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925 Cousineau Road
Windsor, Ontario N9G 1V8
519-966-7755 – childcare@stececile.ca

PARENTS’ MANUAL & POLICIES

Ste-Cécile Child Enrichment Centre offers a Toddler and Preschool programme
for ages 18 months to 5 years of age

Our centre is open from 7:30 am to 5:30 pm for courtesy (early) drop-off and/or (late) pick-up.
Our programme hours are: Full day programme 9:00 am to 4:00 pm
				Half day programme 9:00 am to 12:00 pm
		
The Centre is closed on New Year’s Day, Family Day, Good Friday, Victoria Day, Canada Day,
Civic Holiday, Labour Day, Thanksgiving Day, Christmas Day and Boxing Day.
The Centre is also closed on the days between Christmas Day and New Year’s Day
and closed as well the week that coincides with the public schools’ March break.

Welcome to Ste-Cécile Child Enrichment Centre: a unique aspect of Académie Ste-Cécile International School. Ste-Cécile Child Enrichment Centre is a bilingual day nursery dedicated to making music and learning fun, and in so doing, creating a spirit of enjoyment.

Our philosophy is to provide an atmosphere of love in which the child happily learns a positive approach concerned with his/her total growth: intellectual, physical, emotional, social, musical and cultural. The programme and environment are designed to promote the child’s skills, dignity, self-respect and          self-esteem through music and movement.

Inasmuch as music and culture play viable roles at the Centre, the Early Childhood Education curriculum and philosophy are not forsaken for they are the backbone to a variety of learning centres. Only through Early Childhood Education means can these distinctive features be offered. The curriculum being developed is allocated to appropriate groups of children with consideration of age, developmental stages and group balance, individual needs as well as group needs, insuring that all children are guided in their physical, social, intellectual and emotional development.

All aspects of the curriculum are dependent on the child’s needs to play, to discover, to feel secure, to be challenged, to experience, to be guided and to be supported.  It is through these aspects that the music as well as the learning centres which are typical to the Early Childhood Education Field are introduced.

Holding true to our philosophy and in conjunction with the provincial pedagogy defined in “How Learning Happens”, we strive to make this time a positive experience for you and your child. Through the vehicles of fun and love, can a child grow to discover himself/herself, his/her world and life: a growth, self-driven and in turn supported and stimulated by distinctive learning centres which are part of          Ste-Cécile Child Enrichment Centre.

DISTINCTIVE FEATURES AND LEARNING CENTRES

1. MUSIC
  (A) Education Through Music
	- based on Mary Helen Richards Programme
- Song-Experience games based on folk songs from our culture, which provide opportunities to experience the aesthetic on one’s own level.
	- Activity in song-experience game is imagination based.
	- Play accompanied by song.
- Experience the whole song, movement to parts of music, identification in sound and symbol through ETM techniques.
	- Play with pitch, intensity, quality and rhythm.
  (B) Fundamentals of Music
	(i)   Basic Orff 
- Experiencing beat, time and rhythm through use of xylophones, body and rhythm band instruments.
	(ii)  Theory
- Experience of basic musical notations such as: note and rest values, staff, dynamics, etc.
	(iii) Suzuki Methodology
- Explore in the areas of mutual learning, practicing, continuing support for the process of learning to play an instrument.
	- Small group instruction.
	- Teacher takes place of parent.
	- Centre provides instruments.

2. MOVEMENT EXPLORATION
- Exposure to physical qualities and individual expression as well as experience in dance through stylized routines and exercises.
	- Encourage keener sense of physical coordination.
	- Stimulate imagination and creativity.
	- Gross motor activities and beginners’ gymnastics.

3. NEWSLETTERS AND BULLETIN BOARD
	- Please check monthly newsletters for upcoming curriculum and events.
- Check parents’ bulletin board for themes, snack and lunch menus, and any announcements.

4. CHILDREN’S CONCERTS
    Held regularly for parents to view progress.
	- In-Class: held during last portion of programme on scheduled weekday.
	 

It is a form of education for both parent and child, to discover, to enjoy.

5. PROGRESS DAYS
 Opportunities for written progress reports and for appointments to meet with educators, will take place periodically throughout the year, so that parents may review and/or discuss their child’s progress. 

POLICIES


OUTDOOR PLAY 
According to the Child Care and Early Years Act, 2014 “Each child who receives child care for six hours or more in a day spends time outdoors for at least two hours each day, weather permitting, unless a physician or parent of the child advises otherwise in writing.”
-Please dress children appropriately for outdoor play.
-Children will be playing outdoors daily (year-round) during favourable and safe weather conditions, the decision of which the Centre will make upon consultation of the Environment Canada’s Weather Service.
- In case of inclement weather- children will stay indoors and join in fun gross motor activities. 
- If bad weather approaches and is deemed necessary, we will follow our severe weather protocol. 

REST TIME
According to the Child Care and Early Years Act, 2014 “(a) Each child in a licensed Preschool/Toddler group who receives child care for six hours or more in a day has a rest period not exceeding two hours in length and (b) a child in a licensed Preschool/Toddler group is permitted to sleep, rest or engage in quiet activities based on the child’s needs.
- Visual checks are done during the duration of rest time. 
-All full day children are to bring a labelled blanket to be used during their rest period.
-Parent is responsible for weekly laundering of their child’s blanket.
-Staff will perform visual checks pf sleeping children 45 minutes into their rest period, and at any time they deem necessary, by being physically present bedside the child while the child is sleeping and looking for indicators of distress or unusual behaviour. For children under the age of 24 months, a record log will be kept in the classroom to record visual checks every 15 minutes. Staff will initial every check.

SICK CHILDREN AT SCHOOL
-Please do not send your child to school when ill, as we will reserve the right to send your child home if so warranted.
-We are confident that you will appreciate the importance of your child’s well-being as well as the     well-being of others in the Centre.
-If a child becomes ill at school, parent will be notified and child will remain isolated from others, if necessary, until parent’s arrival.






MEDICATION GIVEN TO CHILDREN AT THE CENTRE: 
-The Supervisor or Assistant Supervisor are the only persons able to authorize the administration of drugs or medication to a child in attendance at the centre. The drugs and medications are to be stored in a locked container. Drug or medication is given to a child only where a legally qualified medical practitioner has prescribed such. Drug or medication must be in original container as supplied by a pharmacist or the original package of medication, on which name of child and drug, date of purchase and instructions for storage and administration are outlined.  
-Parent must fill out consent form for Drug Administration. Drug or medication is administered to a child only when it has been authorized by the child's physician, the child's parent/guardian and the Supervisor and/or Assistant Supervisor of Centre. The person in charge of administering the drugs and medications is the staff member, as authorized by the Supervisor and/or Assistant Supervisor. This staff member must record the time when drugs or medication is administered and this to be done according to the Consent Form and Medication Record. A separate consent form is required for each drug/medication given to a child.

OVER-THE-COUNTER MEDICATIONS
The following: sunscreen, moisturizing skin lotion, lip balm, Insect repellant, sanitizer and diaper cream can have a single parent authorization (written approval) and can be administered without medication consent form as long as they are non-prescription (over-the-counter). The daycare requires the products to be in its original packaging or we will not be able to apply to your child. Please note Staff will not track or document the administration of the following items. A permission form will need to be filled out in order to be administered. 

IMMUNIZATION
All children shall be immunized as recommended by the local medical officer of health before they may be admitted to the child care centre.  
The above does not apply where a parent of the child objects to the immunization on the ground that the immunization conflicts with the sincerely held convictions of the parent’s religion or conscience or a legally qualified medical practitioner gives medical reasons as to why the child should not be immunized. These objections or medical reasons shall be submitted in a form approved by the Minister. The child care centre is required to hold records of such immunizations or forms in the personal file of the child. 
*All children must be registered with the WECHU though their secure online website and a copy of the confirmation paper must be submitted to the daycare and placed in their file. It is the parents responsibility to update your child’s immunizations on the website. 
Please see information sheet below***
https://www.wechu.org/your-health/immunization/immunization-requirements-child-care
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PROHIBITED PRACTICES
The following shall not be permitted:
(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 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.

SUPERVISION OF VOLUNTEERS AND STUDENTS
Ste-Cécile Child Enrichment Centre may have volunteers and/or students working within the organization along with staff throughout the year. At all times, children / group of children are never left alone with volunteers and students. They must be under the direction and supervision of Centre staff at all times. No child or children will be supervised by any person less than 18 years of age. No child or children will be supervised by someone who is not an employee of Ste-Cécile Child Enrichment Centre. Only employees of Ste-Cécile Child Enrichment Centre will have direct unsupervised access to children. 
All volunteers and students having contact with children in the child care centre must have a criminal reference/vulnerable sector check. All volunteers and students are responsible for maintaining the confidentiality of all proprietary or privileged information to which they are exposed while at Ste-Cécile Child Enrichment Centre, involving staff, clients, or other volunteers and students.

WAITLIST POLICY
In the event that Ste-Cécile Child Enrichment Centre finds the need to establish a waitlist, the following will determine the order in which children on the waitlist will be offered admission.
-There will be no fee or deposit required for the placement of a child on the waitlist for admission to Ste-Cécile Child Enrichment Centre.
- All families must register with the school on the City of Windsor Website ONEHSN.COM
-A Child is put on the waitlist when contact is made with the Supervisor or Assistant Supervisor of the Childcare Centre.
-It is the parents/guardians responsibility to contact the center to change the information on file if changes occur (example: new contact number, request for different days, etc.) or change information on the application on the ONEHSN site. 
-Priority spots are given first to Ste-Cécile Académie International School staff, then siblings of current Ste-Cécile Child Enrichment Centre families, followed by siblings of Académie Ste-Cécile International School students and then applicants on ONEHSN site. 
-Ste. Cécile Child Enrichment Centre does not share information regarding child position on the waitlist.
-Parents/Guardians are not guaranteed a childcare spot until a maximum of 30 days before the spot is available regardless of the placement on the waitlist. A childcare spot is guaranteed once the enrollment is complete. 
-When a spot becomes available, parents are called/ emailed in order of the placement on the waitlist. If a parent denies the spot, then the next parent on the list is called until a parent accepts the spot and at that point the spot is considered filled. 
-Strict confidentiality will be observed when discussing a child’s position on the waitlist and as such parents will be privy to information that only pertains to their child.

PARENTS PERSONALLY ESCORT CHILD TO AND FROM ACTIVITY ROOM
-To ensure the safety of your child, please personally escort your child to and from his/her activity room.  Please ensure a staff has acknowledged the presence of your child in the room. 

OFF PREMISE ACTIVITIES 
In the event that “off premise activities” are organized Parents/guardians will be informed in advance of any planned excursion/field trip. After reviewing the activity information sheet, a release form for the excursion will be provided to the parent/guardian to authorize their child to engage in the event. All consent forms regarding excursions/field trips must be received prior to date of said excursion. Supervisory staff will be required to bring on the excursion a first –aid kit, emergency numbers, as well as individual children’s inhalers and Epi-pens. * No additional fees for field trips, all excursions/field trips are on the Académie Ste-Cécile International School premises- it is considered off licence daycare premise*

CHILDREN’S CLOTHING AND BELONGINGS
-Please, label all your child’s clothing and belongings to avoid mistaken and lost items.
-Check lost and found box for any missing articles.
-EXTRA CHANGE OF CLOTHES - to be kept at school in case of toileting accident or spills.
- If child is potty training, parents are responsible to supply pull ups and wipes. Parents will be notified when these need to be replenished or not needed anymore. 

CHILD’S PERSONAL TOYS
-Please, encourage your child to leave personal toys at home, to avoid any lost personal items.

SNACK TIME
-Snacks are provided by the Centre; if your child has a severe allergy and you wish for your child to bring his/her own snack, please have it in a lunch bag with the child’s name written on it. Absolutely no peanuts, nuts of any kind or their products (i.e. peanut butter) will be allowed.

MEDIUM EXPERIENCE
-Children will be engaging in various medium experiences, such as: finger painting, sand play, water play, paint etc... 
Parents, please dress your children accordingly. Special efforts are made to keep your children’s clothing neat and tidy, however accidents do happen. Please, dress them in washable clothing.



EMERGENCY MANAGEMENT POLICY
-The purpose of this policy is to provide clear direction for staff and licensees to follow, to deal with emergency situations. The procedures set out steps for staff to follow to support the safety and well-being of everyone involved. Clear policies and procedures will support all individuals to manage responses and responsibilities during an emergency, resulting in the safest outcomes possible. * We follow Académie Ste-Cécile Elementary Emergency Management Policies* 

POLICY

Staff will follow the emergency response procedures by following these three phases:
1. Immediate Emergency Response;
1. Next Steps during an Emergency; and
1. Recovery.
1. Debrief 

Staff will ensure that children are kept safe, are accounted for and are supervised at all times during an emergency situation. Staff will ensure that they have the Emergency Contact Book in the event children’s parents need to be contacted. 


For situations that require evacuation of the child care centre, the meeting place to gather immediately will be located at: Académie Ste-Cécile International School (main building across the driveway from the elementary school/daycare) at 925 Cousineau Road, Windsor -tel. 519-969-1291

If it is deemed ‘unsafe to return’ to the child care centre, the evacuation site to proceed to is located at: same as above 

Note: all directions given by emergency services personnel will be followed under all circumstances, including directions to evacuate to locations different than those listed above.

In the event of a “Lock Down “- Lock down procedure will be followed by all teachers. Parents will be notified through email/Remind app. Any updates will be viewed through email/Remind app. *We follow Académie Ste.-Cecile Elementary Lock Down procedures*

 For any emergency situations involving a child with an individualized plan in place, the procedures in the child’s individualized plan will be followed. Children that are needing extra care during these times will be assigned a teacher to help during an event. 

If any emergency situations happen that are not described in the staff procedures document, Ste-Cécile Child Enrichment Centre Supervisor will provide direction to staff for the immediate response and next steps. Staff will follow the direction given.

If any emergency situations result in a serious occurrence, the serious occurrence policy and procedures will also be followed.

All emergency situations will be documented in detail by Ste-Cécile Child Enrichment Centre Supervisor in the daily written record. Supervisor will debrief with staff , if any directions are needed . Staff will support any children’s need if in distress regarding event. 

EMERGENCY PROCEDURE
-In the event of an emergency, the parents will be notified and in cases in which the parents are unable to be reached, the guardian or emergency number will be notified.
-Any accident happening to your child while at the Centre will be documented in writing and parent will be notified and given a copy of such occurrence.  Please consult a nursery school staff member for any specific details.

EMERGENCY PROCEDURES WARRANTING AMBULANCE
-In an event of an extreme emergency, ambulance and parents will be notified. In the case in which the parents are unable to be reached, the guardian or emergency number will be notified.

[bookmark: _Hlk209614646]FIRE PROCEDURES
-Children will participate in monthly fire drills at the Centre. We encourage you to discuss the event with your child.

LOCKDOWN PROCEDURES
-Children and staff will follow written procedures
- Children/staff will participate in monthly drills with the Elementary school. 


PRIVACY COMMITMENT
-At Académie Ste-Cécile International School (“Académie Ste-Cécile”), we are committed to protecting your personal information – this is our privacy commitment to you as a parent, student, employee, associate or friend of Académie Ste-Cécile. 
-We collect your personal information only to provide services for which you have registered, to understand your needs and to assist us in creating new services that will serve you better. 
-We do not disclose your personal information to any other organization or individual of Académie     Ste-Cécile unless it is necessary to provide you with services from Académie Ste-Cécile communications or when required by law.
-Your personal information is processed and stored in secure and confidential databases with strict access controls.

NURSERY SCHOOL PAYMENT POLICY
The payment of tuition or the acceptance of post-dated cheques for tuition, the Académie Ste-Cécile International School, reserves the right to terminate a child’s enrollment at the Centre or to deny re-registration of any former student. In these matters, Académie Ste-Cécile reserves the final right of discretion in all matters of re-registration.




PAYMENT SCHEDULE 
-Payment for the first month as well as the month of June (unless otherwise notified) is due as one payment upon registration of all children. 
-Payments may be made by post-dated cheques or e transfer on the first of every month.
-Fees owing will be in accordance with the school’s agreement with The City of Windsor in relation to the Canada Wide Early Learning and Child Care programme.
-All monthly tuition is calculated in advance according to agreed calendar days of attendance. The fees in the chart below reflect the rates before discounts are applied. Parents will be notified of fee changes before the first of the month if needed

PAYMENT PROCEDURES
-Tuition payment options are as follows: direct deposit or post-dated cheques.

Our fees are as follows:       
  
[bookmark: _Hlk213763096]Preschool Base fee: $40.00/full day        $25.00/ half day
    
CWELCC Program:  $18.90/full day         $11.81/half day
                                                
[bookmark: _Hlk213762972]CURENT RATES: 
	5 half days/week    $267.75 /month
	5 full days/week      $428.40/ month

	4 half days/week $214.20    / month
	4 full days/week      $342.72 /month

	3 half days/week   $160.65   /month
	3 full days/week     $257.04 / month

	2 half days/week     $107.10 / month
	2 full days/week      $171.36/ month

	Lunch(half day) $4.00/day
	



Toddler Base fee: $45.50/full day        $35.00/ half day
    
CWELCC Program:  $21.50/full day         $16.54/half day

CURENT RATES: 
	5 half days/week $ 344.03/month
	5 full days/week $447.20/ month

	4 half days/week $275.20   / month
	4 full days/week $357.76 /month

	3 half days/week  $206.40   /month
	3 full days/week  $268.32 / month

	2 half days/week     $137.60 / month
	2 full days/week  $178.88/ month

	Lunch(half day) $4.00/day
	






*Please NOTE: Tuition is calculated with the number of days the daycare is open over 10-month period as well as statutory holidays. Parents are not charged for non-statutory days/ March Break*

Half days: Half day programme children tuition will be calculated per month- emailed to families in advance( number of days attending- if lunch is requested it will be added to the over all tuition. 

EXTRA SESSIONS
-Parents requesting for children to attend extra sessions beyond agreed monthly sessions have the opportunity to do so providing the Centre is notified in advance to confirm availability of space.  Billings for these sessions will be made monthly by the form of statements. Payment of extra day is due before scheduled day. 

INCOME TAX RECEIPTS
-Official summary receipts will be issued to all parents at the end of the calendar year for all tuition paid.  

WITHDRAWAL POLICY
-Withdrawal from the Nursery Program is only allowed provided that sufficient notice of a complete month is given in advance to the Supervisor or the Office. Only upon such notice of a complete month, can June tuition be transferred and applied to the final month of the child’s attendance. Uncashed cheques will be returned upon proper notice. Any partial refund will be calculated and issued by the Office. In all cases, classes missed are non-refundable. Tuition is paid for spots not attendance. If a billing mistake occurs, Supervisor and Accounting department will verify such mistake and either issue a refund or payment can be credited to the following month of tuition. Parents will be notified through email until matter is resolved. 


OVERTIME CHARGES


-PLEASE NOTE: parents whose children stay beyond the official closing time will be billed an overtime fee as listed below.
Half Day Programme ends at 12:00 noon with pick-up to be done by 12:00 noon.
Non- base fee for lunch if child attends lunch $4.00 per day ( Programme until 12:30)
Full Day Program ends at 4:00 p.m. with pick-up to be done prior to 5:30 p.m.

Overtime charges: Non- Base Fees per child are as follows:
$ 20.00 for first 15 minutes       $60.00 for first 45 minutes     
$ 40.00 for first 30 minutes       $80.00 for first 60 minutes

Please note that fees are doubled for second time overtime charges. We therefore, ask your cooperation and promptness in this matter so as to help keep a fair working relationship between the Académie and its staff. In all matters regarding extra billings, (i.e. extra sessions attended, extra lunches, overtime fees) parents will receive statements issued by Académie Ste-Cécile




Child Care Centre 
Safe Arrival and Dismissal Policy and Procedures
Name of Child Care Centre: 
Date Policy and Procedures Established: 
Date Policy and Procedures Updated: 
Purpose	
This policy and the procedures within help support the safe arrival and dismissal of children receiving care.  
This policy will provide staff, students and volunteers with a clear understanding of their roles and responsibilities for ensuring the safe arrival and dismissal of children receiving care, including what steps are to be taken when a child does not arrive at the child care centre as expected, as well as steps to follow to ensure the safe dismissal of children. 
This policy is intended to fulfill the obligations set out under Ontario Regulation 137/15 for policies and procedures regarding the safe arrival and dismissal of children in care.
Note: definitions for terms used throughout this policy are provided in a Glossary at the end of the document.

Policy
General
· Ste. Cecilie Child Enrichment Centre will ensure that any child receiving child care at the child care centre is only released to the child’s parent/guardian or an individual that the parent/guardian has provided written authorization the child care centre may release the child to.
· Ste. Cecilie Child Enrichment Centre will only dismiss children into the care of their parent/guardian or another authorized individual.  The centre will not release any children from care without supervision. 
Where a child does not arrive in care as expected or is not picked up as expected, staff must follow the safe arrival and dismissal procedures set out below.

Procedures
Accepting a child into care 
1. When accepting a child into care at the time of drop-off, program staff in the room must:
· greet the parent/guardian and child.
· ask the parent/guardian how the child’s evening/morning has been and if there are any changes to the child’s pick-up procedure (i.e., someone other than the parent/guardian picking up).  Where the parent/guardian has indicated that someone other than the child’s parent/guardians will be picking up, the staff must confirm that the person is listed on child’s individual emergency contact sheet or where the individual is not listed, ask the parent/guardian to provide authorization for pick-up in writing (e.g., note or email).
· document the change in pick-up procedure in the daily written record.
· sign the child in on the classroom attendance record.
Where a child has not arrived in care as expected
1. Where a child does not arrive at the child care centre and the parent/guardian has not communicated a change in drop-off (e.g., left a voice message or advised the closing staff at pick-up), the staff in the classroom must:
· inform the supervisor or head teacher  and they must commence contacting the child’s parent/guardian no later than 10:00am. Staff shall contact child’s parent/guardian via phone, email and/or communication app. Staff shall try to contact twice and if no response back by 60 minutes before reaching out to second contact person. If no call back, staff shall try procedure again. If no contact reached by 12:30pm, emergency contact or work contact will be attempted. 
2. Once the child’s absence has been confirmed, program staff shall document the child’s absence on the attendance record and any additional information about the child’s absence in the daily written record.
Releasing a child from care
1. The staff who is supervising the child at the time of pick-up shall only release the child to the child’s parent/guardian or individual that the parent/guardian has provided written authorization that the child care may release the child to.  Where the staff does not know the individual picking up the child (i.e., parent/guardian or authorized individual),
· confirm with another staff member that the individual picking up is the child’s parent/guardian/authorized individual.
· where the above is not possible, ask the parent/guardian/authorized individual for photo identification and confirm the individual’s information against the parent/guardian/authorized individual’s name on the child’s file or written authorization. 
Where a child has not been picked up as expected (before centre closes)
1. Where a parent/guardian has previously communicated with the staff a specific time or timeframe that their child is to be picked up from care and the child has not been picked up by 1 hour after expected pick up time.  Staff shall contact the parent/guardian via phone call , email/communication app and advise that the child is still in care and has not been picked up.  
· Where the individual picking up the child is an authorized individual and their contact information is available, the staff shall proceed with contacting the individual to confirm pick-up as per the parent/guardian’s instructions or leave a voice message to contact the centre.
· Where the staff has not heard back from the parent/guardian or authorized individual who was to pick up the child the staff shall continue to reach out to contacts listed on the child’s individual contact sheet. 
Where a child has not been picked up and the centre is closed
1. Where a parent/guardian or authorized individual who was supposed to pick up a child from care and has not arrived by 5:30pm, staff shall ensure that the child is given a snack and activity, while they await their pick-up.  
2. One staff shall stay with the child, while a second staff proceeds with calling the parent/guardian to advise that the child is still in care and inquire their pick-up time.  In the case where the person picking up the child is an authorized individual; the staff shall release and inform them of late fees.
3. If the staff is unable to reach the parent/guardian or authorized individual who was responsible for picking up the child, the staff shall remain with the child until an authorized person has been contacted and child has been picked up. 
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4. Where the staff is unable to reach the parent/guardian or any other authorized individual listed on the child’s file (e.g., the emergency contacts) by 7:00pm the staff shall proceed with contacting the local Children’s Aid Society (CAS) .  Staff shall follow the CAS’s direction with respect to next steps. 
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Ste-Cécile Child Enrichment Centre Program Statement
Our programme at Ste-Cécile Child Enrichment Centre is a reflection of our philosophy and belief that children best learn and grow by being actively involved in their environment both indoors and out. It is important to us to provide the best possible environment to assist the child to develop to his or her fullest potential, in his or her own way. 
Our intent is to use a proactive approach to provide enhanced services to all the children in our programme. High quality developmentally appropriate child care is also inclusive care. When children’s needs are being met, according to their developmental levels, children do not stand out as having “special needs”; they all have needs, and Ste-Cécile Child Enrichment Centre staff play an important role in meeting those individual needs.
 Children are competent, capable of complex thinking, curious and rich in potential
Every child should feel that he or she belongs, is a valuable contributor to his or her surroundings, and deserves the opportunity to succeed. We believe that here at Ste-Cécile Child Enrichment Centre, the programme and environment, based on the musical and social aspects of development, is instrumental in and designed to promote the child’s skills, independence, resourcefulness, curiosity, creativity, dignity, self-respect and self esteem. 
We provide an environment that fosters curiosity, one that allows children to explore. We believe that every child deserves a safe and caring environment (a place where children want to be and where they feel “at home”), in which to grow and develop to their maximum potential.
Our goals for children, consistent with the Ministry of Education pedagogy, include the following:
· Every child has a sense of belonging when he or she is connected to others and contributes to their world.
· Every child is developing a sense of self, health, and well-being.
· Every child is an active and engaged learner who explores the world with body, mind, and senses.
· Every child is a capable communicator who expresses himself or herself in many ways.
Children’s interests are valuable to their learning and offer a rich variety of experiences. The types of activities we offer daily include:
· music 
· drama, dance and visual arts
· physical activity
· language and literacy
· nature, science and technology
· construction and design
· daily opportunities for physical activity and active outdoor play
· rest time for children who require it, based on their developmental needs.
Our programs are designed to:	
· encourage children to interact and communicate in a positive way and support their ability to self-regulate
· foster the children’s exploration, play and inquiry
· provide child-initiated and adult-supported experiences
· offer opportunities to create authentic lasting relationships with others in the program
 Health, safety, nutrition and well-being of children 
We know that the early years set the foundation for children’s health and well-being.
We understand that the first step in establishing and nurturing health, safety and well-being for children in our programmes is through the connections they make with the programme staff, volunteers and students on placements. Here are some other specific ways we promote well-being in our programmes.
Health and safety—as a licensed child care operator; Ste-Cécile Child Enrichment Centre meets all health and safety requirements of the Ministry of Education and local government bylaws.
Nutrition—our menus follow Canada’s Food Guide and you can view the menus on the Parents’ Bulletin board. We can accommodate dietary or religious food requirements for children in our programmes.
 Relationships among children, families, staff and community partners
Ste-Cécile Child Enrichment Centre works with families and children as a team to foster collaborative and            co-operative relationships among all of our partners.
Ste-Cécile Child Enrichment Centre strives to promote a sense of belonging for children and their families in our programmes by creating positive interactions and collaboration of families. We understand that relationships of trusts are the basis for learning and co-operation.
Every child is entitled to be given the opportunity to develop personal responsibility and social skills, to learn to problem-solve and to learn about diversity and inclusion.
The skills of conflict resolution are important to lifelong learning. As competent individuals, children are active participants in resolving conflicts. We encourage them to come up with ideas and solutions to problems that arise.
We cultivate a positive and supportive working relationship with community support agencies that provide us with resource information and classroom support to better meet needs of children, families and educators.
 Positive self-expression, communication and self-regulation
Ste-Cécile Child Enrichment Centre’s inclusive programming leads to children’s sense of belonging. Progressive learning environments and practices, focused on play-based learning, encourage children’s self-expression, communication, self-regulation and their ability to deal with stress. As they learn how to remain and return to a state of calm in stressful situations, they are best able to control their emotions, pay attention, ignore distractions and understand the consequences of their actions. Staff model best practices and foster an awareness of their own ability to self-regulate their emotions.  

Trust in the world and people 

Our staffs meet the child's need to develop and build continued trust as they build relationships with peers and adults. Our staffs are cheerful and happy to see the children and families each day, they are consistent and reliable. Each staff follows the same principals and supports the daily drop off that is so valuable and important for the children’s emotional and social sense of belonging. The day is conducted in a familiar pattern. Everything is planned following the child’s lead and interest. If this is the child's first experience away from home, he/she will find it to be an extension of their home.

 Self-worth encouraging each child to reach their maximum potential
 
Each child is an individual and treated as such.  The group is small enough so that no child is overlooked.  The child is not rushed into an activity for which he/she may be unprepared.  Routines are conducted by guiding small numbers of children from one activity to another; the child accomplishes each task at his/her own rate.  At the end of each day the child leaves with a feeling of satisfaction. 
        
 Growing in language and cognitive skills 

The program focuses on play-based learning where learning happens when children manipulate, explore and experiment. Purposeful play-based learning enables children to investigate, ask questions, solve problems, and engage in critical thinking.  Play is responsive to each child’s unique learning style and capitalizes on his or her instinctive curiosity and vision. Our plans are developed over a period of a week or two and planned to coincide with the interests of the children. Puzzles used for spatial concepts, matching, sorting, seriation, and counting games are provided. Science concepts are taught. Books are available. Stories, poems, songs, games and finger plays are used daily for language development. Our music programme serves as a vehicle towards acquiring the above concepts and skills. Children articulate their ideas and use different languages to express them. Ste-Cécile Child Enrichment Centre respects, fosters, responds, supports and includes different cultures and languages. In our inclusive learning environments, we welcome children of all abilities.

 Inclusive learning environments in our programme are implemented by

· acknowledging diversity and valuing the culture and first language of all children 
· an environment that is accessible to each child
· recognizing each child as unique and working with the families around their developmental needs   
 Outdoor activities

Each day, weather permitting, each child enjoys two hours of outdoor activity unless a physician advises otherwise in writing.  Learning to run, jump, climb, and take turns is a healthy way to participate in group activities while developing coordination and strength
 Parent engagement and communication
Ste-Cécile Child Enrichment Centre aims to foster outreach, engagement and communication with families about our programme and their children’s learning experiences. We believe that families are experts on their children. Sharing knowledge is integral to the success of your child. 
Ste-Cécile Child Enrichment Centre aims to ensure that families have the support of available, affordable, safe, reliable, high quality licensed child care for their children, which ensures parents peace of mind while their children are in our programme. Respect, care, empathy, trust and integrity are core values in all our interactions with families.
We know that our partnerships with our families help our program to best meet the needs of the children:
· helps meet the child’s needs as families know their children best, and are the first and most powerful influence on learning and development.
· building a powerful relationship by understanding family structures, values,  language and their culture.
In addition to the daily interaction and ongoing communication with programme staff, we offer opportunities for parent feedback and involvement—such as monthly newsletters. Remind App and parent-teacher interviews. We use parent input to improve our programmes and services. At any time throughout the year, parents are welcome to contact the administrative staff to provide feedback and express any concerns they may have about the programme. Parents are provided information and support responsive to their needs. Parent surveys are conducted annually. The results provide Ste-Cécile Child Enrichment Centre with information on families’ level of satisfaction in all areas of the programme, their experience with Ste-Cécile Child Enrichment Centre and suggestions for improvement.
 Community partners 
Ste-Cécile Child Enrichment Centre is committed to involving local community partners and to engaging those partners in supporting Ste-Cécile Child Enrichment Centre children, families and staff.
We provide learning opportunities and practical work experience, in the areas of programming and administration, to members of the community through the recruitment, placement, training and recognition of volunteers and students on placement. Volunteers and students on placement augment the high-quality care and individual attention given to the children in the programmes.

 Supporting staff in continuous professional learning
Ste-Cécile Child Enrichment Centre is committed to hiring, training and fairly compensating staff. We hire staffs that have a positive and sensitive attitude towards children. Our non-discriminatory hiring practices provide individuals of all backgrounds the opportunity for employment. We believe that everyone has worth and value and all staff are entitled to be respected, supported and treated fairly.
Ste-Cécile Child Enrichment Centre staff foster children’s inquiry and creativity. Staff plan on a daily basis based on the observations that they make on children’s interests. In this way, learning is extended, leading to deeper investigation with materials and the environment. Staff plan for and create positive learning environments and experiences in which each child’s learning and development will be supported.
Through positive adult-child interactions, Ste-Cécile Child Enrichment Centre staff work closely with children to extend their learning by encouraging children to build upon their existing knowledge. Ste-Cécile Child Enrichment Centre staff develop an intentionally planned programme that supports early learning.
All full-time staff members working with children have completed studies in the field of early childhood education, and are registered with the College of Early Childhood Educators. Professional development opportunities are available to staff, on an ongoing basis, throughout the year.  Each year, a variety of workshops and courses are offered. 
Formal professional learning is vital, but we also know that the most central professional growth happens             day-to-day, as our staff co-learn with children and each other as self-reflective professionals.
 Documenting and reviewing the impact of Ste-Cécile Child Enrichment Centre learning programme
At Ste-Cécile Child Enrichment Centre, we understand that pedagogical documentation is a way for our programme staff to learn about how children think and learn. Our staff make daily observations of children in the program and use this information to inform their future planning. Our intention is to move beyond reporting of children’s behaviour, in order to find meaning in what children do and experience. The purpose of our documentation is also:
· to value children’s experiences and help them to reflect back on those experiences in their learning environment
· to learn together with the children involving the meaningful adults in their life 
· to reflect and monitor appropriate development as the children grow  
· for programme staff to co-plan with children about learning 
· to keep an open and ongoing dialogue with families about children’s experience   
· a self-reflection opportunity for programme staff, as they participate in continuous professional learning 
· promoting responsive relationships
Ste-Cécile Child Enrichment Centre staff will complete the process of pedagogical documentation in the interest of gaining better understanding of the children and families in their care. Through pedagogical documentation Ste-Cécile Child Enrichment Centre staff will endeavor to: 
· Make children’s learning visible;
· Understand what children are thinking through the course of their experiences;
· Explore how children learn and what they are passionate about;
· Capture how children’s learning and their understanding and experiences change over time. 
The program statement and various policies are reviewed with all staff, students on placement and volunteers prior to commencing work with the children and annually thereafter. 
Ste-Cécile Child Enrichment Centre offers a learning programme that is consistent with Ministry of Education policies, pedagogy and curriculum. Some of the Ministry documents we reference in our programme include the following:
· How Does Learning Happen? Ontario’s Pedagogy for the Early Years
· Think, Feel, Act - Lessons from Research About Young Children
· Excerpts from “Elect” - Early Learning for Every Child Today
Parent Issues and Concerns Policy and Procedures

Policy 

General
Parents/guardians are encouraged to take an active role in our child care centre and regularly discuss what their child(ren) are experiencing. As supported by our program statement, we support positive and responsive interactions among the children, parents/guardians, child care providers and staff, and foster the engagement of and ongoing communication with parents/guardians about the program and their children. Our staff is available to engage parents/guardians in conversations and support a positive experience during every interaction. 
All issues and concerns raised by parents/guardians are taken seriously. Every effort will be made to address and resolve issues and concerns to the satisfaction of all parties and as quickly as possible.
Issues/concerns may be brought forward verbally or in writing. Responses and outcomes will be provided verbally, or in writing upon request. The level of detail provided to the parent/guardian will respect and maintain the confidentiality of all parties involved.
An initial response to an issue or concern will be provided to parents/guardians within one business day. The person who raised the issue/concern will be kept informed throughout the resolution process. Investigations of issues and concerns will be fair, impartial and respectful to parties involved. 

Confidentiality
Every issue and concern will be treated confidentially and every effort will be made to protect the privacy of parents/guardians, children, staff, students and volunteers, except when information must be disclosed for legal reasons (e.g. to the Ministry of Education, College of Early Childhood Educators, law enforcement authorities or a Children’s Aid Society). 

Conduct
Our centre maintains high standards for positive interaction, communication and role-modeling for children. Harassment and discrimination will therefore not be tolerated from any party.
If at any point a parent/guardian, provider or staff feels uncomfortable, threatened, abused or belittled, they may immediately end the conversation and report the situation to the supervisor and/or licensee.

Concerns about the Suspected Abuse or Neglect of a child
Everyone, including members of the public and professionals who work closely with children, is required by law to report suspected cases of child abuse or neglect. 
If a parent/guardian expresses concerns that a child is being abused or neglected, the parent will be advised to contact the local Children’s Aid Society (CAS) directly. 
Persons who become aware of such concerns are also responsible for reporting this information to CAS as per the “Duty to Report” requirement under the Child and Family Services Act.
For more information, visit http://www.children.gov.on.ca/htdocs/English/childrensaid/reportingabuse/index.aspx 



Procedures

	Nature of Issue or Concern
	Steps for Parent and/or Guardian to Report Issue/Concern:
	Steps for Staff and/or Licensee in responding to issue/concern:

	Program Room-Related
E.g: schedule, sleep arrangements, toilet training, indoor/outdoor program activities, feeding arrangements, etc.
	Raise the issue or concern to
1. the classroom staff directly
or
1. the supervisor or licensee.
	1. Address the issue/concern at the time it is raised 
or
1. arrange for a meeting with the parent/guardian within one  business day.
Document the issues/concerns in detail. Documentation should include:
1. the date and time the issue/concern was received;
1. the name of the person who received the issue/concern;
1. the name of the person reporting the issue/concern;
1. the details of the issue/concern; and
1. any steps taken to resolve the issue/concern and/or information given to the parent/guardian regarding next steps or referral.
Provide contact information for the appropriate person if the person being notified is unable to address the matter.
Ensure the investigation of the issue/concern is initiated by the appropriate party within 2 business days or as soon as reasonably possible thereafter. Document reasons for delays in writing.
Provide a resolution or outcome to the parent(s)/guardian(s) who raised the issue/concern.

	General, Centre- or Operations-Related
E.g: child care fees,  hours of operation, staffing, waiting lists, menus, etc.
	Raise the issue or concern to 
1. the supervisor or licensee.
	

	Staff-, Supervisor-, and/or Licensee-Related
	Raise the issue or concern to
1. the individual directly
or
1. the supervisor or licensee.
All issues or concerns about the conduct of staff,  etc. that puts a child’s health, safety and well-being at risk should be reported to the supervisor as soon as parents/guardians become aware of the situation.
	

	Student- / Volunteer-Related

	Raise the issue or concern to
1. the staff responsible for supervising the volunteer or student
or
1. the supervisor and/or licensee.
1. 
All issues or concerns about the conduct of students and/or volunteers that puts a child’s health, safety and well-being at risk should be reported to the supervisor as soon as parents/guardians become aware of the situation.
	




















Escalation of Issues or Concerns: Where parents/guardians are not satisfied with the response or outcome of an issue or concern, they may escalate the issue or concern verbally or in writing to the Executive Directrice or Board of Directors.




Issues/concerns may also be reported to other relevant regulatory bodies (e.g. local public health department, police department, Ministry of Environment, Ministry of Labour, fire department, College of Early Childhood Educators, Ontario College of Teachers, College of Social Workers etc.) where appropriate.

Contacts:
Executive Directrice –Thérèse Gadoury 519-969-1291

Ministry of Education, Licensed Child Care Help Desk: 1-877-510-5333 or childcare_ontario@ontario.ca

Windsor Essex County Health Unit: 519-258-2146      
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