s relationship with the
important adults in that child’s life, including the ECES in the program. Al
Staff will provide the experiences, support ahd encouragement that help
young children |earnh tO self-regulate, which is @ CruCial Component Of quality
Care.

All Staff will foster the children’s exploration, play and inquiry by providing a
Variety Of activities, ahd ah envirohment rich ih content, that encourages
choices, and active play, supported by qualified, attentive and interactive
Early Childhood Educators

All Staff will provide child-initiated and adult supported experiences. The
Early Childhood Educators will observe the children and use that
information to plah and Create a positive learhing environment that is based
onh the interests of the Child, and supported by all the adults in the Child
care environment. Educators will be responsible for introducing hew ideas,
interests, facts, concepts, sKills and experiences to widen the child’s
Khowledge and life experiences.

All Early Childhood Educators heed to be reflective pracCtitioners who |earn
about children through listening, observatioh, documentation, and
discussion with others, families in partiCular, to understand Children as
uhique individuals. They will observe and listen to learh how children make
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meaning through their experiences in the world around them, and use this
t0 have meaningful interactions, and engage Children on a daily basis.

Each child will experience indoor, ahd two hours of outdoor play (weather
permitting) daily, as well as a time to rest and sleep if heeded, quiet and
active times, always being mihdful of each Child’s needs and parental
direction.

TResgular ahd ohgoing communicCation with parents is ah important Component
Of the day. Communication may be in person, by phone, e-mail or through
written and posted commuhniCation tools. CommuniCation heeds to Come
from all members of the Organizatioh, the Board Of DirecCtors, the Executive
Director and all staff.

Parents will be direCted to resources outside of the centre if hecessary, and
community parthers such as early year’s services, speech therapists, Support
services, oCcupatiohal therapists, counsellors, etcC., this will be an important
part Of the Centres support to all Children and their families.

We view the community as a Valuable resource ahd our educators plah
learning opportunities to engage the cCommunity in our programs. We seek
out opportunity to share our kKnowledge and to learh from others in the
community.

The organization will provide ongoing opportuhities fOr educCators to engage
in CritiCal reflection and discussion with others about pedagogy and
pracCtiCe, tO suUppOrt continuous professional learning.

All staff will build a Climate of trust, honhesty and respect in the workplace,
working Collaboratively in order to provide a Safe, secure, healthy and
inviting environment for all Children and their families, building and
maintaining healthy professional relationships that encourage growth ahd
Offering support and mentorship.

How We Will Meet Our Goals

All staff, students and volunteers will read the Program Statement and
Sigh OfF in the Policy and Procedures Sigh OfF binder prior to
employment Or prior to interaCting with children, and when the
statement has been modified, and oh an annual basis.
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e The Director will review all sigh OfFs by Staff, students and volunteers
and sigh the review sheet to indiCate that the process has been
completed. The DireCtor must be confident that the Staff, volunteer or
student is fully aware, ahd understands the Program statement and its
implementation.

e Each classroom will maintain a binder containing observations, plans and
documentation to support their understanding of the program
statement. Copies of the documentation, relevant to their Child, will be
shared with all parents or guardians of the Children in the program.

o Ctaff Will reflect on How Does [earnhing Happen?, by working through
the reflection exercises in the document, by reviewing their observations
and engaging Children in meahingful activities, by maintaining
communicCation with parents and building trusting relationships with the
Families, by working with their Co-workers to Create a safe anhd healthy
environhment and by taking the time to engage inh self-reflection in a
regular basis.

Happy Kids Child Care wants to ensure that your Children have a safe and
positive experience that promotes their growth as a learner. TO this end, the
Director or desighate will observe staff interaCtions with Children ensuring
that they aligh with our program statement and beliefs ih adult-Child
interactions. The following pracCtices are hot supported by our facility:

1. The corporal puhishment of a child;

2. 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, uncles the physiCal restraint is fOr the purpose Of preventing a
child from hurting himself, herself or someone else, ahd is used only as a last
resort ahd only until the risk Of injury is ho longer imminent;

3. Locking the exits Of the Child Care center for the purpose of Conhfining the
child, or confining the child in ah area or room without adult supervision,
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unless such confinement oCCurs during an emergency and is required as part of
the licensee’s emergency management poliCies and procedures;

¢. (Jse of harsh or degrading measures or threats Or use of derogatory [ahguage
directed at or used in the presence of a child that would humiliate, shame or
Frighten the child or uhdermine his or her self-respect, dighity or self-worth;

5. Depriving the Child Of basiC heeds including food, drink, shelter, sleep, toilet
use, clothing or bedding; or

6. Inflicting any bodily harm on children including making children eat or drink
against their will.

In the event that the DireCtor or SuperVisor observes or is made aware
Of any practice that is hot supported, they Will address the issue with the Staff
according to the strategies outlined in the DisCiplinary PoliCy that is outlined in
the Employee Manhual.

Additionally, all Early Childhood Educators have made a Commitment to abide
by the stanhdards of their profession as set out in the College of Early
Childhood Educators Code of EthiCs and Standards of practice. All Early
Childhood Educators hold themselves accountable, and will use the Code of
Ethics, the Stanhdards of practice ahd the CCEYA to guide their decisions and
practice.

We Keep records pertaihing to monitoring of our Program Statement for 3
years.

CURRICULUM

Each classroom’s [Lead Teacher is a graduate of a recoghized Early Childhood
Education program. The teacher plans the Children's activities, Stories and songs
around the Children’s interests in the Classroom, taking into consideration their
development as individuals and as a group ahd “How Does [,earhing Happen?”.
Please check the bulletin boards to see what your child is involved in each week
SO YOU Canh further their [earning at home. This information is also available on
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our website. It is alsO important to take home your child’s artwork, as he/she is
very proud Of his/her accomplishments. Artwork Can take many forms and
teacher’s [ove taking many pictures throughout the day to showcase what the
Children are doing anhd learhing in the Classroom. Sometimes art is hot paper anhd
glue but rather ah intricatebloCck tower with beads and ribbon. Teachers will take
pictures of these master pieces to send home SO you Cah see exaCtly where their
CreatiVvity is. Your child will benefit most from the program if they arrive no later
thanh 9:30 AM. For more information on “How Does [Learnhing Happen?” Click

Al fees are required on the first day of each week. (Post-dated cheques are
aCcCepted). Failure to remit payment on time Will result in the immediate withdrawal of
your child from the centre. There will be ho exceptions.

For your convenience payments Wwill be acCepted by Cash, debit, Cheques,
visa/mastercard, paypal.

A late Charge of $5.00 per week, per child will be added if payment is hot made on
time.

NSF cheques will result in a Charge of $35 per Cheque after which the centre has the
right t0 only accept Cash Or money order.

TReceipts will be provided regularly as payments are processed.

There is hO reduction Of fees if your Child is absent due to illness Or vaCation.

There is hO reduction Of fees fOr centre Cclosures £fOr statutory holidays Or ahy Closure,
dates and times listed in the Parent Hand BooOK.

Please feel free to contaCt the SuperVisor if you have any questions or require any
fFurther information. In person or Info@happykds.com

WAIT LIST

Happy Kids Child Care does hot charge a fee for placCing a Child on our wait list.
The following is required to be placed on the wait list:

- TParents first and last hames

- PBest contact telephone humber(s) or email addresses

- Your expected start month

- Your child’s name

- Date of Birth (unborn children may be added to the list with expected

month and year Of birth

Al personal information collected is available to the Supervisor, Desighate or
Director ahd maintained in a secure/locked Cabinet to ensure the privacy and
confidentiality of children listed.
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A waitlist will be formed when a Classroom reaches full CapacCity of enrolment.
There is ho fee tO be put oh the waitlist.

Each age group at the Centre has its own individual waiting list.

Anh estimate of when ah opening will come available will be provided to the family.
Please note that there are several moving parts when completing this process.
The date is only ah estimate Created with the information we have at that time.
It may take more Or |ess time for the spaCe to become available. If you Canh be
flexible with your sCheduled days of the week, or flexible with your Start date, it
will be easier to get your family a space.

Children will be accepted into the program on a first come first served basis
when spots become available in the required age group. Priority is established by
the date Of the tour/applicationh, however Siblings of children currently enrolled
in our program Will be given priority status.

When a space becomes aVvailable, the family at the top Of the waitlist, with a child
Of the required age, and required sChedule, will be contacted ahd invited to
accept a Child care spot. If the family aCcCepts the offer we move to the next
step. If the family, for any reason, declines the spot thenh we will offer the spot
t0 the next family on the list. Any family that declines a Spot will remain on the
list in the same sequence uhless they request to be removed from the waiting list.

When a family accepts ah offered spot, a $200 deposit Will be required which will
come Off your first month’s tuition. At this time, we may also request a meeting
in order t0 have parents and child meet the teachers, ask questions, receive
hecessary forms, learh what supplies they need to bring the first day ahd to
observe the Classroom routines.

Spaces are only Created when a Child moves up to ahother Classroom, a family
takes @ maternity/paternity leave, or when a family leaves the school. There is ho
specCific time, however the months of July, September, and Jahuary have the
most movement, Spaces Canh be aVvailable at any time of the year and at any point
in the month.

A record of the wait list Will be kept in the office. Parents who wish to Know their
position on the wait list are to Call the office where the superVisor or desighate will
inform the family verbally of their number in line. Additionally, families who wish to
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Visit the centre to Khow their Current position oh the wait list Will be informed verbally
by the superVisor or desighate what their Current position is.

Admission and Discharge Policy

Upon enrolment at Happy Kids [earhing Centre,

Parents must fill out a registration package.

An interview with the superVvisor will be arranged in order to review policies ahd to
give the parent a Chanhce to become familiar with the centre and Staff.

A minimum of 1 month (20 dayCare days) written hotice is required if you plah to
withdraw your child from the centre. If Written hotiCe is hot received, full Child Care
fees Will be charged in lieu of notice. Deposits Will hot be refunded if proper hotice is
nhot given.

Please defer to the registration / payment poliCy in the registration package for more
information.

DISCHARGE POLICY

In the Ccase of a missed payment, the following payment and NSF fee will be
applied to the next billing cycle, amounting in a double payment plus all applicable
NSTF fees. If an NSF fee is inCurred in the following billing cyCle, all outstanding
fees (regular bi-weekly payments plus NSF fees) must be paid Via a Certified
cheque one (1) week after the |ast billing cycle. The center superVisor will
request in writing the date that the Certified Cheque is to be due.

If a certified cheque is hot submitted ohe (1) week after the last NSF Charge and
payment does hot oCCur, immediate termination Will follow and a letter informing
parents of the last day Of Care will be sent. If payments are continuously missed it
iS at the disCretion of the DirecCtor to determine whether Oor hot to continue
child care.

PARENT INVOLVMENT ¢ COMMUNICATION

Happy Kids prides itself on involving our parents and families in a mutual support
system. Staff and parents must work together to provide the most suitable
enhvironment for the child. It is important £Or you t0 have regular information
about your child’s experiences. The staff is always open tO questions, Comments
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or suggestions regarding the program. Qur Staff has a wealth of kKnowledge about
Child development and experience relating to the growth of Children.
Communication may be in the form of emails, phone Calls, or individual parent
teacher meetings.

To help facCilitate information sharing, Happy Kids website has menus, blog posts
anhd specCial events suCh as funhdraising events, field trips, etC. Will be inCluded on
the webpsite with all the information you may heed. Permission forms will o out
tO families for any off-site field trips.

Pursuant to Canada’s Anti-Spam Legislation that went into effect July 1, 2014, by
providing your email and signing the registration package, You allow Happy Kids to
use your email for communication regarding your child and center events or
anhouncements. e will hot release any Of your information to outside agencies.

DAILY REPORTS
A comprehensive daily report oh your Child’s activities and routines will be provided
based on preference, paper Copy Or email. Parents are encouraged to read these
reports daily ahd be aware of your child’s activities during the day. This ongoing
communication will ensure that your Child receives the best Care possible. We
encourage parents to provide comments oh how their Child’s hight and/or morhing was
before |eaving the Center as this gives your Child’s teacher g better unhderstanding of
the needs of your Child before the day starts with us.

Qur systems allow for aCCurate anhd detailed information regarding your Children’s daily
routine as well as provide the opportunity to partiCipate ih your Child’s learhing
experience.

InCident reports, AcCCident reports, Iliness reports, MediCation Adminhistration
Authorization forms, and other like forms will be completed by staff and upon
parent’s arrival you Wwill be required to sigh these documents. A Copy of the IhCident
TReport is emailed to you ohce you have sighed the report.

SUPERVISION POLICY
1t is the responsibility Of eaCh Staff, volunteer ahd students to ensure the safety and
well-being of each child in attendance at Happy Kids. Children must be supervised
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during all routines such as indoors and outdoors, washroom routines, and any time the
children leave or enter the Classroom. NO child is t0 be supervised by a person under
18 Years Of age. Childreh are not to be |eft alone under ahy Circumstance at ahy point
in time.

Upon arrival and departure, and during transitions, each Child’s attendance must be
recorded on the Classroom attendance |0g with the aCcCurate times. This is to be donhe
immediately upon arrival when the child is released into the Care Of Staff, and when
Children are released to the parent/guardiah at departure. Any absences, including
Vacation and illness, must be hoted in the Classroom CommuniCation |0g. The
attendance must accompany the staff and Children at all times. Ih the event that with
a small group, some of the Children are outside, the attendance remains with the staff
who is staying inside with their group Of Children.

Tt is the responsibility Of eaCh Staff to ensure that they have ah emergency Card for
each child on their attendance, and in their Care. Emergency Cards should be reviewed
anhd sighed by the child’s parent/guardian.

Any person other thah the parent/guardiah Who attends to piCk-up a Child from
Happy Kids must be listed on the Child’s emergency Card. Ih the event of ah emergency
when there is an alternate desighated piCk-up, the parent/guardiah must provide
written Confirmation of the desighated adult. The Staff will verify they are releasing
the Child to the CorreCt persoh by reviewing the person’s identifiCation with the
parent/guardian’s written Confirmation.

Upon reporting for the start of their shift, each staff must Confirm with the staff-on-
duty the humber of Children Currently in attendance, anhd then verify it with the
attendance. If at any time a Staff is over ratio, they must notify the Centre Supervisor
immediately in order for ah additional staff to Come ahd support as SOOh as possible.

Head counts must be done regularly throughout the day, especCially when transitioning
tOo/from outdoor play, washroom breaks, emergency procedures (e.g. fire drill), etC.
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Any hazards or broken toys/equipment must be reported to the Centre superVisor
immediately. A repair order must be completed by the staff and submitted to the
centre supervisor.

Al Cleahing materials must be kept out Of reaCh Of children, including ‘soap and water’
pottles ahd ‘bleach solution’ bottles. This also includes the laundry room whiCh must
be closed at all times.

SUPERVISION OF VOLUNTEERS AND PLACEMENT STUDENTS

Placement students from a recognized College obtaining their ECE are to be
completing their placement as per their College outline. All students are required to
adhere to all policies and procedures and to aCt in a professional mannher while at
Happy Kids Child Care. Students are gaihing important work experience and should
partiCipate fully in the day to day tasks. At no point Will a student be left alone with
Children. Classroom Staff are toO mohitor students to ensure they meet all
requirements in adhering to policies and procedures. Classroom Early Childhood
Educators who are the students Host Teacher are to take the responsibility of grading
the student fairly on the College’s requirements. The superVisor must be made aware
Of anhy break ih these policies ahd procedures.

Volunteers are in the Classroom as a support for Classroom teaChers to help with
transitions, interacting with Children and partiCipating throughout the day. Volunteers
are required to adhere to all of Happy Kids policies and procedures ahd aCt inh a
professional manner while at Happy Kids. Volunteers are gaihing important work
experience and should partiCipate fully in the day to day tasks. At ho point will a
volunteer be |eft alohe with Children. Classroom Staff are to monitor volunhteers to
ensure they meet all requirements in adhering to policies and procedures. The
supervisor must be made aware of ahy break in these policies and procedures.

The relationship between Happy Kids Child Care and the Yolunteer/Placement
Student is governhed by the same prinCiples that govern employment the centers
employees. Anh ackhowledgement of the Company’s employment hahdbook and a
Placement Offer [etter is to be completed before start Of placement.
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PARKING

Our Centre has desighated parking at itS loCation. Please ensure that Children are
closely monitored at all times while in the parking |0ts to ensure their safety. We ask
that parents do hot park in-front Of the centers door as this may pose a safety
concern for emergency personnel Who may have to have access to the center inh an
emergency. Happy Kids asks all parents to park on the side nhear the fenced play area.

PARENT CODE OF CONDUCT

We all have the right to be safe and feel safe in our sChool community. Happy Kids
Code of Conduct sets Clear standards of behaviour that apply to all individuals
involved in our centre commubnity inCluding parents or guardians, volunteers, teachers,
and/or board members.

These standards apply whether they are on Happy Kids property or at Centre-
sponsored events and activities.

All members of the Happy Kids community are to be treated with respect and dighity
regardless Of race, Creed, sexual orientation, disability or anhy other ground protected
by Ontario’s Human Rijghts Code.

All adult members have the responsibility to aCt as models of good behaviour. Foul
lahguage (swearing, hame-Calling, shouting, etC.) is hot appropriate. Individuals engaging
in such behaviour will be asked to leave the premises immediately.

Ihappropriate behaviour or harassment Of any Kind towards a Child, student, parent or
teacher will result in immediate intervention up to and including the family’s expulsion
from the centre and/Or poliCe intervention. This type of behaviour includes but is hot
limited to harassment Or intimidation by writtenh hote, email, words, gestures anhd/or
body language.

(NO weapons are allowed on Centre property Or at centre functions. Alcohol and illiCit
drugs are not allowed on Ccentre property Or at centre sponsored events. The
consequences for failure to comply will inClude but is hot limited to the family’s
expulsion from the centre.

The privacy ahd confidentiality Of our parents, guardians, teachers, volunteers and
students is important to us. All concerns ahd comments should be addressed with the
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teachers. Should this discussion hot address your concerns, the hext step is to review
the situation with the Supervisor.

Gossip ahd public CritiCism are uhaccCeptable. There should be ho discussion of
concerns with other parents in the centre hallways, the parking ot Or Via electroniC
mediums such as Facebook, MyspacCe, personal blog sites or other forms Of electroniC
information sharing.

Any pictures taken at the centre or during centre events are for the private use of
Happy Kids families only. These piCtures Cahhot be posted ih on-line photo albums or
socCial media (i.e. Photobucket, Facebook, Myspace, etC.)

gchool cubbies are to be used solely for the purpose of CommuniCating between
parents and centre Staff. They are hot to be used fOor business promotion.

SMOKING POLICY

Happy Kids is @ smoke free building, inCluding the playgrounds whether the Children
are present or hot, according to the Smoke Free Ontario ACt. Smoking will hot be
permitted on Happy Kids Child Care property or within 65 feet of the playground.

IMMUNIZATION POLICY

Parents must provide updated Immuhization records before starting with Happy Kids
and once enrolled records must be updated withinh a reasonable timeframe. All records
must be from a mediCal officer of health. Any immunizations that are hot updated to
Happy Kids may Cause termination of Care.

If parent’s object to Immunizing their Cchild, they must complete the “Statement of
Conscience or Religious Beliefs” or “Gtatement of MediCal Exemption”. This form
must be hotarized. It Will be placed filed in the child’s personal file.

Nutritious Meals ahd Shacks

We at Happy Kids [earnhing Centre believe that nutrition plays a Vital role in a child’s
ability to learn. e provide home cooked freshly hutritious and delicious lunches and
s$hacks. Menus will be emailed for your review inclusive copies are placed in the
parent Communication centre. TAe Will be regularly introducing hew nhutritious meal
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alternatives that Cater to our growing communities, including Halal options. Please to
not hesitate to asSk £Or @ CopY fOr Yyour reference.

Happy Kids Child Care is peanut free SO parents are not permitted to bring in home
made goods. Store bought, sealed birthday Cakes are permitted as long as they are hut
free. Infant food and shaCks may be brought in if the child is hot oh a regular diet. If
there are diet restriCtions, @ parent may bring in a substitute when necessary.

ILLNESS POLICY

Happy Kids staff members will hot admit anhy Children showing signs of illness
upon arrival at the center. Symptoms inClude: vomiting, diarrhea, rash, hives,
fever, foreign matter in the eyes or ears, head lice, or ring worm. Signs of
communicable diseases include: chicken pox, hanhd foot ahd mouth thrush etc.
Upon determining or suspecting illhess, the child will be separated from the other
Children and the child’s parent or guardian will be notified immediately ahd asked
€0 pick the child up from the center as sooh as possible. If the parent or
guardianh notifies the staff that he/she will be a Certain period of time before
Coming to piCk up the Child, Staff are required to make the child feel
comfortable ih a quiet place within the Classroom by offering food, water, a Cot
t0 Sleep/rest, a teddy bear etC. Should the Centre superVisor suspect something
contagious, @ doCtor’s note or ah inCreased symptom free time period may be
implemented.

Diarrhea/Vomiting

Children at the center who have one episode oOf diarrhea/vomiting need to be
monitored. If the diarrhea/vomiting stops and the child does hot seem to be ill,
parents will be informed at the end of the day. If a child has three episodes of
diarrhea/vomiting in one day; parents or emergency contact must be notified
immediately. The child is to be picked up and may hot returh until stools/vomiting
have gone bacCk to normal and all symptoms Of illness have been absent for 2¢
hours. Should the centre superVisor suspeCt ah outbreak, a doctor’s hote or an
inCreased symptom free time period may be implemented. This will be determined
in conjunction with the Health Department. If your child is siCk for more thah 2
days a doctor’s note is required to prevent an outbreak and to maintain the
safety Oof the Children and staff of Happy Kids

Fever
A fever is usually a symptom of an illhess ahd may be caused by germs Called
bacteriag Or viruses. 7Parents must list their children’s history of communicable
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diseases detailing the diseases; the date the child was diaghosed, and if there are
any complications. Happy Kids asks to be informed upoh discovery of ahy health
problems, food restrictions, Or physiCal restrictions of any child. {Jpon
determining a fever of 101F (38.5C), the child’s parent or guardian will be nhotified
immediately and asked to piCK the child up from the center as soon as possible. If
the parent or guardiah notifies the staff that he/she will be a Certain period of
time before coming to piCk up the child, staff will make the child feel
comfortable withinh the Classroom by offering food, water, @ Cot tO sleep/rest, a
teddy bear etC. At ho point will the child be segregated from the program. Ah
Iliness report will be completed for parents to sign.

MEDICATION ADMINISTRATION POLICY

All Staff, students and volunteers will review ahaphylactiC planhs and medical heeds
plans for each child where applicable. There will be a record Of review as legislatively
required in the policy ¢ procedure manual inclusive individual files.

Intake of Medication

Parents who intend for their Child(ren) to have any mediCation must first bring it to
the office for intake. (Jpon intake, the parent will be asked to fill out a Medication
Authorization Form in full and signh it. This form will then be sighed by the superVisor
as well as the Classroom staff. This form Will explain the details of the medications
including the hame of the medication, the dosage to be given, the time(s) to be
administered and a desCription Of when it is to be given (i.e. “wWhen temperature
reaches 38C"). This fortm MUST be filled out prior to the administration of ANY
mediCation. Failure to provide the office with the required form will result in the
medication not being administered. ECE’S Can only administer mediCation with the
Medication Authorization Form completed it its entirety.

Qver the Counter Medication

Must be in its original paCkage and will hot be acCepted unless it is a completed
authorization form is signed by parents, Centre superVisor or desighate. SuperVisor
must ensure authorization form states the child's hame, hame of drug/medication,
dosage and instructions. Fortm must be completed before mediCation Cah be
administered. Qver the counter mediCations will only be permitted to stay on Happy
Kids Nursery and ChildCare premises for five (5) days upon which it will be sent home.
In the Case Of ah emergency allergy medication such as Benadryl being needed for a
child with an anaphylactic allergy or TYlenol for a child with febrile seizures, this
medication may be onh Happy Kids premises longer thah 5 days IF the child’s JCP or IMP
has been signhed by a doctor, parent ahd superVisor requiring the Benadry| to be
administered before the epihephrine or TYlenol at the sigh of a high fever.
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Prescription Medication

Prescription Medication that the center’s staff heeds to give t0 a Child, must be in its
original paCkage, with start date, end date, Cchild’s hame, and recommended dosage. If
it comes in @ box, pharmacist should also put a label on the inside on the bottle. All
presCription mediCation t0 be administered to the child by the center must be
presCribed by a doctor and in its Original container. Parents must complete and Sigh a
Medication Authorization Form before mediCation Cah be administered which is
sighed by parent, Staff and superVisor or desighate and completed in full.

Emergency MedicCatioh

Children who require emergency mediCation due to a severe allergy or mediCal
condition will be posted in our food and allergy report and an Individual Care Plah
(ICP) or Individual Medical Plan @MP) detailing information pertaining to the
allergy/medical condition such as type of allergy/mediCal condition, symptoms,
emergency procedures and medications needed will be filled out and sighed by a
parent, doctor and the center superVisor. This ICP/IMP will be posted in each cooking
anhd serving area, in each play room Or play area and in anhy other area which children
may be present. As well, ICP/IMP’s will be printed and placed in the emergency
Classroom baCkpaCks that aCCompany staff and Children when they are in the hallway
or outside on the playground anhd a Copy will be placed in the child’s file.

Medication Gtorage

Ctaff, students and volunteers that Will be directly Caring for the Child will be aware
Of all children with an ICP/IMP and staff will have access at all times to the
emergency medication, either in @ pouch hanging in the Classroom, in @ pouch with the
Staff outdoors Or in a Case that the Class is doing small groupings and the child is
inside, it Will be placed inh a bin labeled “Emergency MediCation” ahd Kept out Of reach
Of Children. Emergency medication is to ALWAYS travel with the child it belongs to.
Qver the counter mediCation or presCription mediCation that is to be administered for
the length of time outlined on the Medication Authorization Form is to be kept
inaccessible to children and Kept in accordance with the medication label ahd
Medication Authorization Form in a locked box either in the Classroom or in the
fridge.

ADMINISTRATION OF DRUGS AND MEDICATION

Before administering any mediCation to a Child, the superVisor or trained Staff must
ensure the following:

e Ensure the child has a Medicine Authorization Form and is filled out completely by
the Child’s parents
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e The superVisor or desighate, parent and Staff have sighed the Medicine
Authorization Form on

e Ensure that the superVisor or desighate Or trained Staff is the one to administer
medication correctly

* Ensure that the mediCation that is being administered is for the correct child

 If medications are to be administered oh ah “as heeded basis” (such as TYlenol for
febrile seizures), the written instructions must Clearly indiCate the Situations under
which the medication should be given i.e. physiCal symptoms that must be present, the
behaviour the child must be exhibiting or the child’s temperature. “As heeded” is NOT
acceptable

Administering Medication

1. The entire Medicine Authorization Form including sighatures (Staff, parent and
supervisor) and Medication [Label (attached to mediCation) must be filled out with the
child’s hame, date Of birth, hame of the mediCation, doCtor hame, required dosage,
instructions for storage, Start date, and expiry date before administering medication
2. Proper hand washing practices should take placCe prior t0 administering mediCation
and gloves must be worn

3. Ensure that the mediCation being administered is for the CorrecCt Child ChecCking the
hame on the bottle and ensuring it is the Correct mediCation

4. Medication should be dispensed ih a well-lit area and, where possible, it is preferable
t0 remoVve a Child from the acCtivity area to administer mediCation in a quiet
environment with the least possible interruption

5. The Center’s superVisor or khowledgeable staff is the one to administer all
medication to the Children ih the Center

6. Administer the medication to the child

7. Document on the MedicCation Authorization Form after each administration of
medication documenting the time, by Who it was administered by, the dosage amount
and if there were any reactions

8. (Jhused portions are to be returhed in the Original Container to the parent Of the
Child or disCarded with parental permission

9. Non-emergency mediCations are t0 be Kept in g loCked box that is inaccessible to
Children in the Classroom Or inh a loCked boX in the refrigerator should it require
refrigeration

10. Active Medication Authorization Forms will be kept in the Medication Binder and
for medications that are finished; forms will be filed ih Child’s file

If Medication is Not Administered Appropriately
1If medication is not administered per instructions given by the parent onh the
Medication Authorization Form such as hot being administered at the time set out,
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Staff are to Call parents immediately to inform them Of this to determine what the
next steps will be. If mediCation is hot administered to the instructions given by the
parents on the Medication Authorization Form such as the mediCation was
administered to the wrong Child or there was an error in the dosage given, staff must
document this on the Medication Authorization Form and notify the supervisor. The
supervisor must inform the parents as SOon as possible. The MediCation Authorization
TForm is still to be filled out ahd aCCompahied by anh explanation of why the mediCation
was hot given correctly as well as anh InCident Report for all Children involved.

POSITIVE CHILD GUIDANCE PRACTICES

Discipline should be:

3) related to the hature Of the troublesome behaviour

b) appropriate to the developmental level of the Child

C) used in a positive and consistent manhner; and d) desighed to assist the child to
learh appropriate behaviour

Throughout the day there will be times when children have difficulty Coping with
d Situation. The following is a list Of positive child guidance practices permitted
at Happy Kids Child Care Inc.

1. Direct the child’s attention to the aCtivity Or area that isS appropriate at that
time through Clear communicCation. Staff must foster CommuniCation and see
children as Capable communicators. Jnder no Circumstances should physical
measures be used to direct the child.

2. Speak with the child at eye level. Give the Child a Chanhce to try agaih how or
later. Be Clear, SpeCifiC and follow through with consequences set down. Staff
will Speak with the child in a Calm voice, giving the child the opportunity to
explain his/her motives.

3. The staff will be clear to the child in regards to SpecCifiC hatural and |0giCal
consequences that is developmentally appropriate.

4. Separate the child from the situation by redirecting them anhd refocusing
his/her energy on a quiet acCtivity. The child remains in the Classroom as a part of
the group at all times.

5. After ho more thah 5 mihutes, g0 baCk to the child who was redirected and
Offer for them to re-enter the aCtivity they were having a hard time with. Allow
for them to show you that they are ready tO use the acCtivity Or play with the
other children correctly.

6. Incident report Will be filled out by the staff, hotifying the parents about the
behaviour modification.

7. Inform the center superVisor if all other techhiques have been uhsuccessful.
The center superVisor Will help assist the Situation in the room. If necessary a
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meeting with parents will take place to disCcuss alterhate behaviour modification
and or a daily jourhal to open communicCation with the parents.

8. With parental consent, external resources may be contacted (i.e. Region of
Durham)

9. Staff is expected to handle all situations in @ consistent and professional
manner.

10. Staff must interaCt completely throughout the day with children including
meal time, activities, CirCle time and outdoor time. IhteraCtion is a key point to
the teacher’s job.

Note: if all these alterhate measures do hot succeed Happy Kids supervisor will
write up a letter asking the child’s parents to withdraw him/her from the
program.

PROHIBITED CHILD GUIDANCE PRACTICES

The following is a list of prohibited child guidance practices by Happy Kids Child
Care Inc.

1. The corporal punishment of a Child;

2. 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
anhd only until the risk Of injury is no [onger imminent;

3. [ ocking the exits of the child Care center fOr the purpose of Confining the
child, or confining the child in ah area Or room without adult supervision, unless
such confinement occurs during an emergency and is required as part of the
licensee’s emergency mahagement policies and procedures;

4. (Jse of harsh or degrading measures or threats Or use of derogatory lahguage
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, dighity Or self-worth;

5. Depriving the Child of basiC heeds including food, drink, shelter, sleep, toilet
use, clothing or

6. Inflicting any bodily harm onh children inCluding making children eat or drink
against their will.

REST TIME

Happy Kids provides all Cribs ahd cots. The current recommendation set out in
the Joint Statement on Safe Sleep: Preventing Sudden Infant Deaths in Cahada.
is that Children up to their first birthday be placed on their baCks for sleep. This
has been Health Canhada’s recommendation since 1993, asS a means to reduce the
risk of Sudden Infant Death Syndrome (SIDS). It is important to hote that the
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Joint Statement sets out that oncCe infants are able to roll from their baCcks to
their stomachs or sides, it is hot hecessary tO reposition them onto their backs.

The requirement for an infant sleep position may only be waived if a medical
doctor/physician recommends differently in writing.

SLEEP POLICY

At the time of ehrolment and at ahy other appropriate time such as during tours of
the centre, tranhsitions into a program Or UPOh a parent’s request, parents Will be
advised of Happy Kids Child Care poliCies ahd procedures regarding Children’s sleep.
Parents will be required to read the Sleep Supervision PoliCy as outlined below and in
Happy Kids Parent Manual.

Handbook and sigh off indiCating they are aware of the procedures that Happy Kids
Staff will abide by.

Staff Will consult with parents to receive information on the Child’s sleep preferences,
required accommodations and preCautions. This information will be shared with all
Staff, students and volunteers and Will also be indiCated in the following areas:

- TFor ihfantsIn a display pocket |oCcated in the infant sleep room above each
Cribwith each child’s photo and desCription Of sleep/resting patterns,
arrangements, precautions in the Sleep Binder.

- For Toddlers and Preschoolers on the Daily Sleep/Rest Time Monitoring Chart
that is loCated in the Classroom anhd kept in the Sleep Binder.

Al children will be assighed to individual Cribs/cots which is identified with their
hamelocated directly on the Crib/cot itself.

A\ Staff person is physicCally present beside the child conducting direct physical
checksevery 15 minutes in the Ihfant sleep room and 30 minutes for Toddler and
Preschool Children set out in the Sleep SuperVision Practices while looking for
indicators Of distress orunusual behaviour.

Staff must be able to visually monitor sleeping Children and conduct direct physiCal
checks regularly to monitor breathing, body temperature and sleep environment.

Staff completes documentation of direCt Visual CheCks being conducted for infants.
Monitoring is indicated on the Daily Infant Sleep Monitoring Chart. For Toddlers and
Preschool children, direct Visual Checks are conducted, monitoring is indiCated on the
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Daily Sleep/Rest Time Monitoring Chart.

Any change inh a child’s sleep pattern or behaviour will be documented on the Daily
Infant Sleep Monitoring Chart and will be revised on the Infant child’s Sleep
Preference Fortn. Staff will also verbally inform parents of this Change at the time of
piCK up.

If there is sighifiCant Change ih Child’s sleep patternh where a Child experiences distress
orunusual behaviour, staff will Call parent immediately to inform them of this concern.
gigns of distress or uhusual behaviour inClude:

- Change in skih colour

- Change in breathing

- Gigns of overheating
Any adjustments to the manhner in which a child is supervised during sleep time will be
in consultation with the parents. Staff will aCCommodate parent recommendations to
thebest of their abilities in conjunction with the established Sleep Supervision policies
ahdprocedures.

Lighting in the sleep room must allow £Or easy Visual monitoring. Lights will be
dimmed,but staff must be able to see sleeping children clearly. Nature sounds or
[ullabies will beplayed SOftly tO Create g soothing sleep environment.

A system is in place to immediately identify which children are in the sleep room. This
isindicated on g VelCcro board by moving hame tags from “Children in Classroom” to
“Cleeping Children”.

All staff review the document: Joint Statement on §afe Sleep and sigh off anhually
thatthey will abide by the recommendations contained within.

The Executive Director or Desighate will ensure that the Sleep Supervision policy
isreviewed with staff, volunteers ahd students at the Start Of employment or
placement andanhnually thereafter. This policy will be monitored for compliance and
contraventions in accordance with the Child Care Early Years Act (CCEYA).

Birthdays

Birthdays are always a Cause for celebration at the centre. Happy Kids Child Care is
peanhut free sO parents are hot permitted to bring in home made goods. Store bought,
sealed birthday Cakes are permitted as Ionhg as they are hut free.
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Photographs ahd Media

On occasion parents and/or staff members take photographs of the Children while at
play during the day. These photographs are used for personal reasons only. The
Centre will post some photographs for displays. Names of the Children are hot used
when photographs are displayed. Parental consent will be obtained at the time of
registration of all Children hew to the dayCare.

Field Trips and OfF-Site Activities

AS part of the Curriculumm, field trips ahd other Off-site excursions are plahhed
periodiCally throughout the year. Parents will be notified in advance of field trips on
the monthly Calendar and Will be required to give writtenh permission for their child to
attend. There may be a moderate fee for trips. Smaller off-site activities such as
heighbourhood walks are also part Of our Curriculum plahning. Parents are required to
Sigh a permission form to cover all such informal excursions prior to enrolling their
Child as such activities are hot always planhnhed in advance.

OUTDOOR ACTIVITY

Children particCipate in outdoor aCtivities for at |least two hours daily, weather
permitting. Please provide seasonally appropriate Clothing such as a hat, gloves,
Show pahts, jaCcket, and boots in winter, @ hat with a brim during summer and rain
boots during wet seasons. While we do hot go outside while it is raining, children
will 8o outside after it has rained thus the ground may be wet. As well, Happy
Kids asks that a supply of extra Clothing and swimming diapers during the summer
time is provided for water play at the center, unless a parent of the child advises
otherwise in writing.

INCLEMENT WEATHER

Childcare centers across Ontario implement an InClement Weather Policy to
ensure safety measures are followed when weather conditions become danhgerous.
Happy Kids foremost concern is toO ensure the safety of our students, families

HAPPY KIDS CHILD CARE INC.
603 Church GStreet North, Jnit 1, Ajax, Ontario, [,1T oB8

905 239 5437 (KIDS)
InfFo@happykds.com



Allow your child to be a ‘Happy Kid’ in a place where |earning is fun!!

ahd staff and to ensure that every possible measure has been taken to prevent
injury and to maintain a safe environment, inside and outside our centers.

Ih the event Of serious inClement weather, every effort Will be made to keep the
centre operational during regular hours, however, we may be forced to Cancel
some Of our services.

On severe weather day’s we ask all our families to please Call the center before
leaving home. Parents/guardians need to be aware that families will hot be
reimbursed for days missed due to severe weather conditions.

CLOTHING POLICY

gince the focus of our programm is active involvement, we recommend that your
child be dressed comfortably, Casual, durable and seasonhally appropriate Clothing.
Children who are hot appropriately dressed will hot be able to partiCipate ih our
routine program. We ask that parents bring indoor and outdoor shoes, especCially
in the rainy/winter months to avoid Sslips and falls in the Classroom. During the
summer months, we ask that NO flip flops/openh backed footwear is tO be warh
and advise that all parents provide Cchildren with a pair of shoes with a Cclosed
backing for the children’s safety.

The children will be playing in the sand, gluing or finger painting and their
clothing may accidentally become soiled. IAe provide smocks, roll up the
Children’s sleeves and try our best t0 avoid messes, but sometimes the children
are SO Caught up in the “Fun” that their clothes do become soiled. Happy Kids
will not be held responsible for soiled clothing. Please label all your child’s
clothing including boots, tops ahd underwear, mitts, hats, Coats, and basgs.
Laundry markers onh the tags work best.

PERSONAL ITEMS AND TOYS

All personal items brought from home (personal Stuffed animals, blankets, etcC.)
must be labelled with the child’s hame. Toys brought in for show and tell should
not be Of g violent nature. Happy Kids Will hot be held responsible for any |0St Or
broken articles brought from home. Bottles, soothers, Sippy Cups, or teething
rings provided by the parents must be handed to the teacher for |abeling (Child
hame) prior tO US using it in our programing rooms, anhy personal items being |eft
unlabeled in the child cubby or hallway will hot be used.

TRegistration Process
Please Visit to the Centre t0 piCKk Up a registration package. When all required forms
have been filled out and submitted, and registration fees and deposits are made, the
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Child is considered as registered with the start date indiCated on the registration
form.

Prohibited Behaviours

Happy Kids Child Care is a safe place for children, Staff, parents, students and
volunteers. There is a Zero toleranCe against any abuse to a child, parents, Staff
members or volunteers. If a serious inCident has oCcCurred where a Staff has
contravened the policies of the Centre and rights of the child then an immediate
suspension of duties will oCCur. A follow-up investigation will occur immediately and
the Supervisor/Qwner will make a decCision of termination if it is deemed nhecessary.
Any allegations of abuse will be addressed as per Happy Kids Child Care Abuse Policy.
Ctaff are encouraged to contaCt the SuperVisor or Qwner to report anhy inCidents that
will be properly investigated and addressed according to the proCess fOr monitoring
compliance and contravention. Any repercussions of true and false allegations will be
dealt with on a timely basis.

Monitoring

As part of the CCEYA, Happy Kids Child Care is required to have a written record of
the monitoring poliCies ahd procedures as well as program implementation for up to 3
years. When a Staff member Changes rooms Or |eaves the room on a permanent basis
for any reason the Supervisor will make a hote in the file.

Privacy Policy

As of Janhuary 1, 2004, the Goverhment of Cahada requires all Orgahizations to have a
privacy policy in place ahd appoint a Privacy Officer. Happy Kids Child Care will
ensure that all personal information gathered about our parents, guardians and
Children is kept confidential. Should it be necessary to disClose such personal
information, we will seek consent to do So.

What Parents Need to Provide

Clothing: Please make sure your Child has a Complete Change Of Clothing in Case Of an
accidental spill. Thdoor shoes are a must £or Sahitary purposes. Please remember to
label all clothing coming into the Centre. Appropriate clothing should be available to
suit the season as all Children will be attending outdoor activities, weather permitting.
Parent should provide child adequate winter outdoor clothes (hat, mittens, sCarves,
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boots). A|lso, for summer, hats, SunhsCreen, swim attire for the planhed water play
dates.

Diapers and other necessities: Only disposable diapers are to be used at the Happy
Kids. Anh adequate supply is to be kept in the Child's Change basket, along with any
wipes andf/or powder. Please bring any Creams Or Vaseline your child may use. If a
child is in training pants, it would be wise to keep several pairs on hand in their cubby
ih Case Of accidents.

SunscCreen:Parents are responsible for supplying sunscreen for their Child's use.
Please remember to label the bottle. Staff Will hotify you when your cChild's sunsCreen
is running low.

Blanket [/ sOft toy: If your child (toddler and up) has a favorite blahket or SOft toy,
please bring it to the centre. It Will be sent home weekly for Cleahing.

Other hecessities: Please provide your child with a Sippy cup for water if he/she
prefers one. As well, please feel free to donate Kleehex etC. TAe will provide supplies
as well.

Please label all your child’s belongings as Happy Kids Learhing Centre is hot responsible
For any [ost items. We will have a lost and found on-site of unlabelled items that Will
be donhated seasonally if items are hot Claimed.

EMERGENCY POLICY

In the event of @ mediCal emergency we may heed to take your Child to the hospital. In
some Circumstances, emergency help may be Called before parents are notified. Every
effort Will be made to notify parents immediately after emergency help is Called. In the
event Of ah evacuation of the center, the children will be moved to 3 desighated site
and Staff Will contact parents by phone to ask them to piCk-up Children.

AS soon as reasonhably possible during ah emergency the superVisor will send ah email to
all parents informing them of the situation, any appliCable instructions and the khown
next steps.

Happy Kids has phones in all of its rooms that parents are encouraged to Call at any
time during the day. These phones are also used as an alternative means of obtaining
emergency assistance such as Calling 9-1-1. Happy Kids has ah Emergency Mahagement
Policy and relevant procedures in place whiCh must be reviewed by all staff, students
and volunteers prior to the start Of employment/placement/volunteer position, any
time there are revisions and annhually thereafter
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For situations that require evacuation of the Child Care Centre, the meetihg place to
gather immediately will be [0Cated at: 603 Church Street North, AjaX, Ontario, L1T
oB8 Play Ground Area.

If it is deemed ‘Unsafe to returh to the Child Care centre, the evacuatioh site to
proceed t0 is loCated at: Pickering Village {United Church; 300 Church Street North,
Ajax, L1T 2W7; 905 683 4721

Drop Off and Pick up Policy

Your child must be dropped Off by persons over 16 Years Oof age. ContaCt with a
teacher must be made prior to the drop Off person |eaving. Your child may only be
picked up by persons listed in their guthorization list. Written or verbal permission
from a parent Or guardiah must be provided if anhyone else is picking up the child.
Proper identification will be required when that person picks up the child. If an
uhauthorized person arrives to piCk up a Child, access Will be denied until identify and
permission is confirmed by parent. Your child will remain under the supervision of
Happy Kids Child Care staff until an authorized person arrives for pick up. Whomever
drops a Child Off, must receive recognition with Staff in the room SO that they are
aware that the child is on premises. Happy Kids Child Care will be operational from
6:00 a.m. t0 6:30 p.m., Monday to Friday. We pride ourselves onh extended hours to
accommodate our parents. Qut Of respeCt fOr our Staff’s time, a late fee per child will
be Charged after 6:30 p.m.

SUSPECTED CHILD ABUSE POLICY

In Ontario, it is the law that anyone dealing with Children in a professional
relationship who suspects a Child has been abused, whether suggested by the
physical condition or from something the child says, is obliged to call Children's
Aid for advice and then to follow that advice. Happy Kids does not investigate
or |aYy blame; it simply reports ahd follows the agency's directions. Similarly, if a
parent, Staff Or other, aCCcuses a Staff member Of abuse, it is the duty of the
center tO report the accusation to the Children's Aid Society and follow the
direction given. The role of the SocCiety is to proteCt Children. Most reports to
them are followed up if they believe there is substance to them. Happy Kids may
hot, uhder [Labour [Law, dismiss a Staff oh ah accusation. Abuse would have to
be proven through ah investigation by the Children's Aid Society.

SERIOUS OCCURRENCE NOTIFICATION

Effective November 1, 2011 The Serious Qccurrence Notification Form (SONF)
will be posted in a conspicuous place inh the center at Or hear ah entrance
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commonly used by parents. The form will be posted hear the Child Care license.
The SONF must be posted for a minimum Of 10 days. If the form is updated with
additional information such as additional actions taken by the operator, the form
remains posted fOor 10 days from the date Of the update.

CONFIDENTIALITY POLICY

All information about your child and family members provided to Happy Kids
Staff is kept confidential. Information collected is the minimum needed to serve
the purpose of the serviCe provided and the right of every Child and family’s
privVacy is recognized to the greatest extent possible. Parents have access to
their child’s records and will be informed of Who may have access to the records
Oonh an internal basis (i.e. staff, bookkeeper etC.). At that time, an appropriate
written consent of a parent Will be required prior to the release of personally
identifiable information to third parties.

COMPLAINT RESOLUTION PROCEDURES

At Happy Kids, we strive to give children the best possible Care and encourage
parents to take an active role in their Child’s care. We Value the feedbaCk we get
from our families ahd welcome anhy questions, comments or concerns. Qur
Classroom teachers, supervisors ahd directors are always available to speak with
families regarding any concerns ahd Cah be reached by phonhe, email or inh person.
Parents may also wish to submit a concern or comments through our website
(Further details on this process are provided below). Ahy concerns regarding your
Child’s Care or the operations of Happy Kids should be brought to the attention
Of their Classroom teacher first. If you are unable to discuss the issue directly
with your child’s Classroom teacher for anhy reason the issue may be directed to
the supervisor. Every effort will be made to come to a mutually agreeable
resolution Of anh issue or concern as soon as possible. An initial response to the
issue or concern Will be provided within 2 business days, however, some issues
may warranht further investigation and take more time to address fully. In this
case, the person who raised the concern will be informed Of the resolution status
throughout the process. Please note that issues ahd concerns will be treated
confidentially to protect the privaCy of all parties involved within the parameters
allowed by law.

When an issue is brought to the attentioh Oof a teacher it is the responsibility of
the teacher to:

1. Document the concern in the communiCation |08

2. Report the concerh to the center superVvisor
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3. In consultation with the superVvisor develop a plah tO address or resolve the
issue

¢. Provide a response to the parent within 2 business days

5. Document the outcome and steps taken to resolve the issue in the
communication [0g

6. In the event the teacher Cahnot resolve the concern they will esCalate the
matter to the superVisor and inform the parent

When an issue is esCalated to the center supervisor the supervisor Will:

1. Document the concern in the supervisor |08

2. ConstrucCt and implement @ resolution plah

3. Provide a response to the parent within 2 business days

¢. Document the outcome and steps taken to resolve the issue in the supervisor
08

5. In the event that the center superVisor Canhhot resolve the issue it is to be
brought to the attention Of the regional senior superVvisor or direCtor ahd parent
informed of the status

Submitting @ Complaint Online

Families Cah also voice their questions, Comments Or concerns anytime by
completing an online form fouhd on our website at wWwww.happykds.Com

1. GO tO ‘contact us’ tab

2. You haVve the option t0 Voice your Comments Oor concerns ahonymously or |eave
your ContacCt information to receive a response

Thanhk you for taking part in the bettering of our centers!

CHANGE OF INFORMATION

If you have a Chanhge of address or telephone humber, it is essential that we have
that information in your child’s file. All emergency information must be kept up
t0 date, including your work or sChool humber, humbers of emergency contacCt
people ahd Who may or may hot piCk up your child from the center. Please
remember t0 keep us informed Of any Changes t0 any Of this information SO that
you Canh be easily reaCched if necessary.

CENTER POLICY

Happy Kids Child Center has interhal policies that guides the center’s daily
operations. These policies are used and reinforced by all Of our staff members
anhd they are aVvailable for parents, staff ahd volunteers’ for review at anytime.
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*ADDITIONAL INFORMATION*

Please keep this manual as a record for yourself and sigh that you have read,
unhderstand, and agree tO abide these policies in your parent registration package.
We look forward to providing a smooth-running program and a happy, Stimulating
environment for your child. Please feel free tO speak to the center’s supervisor
with any comments Or concerns you may have.
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	Key Highlights of Parent's Handbook
	Thank you for choosing Happy Kids Child Care Inc. for your family.  We hope that through mutual co-operation and communication your years with us will be enjoyable and fulfilling.
	Hours of Operation

	Happy Kids Child Care will be operational from 6:00 a.m. to 6:30 p.m
	Program Development
	Happy Kids Learning Centre provides opportunities for indoor and outdoor activities.  Weekly program plans are posted in each room.  Parents are encouraged to take a look at these plans and talk to teachers about their child’s development. Happy Kids ...
	PROGRAM STATEMENT
	At Happy Kids Child Care we view children as competent and curious individuals who are rich in potential and capable of complex thinking.  Happy Kids teachers and management provide a variety of classroom materials and learning opportunities with the ...
	Happy Kids Child Care is dedicated to supporting children’s learning, development, health and well-being through caring and responsive Early Childhood Educators, who focus on active learning, exploration, play and inquiry, and who see children and the...
	In the event that the Director or Supervisor observes or is made aware of any practice that is not supported, they will address the issue with the staff according to the strategies outlined in the Disciplinary Policy that is outlined in the Employee M...
	CURRICULUM
	Each classroom’s Lead Teacher is a graduate of a recognized Early Childhood Education program. The teacher plans the children's activities, stories and songs around the children’s interests in the classroom, taking into consideration their development...
	WAIT LIST
	Happy Kids Child Care does not charge a fee for placing a child on our wait list.
	The following is required to be placed on the wait list:
	- Parents first and last names
	- Best contact telephone number(s) or email addresses
	- Your expected start month
	- Your child’s name
	- Date of Birth (unborn children may be added to the list with expected month and year of birth
	****All personal information collected is available to the Supervisor, Designate or Director and maintained in a secure/locked cabinet to ensure the privacy and confidentiality of children listed.
	A waitlist will be formed when a classroom reaches full capacity of enrolment.  There is no fee to be put on the waitlist.
	Each age group at the Centre has its own individual waiting list.
	An estimate of when an opening will come available will be provided to the family.  Please note that there are several moving parts when completing this process.  The date is only an estimate created with the information we have at that time.  It may ...
	Children will be accepted into the program on a first come first served basis when spots become available in the required age group.  Priority is established by the date of the tour/application, however siblings of children currently enrolled in our p...
	When a space becomes available, the family at the top of the waitlist, with a child of the required age, and required schedule, will be contacted and invited to accept a child care spot.  If the family accepts the offer we move to the next step.  If t...
	When a family accepts an offered spot, a $200 deposit will be required which will come off your first month’s tuition.  At this time, we may also request a meeting in order to have parents and child meet the teachers, ask questions, receive necessary ...
	Spaces are only created when a child moves up to another classroom, a family takes a maternity/paternity leave, or when a family leaves the school.  There is no specific time, however the months of July, September, and January have the most movement, ...
	Admission and Discharge Policy
	DISCHARGE POLICY
	In the case of a missed payment, the following payment and NSF fee will be applied to the next billing cycle, amounting in a double payment plus all applicable NSF fees. If an NSF fee is incurred in the following billing cycle, all outstanding fees (r...
	If a certified cheque is not submitted one (1) week after the last NSF charge and payment does not occur, immediate termination will follow and a letter informing parents of the last day of care will be sent. If payments are continuously missed it is ...

	PARENT INVOLVMENT & COMMUNICATION
	Happy Kids prides itself on involving our parents and families in a mutual support system. Staff and parents must work together to provide the most suitable environment for the child.  It is important for you to have regular information about your chi...
	To help facilitate information sharing, Happy Kids website has menus, blog posts and special events such as fundraising events, field trips, etc. will be included on the website with all the information you may need. Permission forms will go out to fa...
	Pursuant to Canada’s Anti-Spam Legislation that went into effect July 1, 2014, by providing your email and signing the registration package, you allow Happy Kids to use your email for communication regarding your child and center events or announcemen...
	DAILY REPORTS
	A comprehensive daily report on your child’s activities and routines will be provided based on preference, paper copy or email. Parents are encouraged to read these reports daily and be aware of your child’s activities during the day. This ongoing com...
	Our systems allow for accurate and detailed information regarding your children’s daily routine as well as provide the opportunity to participate in your child’s learning experience.
	Incident reports, Accident reports, Illness reports, Medication Administration Authorization forms, and other like forms will be completed by staff and upon parent’s arrival you will be required to sign these documents.  A copy of the Incident Report...
	PARKING
	Our Centre has designated parking at its location. Please ensure that children are closely monitored at all times while in the parking lots to ensure their safety. We ask that parents do not park in-front of the centers door as this may pose a safety ...
	PARENT CODE OF CONDUCT
	We all have the right to be safe and feel safe in our school community. Happy Kids Code of Conduct sets clear standards of behaviour that apply to all individuals involved in our centre community including parents or guardians, volunteers, teachers, a...
	These standards apply whether they are on Happy Kids property or at centre-sponsored events and activities.
	All members of the Happy Kids community are to be treated with respect and dignity regardless of race, creed, sexual orientation, disability or any other ground protected by Ontario’s Human Rights Code.
	All adult members have the responsibility to act as models of good behaviour.  Foul language (swearing, name-calling, shouting, etc.) is not appropriate. Individuals engaging in such behaviour will be asked to leave the premises immediately.
	Inappropriate behaviour or harassment of any kind towards a child, student, parent or teacher will result in immediate intervention up to and including the family’s expulsion from the centre and/or police intervention. This type of behaviour includes ...
	No weapons are allowed on centre property or at centre functions. Alcohol and illicit drugs are not allowed on centre property or at centre sponsored events. The consequences for failure to comply will include but is not limited to the family’s expuls...
	The privacy and confidentiality of our parents, guardians, teachers, volunteers and students is important to us.  All concerns and comments should be addressed with the teachers. Should this discussion not address your concerns, the next step is to re...
	Gossip and public criticism are unacceptable. There should be no discussion of concerns with other parents in the centre hallways, the parking lot or via electronic mediums such as Facebook, Myspace, personal blog sites or other forms of electronic in...
	Any pictures taken at the centre or during centre events are for the private use of Happy Kids families only.  These pictures cannot be posted in on-line photo albums or social media (i.e. Photobucket, Facebook, Myspace, etc.)
	School cubbies are to be used solely for the purpose of communicating between parents and centre staff. They are not to be used for business promotion.
	IMMUNIZATION POLICY
	Parents must provide updated Immunization records before starting with Happy Kids and once enrolled records must be updated within a reasonable timeframe. All records must be from a medical officer of health. Any immunizations that are not updated to ...
	If parent’s object to Immunizing their child, they must complete the “Statement of Conscience or Religious Beliefs” or “Statement of Medical Exemption”.  This form must be notarized.  It will be placed filed in the child’s personal file.
	Nutritious Meals and Snacks
	We at Happy Kids Learning Centre believe that nutrition plays a vital role in a child’s ability to learn.  We provide home cooked freshly nutritious and delicious lunches and snacks.   Menus will be emailed for your review inclusive copies are placed ...
	ILLNESS POLICY
	Happy Kids staff members will not admit any children showing signs of illness upon arrival at the center. Symptoms include: vomiting, diarrhea, rash, hives, fever, foreign matter in the eyes or ears, head lice, or ring worm. Signs of communicable dise...
	Diarrhea/Vomiting
	Children at the center who have one episode of diarrhea/vomiting need to be monitored. If the diarrhea/vomiting stops and the child does not seem to be ill, parents will be informed at the end of the day. If a child has three episodes of diarrhea/vomi...
	Fever
	A fever is usually a symptom of an illness and may be caused by germs called bacteria or viruses.   Parents must list their children’s history of communicable diseases detailing the diseases; the date the child was diagnosed, and if there are any comp...
	POSITIVE CHILD GUIDANCE PRACTICES
	Discipline should be:
	a) related to the nature of the troublesome behaviour
	b) appropriate to the developmental level of the child
	c) used in a positive and consistent manner; and d) designed to assist the child to learn appropriate behaviour
	Throughout the day there will be times when children have difficulty coping with a situation. The following is a list of positive child guidance practices permitted at Happy Kids Child Care Inc.
	1. Direct the child’s attention to the activity or area that is appropriate at that time through clear communication. Staff must foster communication and see children as capable communicators. Under no circumstances should physical measures be used to...
	2. Speak with the child at eye level. Give the child a chance to try again now or later. Be clear, specific and follow through with consequences set down. Staff will speak with the child in a calm voice, giving the child the opportunity to explain his...
	3. The staff will be clear to the child in regards to specific natural and logical consequences that is developmentally appropriate.
	4. Separate the child from the situation by redirecting them and refocusing his/her energy on a quiet activity. The child remains in the classroom as a part of the group at all times.
	5. After no more than 5 minutes, go back to the child who was redirected and offer for them to re-enter the activity they were having a hard time with. Allow for them to show you that they are ready to use the activity or play with the other children ...
	6. Incident report will be filled out by the staff, notifying the parents about the behaviour modification.
	7. Inform the center supervisor if all other techniques have been unsuccessful. The center supervisor will help assist the situation in the room. If necessary a meeting with parents will take place to discuss alternate behaviour modification and or a ...
	8. With parental consent, external resources may be contacted (i.e. Region of Durham)
	9. Staff is expected to handle all situations in a consistent and professional manner.
	10. Staff must interact completely throughout the day with children including meal time, activities, circle time and outdoor time. Interaction is a key point to the teacher’s job.
	Note: if all these alternate measures do not succeed Happy Kids supervisor will write up a letter asking the child’s parents to withdraw him/her from the program.
	PROHIBITED CHILD GUIDANCE PRACTICES
	The following is a list of prohibited child guidance practices by Happy Kids Child Care Inc.
	1. The corporal punishment of a child;
	2. 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 h...
	3. Locking the exits of the child care center 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 eme...
	4. 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;
	5. Depriving the child of basic needs including food, drink, shelter, sleep, toilet use, clothing or
	6. Inflicting any bodily harm on children including making children eat or drink against their will.
	REST TIME
	Happy Kids provides all cribs and cots.  The current recommendation set out in Uthe Joint Statement on Safe Sleep: Preventing Sudden Infant Deaths in CanadaU. is that children up to their first birthday be placed on their backs for sleep. This has bee...
	The requirement for an infant sleep position may only be waived if a medical doctor/physician recommends differently in writing.
	Photographs and Media
	OUTDOOR ACTIVITY
	Children participate in outdoor activities for at least two hours daily, weather permitting. Please provide seasonally appropriate clothing such as a hat, gloves, snow pants, jacket, and boots in winter, a hat with a brim during summer and rain boots ...
	INCLEMENT WEATHER
	Childcare centers across Ontario implement an Inclement Weather Policy to ensure safety measures are followed when weather conditions become dangerous. Happy Kids foremost concern is to ensure the safety of our students, families and staff and to ensu...
	In the event of serious inclement weather, every effort will be made to keep the centre operational during regular hours, however, we may be forced to cancel some of our services.
	On severe weather day’s we ask all our families to please call the center before leaving home. Parents/guardians need to be aware that families will not be reimbursed for days missed due to severe weather conditions.
	CLOTHING POLICY
	Since the focus of our program is active involvement, we recommend that your child be dressed comfortably, casual, durable and seasonally appropriate clothing. Children who are not appropriately dressed will not be able to participate in our routine p...
	The children will be playing in the sand, gluing or finger painting and their clothing may accidentally become soiled. We provide smocks, roll up the children’s sleeves and try our best to avoid messes, but sometimes the children are so caught up in t...
	PERSONAL ITEMS AND TOYS
	All personal items brought from home (personal stuffed animals, blankets, etc.) must be labelled with the child’s name. Toys brought in for show and tell should not be of a violent nature. Happy Kids will not be held responsible for any lost or broken...
	Registration Process
	Please visit to the centre to pick up a registration package.  When all required forms have been filled out and submitted, and registration fees and deposits are made, the child is considered as registered with the start date indicated on the registra...
	Prohibited Behaviours
	Monitoring
	As part of the CCEYA, Happy Kids Child Care is required to have a written record of the monitoring policies and procedures as well as program implementation for up to 3 years. When a staff member changes rooms or leaves the room on a permanent basis f...
	Privacy Policy
	As of January 1, 2004, the Government of Canada requires all organizations to have a privacy policy in place and appoint a Privacy Officer. Happy Kids Child Care will ensure that all personal information gathered about our parents, guardians and child...
	What Parents Need to Provide
	Clothing: Please make sure your child has a complete change of clothing in case of an accidental spill.  Indoor shoes are a must for sanitary purposes. Please remember to label all clothing coming into the Centre.  Appropriate clothing should be avail...
	Diapers and other necessities: Only disposable diapers are to be used at the Happy Kids.  An adequate supply is to be kept in the child's change basket, along with any wipes and/or powder.  Please bring any creams or vaseline your child may use.  If a...
	Sunscreen:Parents are responsible for supplying sunscreen for their child's use. Please remember to label the bottle. Staff will notify you when your child's sunscreen is running low.
	Blanket / soft toy: If your child (toddler and up) has a favorite blanket or soft toy, please bring it to the centre.  It will be sent home weekly for cleaning.
	Other necessities: Please provide your child with a sippy cup for water if he/she prefers one.  As well, please feel free to donate Kleenex etc.  We will provide supplies as well.
	Please label all your child’s belongings as Happy Kids Learning Centre is not responsible for any lost items.  We will have a lost and found on-site of unlabelled items that will be donated seasonally if items are not claimed.

	EMERGENCY POLICY
	In the event of a medical emergency we may need to take your child to the hospital. In some circumstances, emergency help may be called before parents are notified. Every effort will be made to notify parents immediately after emergency help is called...
	As soon as reasonably possible during an emergency the supervisor will send an email to all parents informing them of the situation, any applicable instructions and the known next steps.
	Happy Kids has phones in all of its rooms that parents are encouraged to call at any time during the day. These phones are also used as an alternative means of obtaining emergency assistance such as calling 9-1-1. Happy Kids has an Emergency Managemen...
	Drop Off and Pick up Policy
	Your child must be dropped off by persons over 16 years of age.  Contact with a teacher must be made prior to the drop off person leaving. Your child may only be picked up by persons listed in their authorization list.  Written or verbal permission fr...
	In Ontario, it is the law that anyone dealing with children in a professional relationship who suspects a child has been abused, whether suggested by the physical condition or from something the child says, is obliged to call Children's Aid for advice...
	SERIOUS OCCURRENCE NOTIFICATION
	Effective November 1, 2011 The Serious Occurrence Notification Form (SONF) will be posted in a conspicuous place in the center at or near an entrance commonly used by parents.  The form will be posted near the child care license. The SONF must be post...
	CONFIDENTIALITY POLICY
	All information about your child and family members provided to Happy Kids staff is kept confidential. Information collected is the minimum needed to serve the purpose of the service provided and the right of every child and family’s privacy is recogn...
	COMPLAINT RESOLUTION PROCEDURES
	At Happy Kids, we strive to give children the best possible care and encourage parents to take an active role in their child’s care. We value the feedback we get from our families and welcome any questions, comments or concerns. Our classroom teachers...
	When an issue is brought to the attention of a teacher it is the responsibility of the teacher to:
	1. Document the concern in the communication log
	2. Report the concern to the center supervisor
	3. In consultation with the supervisor develop a plan to address or resolve the issue
	4. Provide a response to the parent within 2 business days
	5. Document the outcome and steps taken to resolve the issue in the communication log
	6. In the event the teacher cannot resolve the concern they will escalate the matter to the supervisor and inform the parent
	When an issue is escalated to the center supervisor the supervisor will:
	1. Document the concern in the supervisor log
	2. Construct and implement a resolution plan
	3. Provide a response to the parent within 2 business days
	4. Document the outcome and steps taken to resolve the issue in the supervisor log
	5. In the event that the center supervisor cannot resolve the issue it is to be brought to the attention of the regional senior supervisor or director and parent informed of the status
	Submitting a Complaint Online
	Families can also voice their questions, comments or concerns anytime by completing an online form found on our website at www.happykds.com
	1. Go to ‘contact us’ tab
	2. You have the option to voice your comments or concerns anonymously or leave your contact information to receive a response
	Thank you for taking part in the bettering of our centers!
	CHANGE OF INFORMATION
	If you have a change of address or telephone number, it is essential that we have that information in your child’s file. All emergency information must be kept up to date, including your work or school number, numbers of emergency contact people and w...
	CENTER POLICY
	Happy Kids Child Center has internal policies that guides the center’s daily operations. These policies are used and reinforced by all of our staff members and they are available for parents, staff and volunteers’ for review at anytime.
	*ADDITIONAL INFORMATION*
	Please keep this manual as a record for yourself and sign that you have read, understand, and agree to abide these policies in your parent registration package.  We look forward to providing a smooth-running program and a happy, stimulating environmen...


