[image: image1]Garderie Bernadette Child Care Centre


[image: image2.jpg]29,





Garderie Bernadette
Child Care Centre
Parent Handbook

Table of Contents

Welcome


             ………………………………………………………………………………p.3


Our Centre











1. Overview


…………………………………………..………………………………….p.3
2. Governance      

……………………………………..……………………………………….p.4
3. Mission Statement

…………………………………………………………..………………….p.4
4. Program Statement

…………………………………………………………………..………….p.5
5. Complete Team

………………………………………………………………..…………….p.7



Practical Information








1. Admission


……………………………………………………………………..……….p.8
2. Registration


………………………………………………………………..…………….p.8
3. Waitlist and Priority Management ……………………………………………………………….………p.8
4. Fees for Services

……………………………………………………………..……………….p.9
5. Subsidized Spaces

……………………………………………………………..……………….p.9
6. Withdraw Policy                        …………………………………………………………………….………..p.9
7. Discharge Policy                        ………………………………………………………….…………………..p.9
8. Contact Information                 ……….……………………………………………………..………………p.9
9. Hours of Operation

……………………………………………………………..……………….p.9
10. Statutory Holidays

……………………………………………………………..……………….p.10
11. Parking


………………………………………………………………..…………….p.10
12. Extreme Weather

…………………………………………………………………..………….p.10
Life at Bernadette








1. Integration 


……………………………………………………………………..……….p.10
2. Arrival and Departure
              ..……………………………………………………….…….…………...p.11
3. Ratios



……………………………………………………………………………..p.12
4. Outdoor Activities

……………………………………………………………………………..p.12
5. Field Trips


……………………………………………………………………….…….p.13
6. Volunteers and Students
……………………………………………………………………….…….p.13
7. Clothing and Possessions
…………………………………………………………………….……….p.13
8. Parents Involvement (donation, volunteering, engagement) ……………………….…….p.13
Nutrition and Health








1. Nutrition


………………………………………………………………………….….p.14
2. Allergies and Food Restrictions   …………………………………………………………………….…..p.14
3. Immunization

               ……….……………………………………….........................…..p.14
4. Illnesses and Medication Policy ….….………………………………………………………………..…p.15
Other Policies and Procedures






1. Prohibited Practices

……………………………………………………………………….…….p.16
2. Fire Drills


………………………………………………………………………….….p.16
3. Emergency Procedures
…………………………………………………………………….……….p.17
4. Parent Issues and Concerns Policy and Procedures ……………………………….……….....p.17
5. Parent/Family Code of Conduct………………………………………………………….………...…...p.19
6. Concerns about the Suspected Abuse or Neglect of a Child ………………………...…....p.21
Welcome
Welcome to Bernadette Child Care Centre.  The information provided in this handbook will explain everything you need to know about your child’s new early learning and child care centre.

This document was created to achieve two purposes.  First, it will inform parents about the structure and organization of our childcare facility and of their responsibilities within the corporation.  Second, it is a contract that will bind the parents to the principles set out in this document. By signing the registration form contained in the registration package, you are agreeing to follow the policies set out in our Parent Handbook.
Our Centre
1. Overview

Garderie Bernadette Child Care Centre (GBCCC) is a non-profit organization.  Its operations began in 1988, as a result of the cooperative efforts of students and staff of the University of Ottawa.  A volunteer Board of Directors consisting of parents, a staff representative, the Director of the centre, a representative of the University of Ottawa, and members at large manages GBCCC.

GBCCC is licensed by the Ministry of Education under the Child Care and Early Years Act.  Our license capacity accommodates ten (10) infants aged six weeks to eighteen months, fifteen (15) toddlers aged eighteen months to thirty months and twenty-four (24) preschoolers aged thirty months to five years of age.  Children who qualify for a childcare subsidy through the City of Ottawa may attend our centre.  Our mandate is to serve the students and employees of the University of Ottawa; however, we welcome families from the community.

All of our educators follow “How Does Learning Happen?” and “Early Learning for Every Child Today” curriculum, using an emergent approach.  This intentional programming is well documented through panels, learning stories and program plans.  Individual reviews are conducted with families on a twice-yearly basis, or sooner, if there are concerns with children’s development.

GBCCC welcomes volunteers and students with the understanding that they must provide a clear Criminal Reference and Vulnerable Sector Check in advance of beginning their time with us.  Students and Volunteers are never, for any reason left alone with the children nor are they counted in our ratios. Further, they are supervised by a staff at all times.
We will also refer and support families with children who require specialized services such as OCTC, CISS, and First Words (to name a few). Further, we will work with these resource agencies when necessary to create Family Service Plans (Individualized Support Plans) for children’s optimum success potential. 
These plans are reviewed with all staff, volunteers and students prior to beginning employment and are reviewed annually or more when changes are made.
2. Governance
A Board of Directors governs GBCCC. The Board of Directors reviews the activities of GBCCC, monitors the financial budget, provides strategic direction, and discusses issues that may affect the operation of the centre.  While the members of the Board of Directors are involved with the decision-making that drives the centre’s mandate and shapes policies, its members are not directly involved in the operations (daily work) of the organization.  The Board of Directors delegates this responsibility and corresponding authority for managing day-to-day operations to the Director. 

The Board is committed to open communication with families and welcomes all feedback, both positive and negative.  The Board is also available to respond to issues or concerns when parents/guardians are not satisfied with the response or outcome that has been provided. Please note, that parents/guardians are asked to follow the Parent Issues and Concerns Policy, as outlined in our Parent Handbook, when bringing concerns forward.

It is important that all concerns, complaints, and other feedback is shared through official communication channels so that matters can be addressed in a timely and fair manner.  If you would like to communicate directly with the members of the Board of Directors, please send a detailed email to: bodgbccc@gmail.com
Parents/guardians may also submit a written letter, in a sealed envelope, addressed to the Board of Directors, detailing any concerns, issues or suggestions.  Letters can be dropped off in the white locked mailbox outside the office.

A full list of the Board of Directors is available on our website at: https://gbccc.weebly.com. This list is also posted on the Parent Board.  Notes from the most recent Board meeting will also be posted in this location.  Additionally, a copy of the GBCCC bylaws is posted on the GBCCC website. 

Families are invited and strongly encouraged to attend our Annual General Meeting which is held in June.  The AGM provides an opportunity to meet the parents who volunteer to serve on the Board of Directors and hear annual reports from GBCCC’s Director and President.

We are always looking to increase the range and diversity of skills, perspectives and experiences on our board.  In particular, we would welcome anyone with experience in the following areas: human resources, legal, financial, strategic planning, fundraising, etc. If you are interested in joining our Board of Directors, please contact the Director or email the Board of Directors to express your interest. 

3. Mission Statement

GBCCC is a charitable non-profit organization, which serves primarily the University of Ottawa community.  Our licensed centre provides care and education to children aged six weeks to five years of age in both French and English.
4. Program Statement

Garderie Bernadette Child Care Centre (GBCCC) is a non-profit early learning and childcare facility that offers English, French and bilingual programming to the University of Ottawa and local community.  GBCCC is mindful and supportive of the University of Ottawa’s mandate “to further bilingualism and biculturalism and to preserve and develop French culture in Ontario.” (An Act Respecting Université d’Ottawa, SO 1965.c137.s4c)
At GBCCC, we believe children are competent, capable and rich in potential.  We know that children learn best in a program where they are safe, encouraged to explore, build strong relationships and are free to make mistakes.
On a daily basis, children are provided opportunities to learn and grow through positive and responsive interactions between educators, peers, parents and the community.

We encourage children to communicate in positive ways with one another.

Staff promote the health, safety, nutrition and well-being of each child by providing a clean and safe environment, nutrition based on Canada’s Food Guide, access to drinking water throughout the day, limited transitions, eliminating any environmental issues that may cause undue stress to a child, unnecessary disruptions to play and reducing hazards that may cause injury.  All staff familiarizes themselves with all information concerning any medical conditions, exceptionalities, allergies, food restrictions, medication requirements and parental preferences with respect to diet, exercise and rest time.
We support positive and responsive interactions among children, parents and childcare providers, in each family’s preferred official language. This will be accomplished by ensuring staff is qualified, responsive and well trained; understanding the role of families as primary care givers and the needs of each child as an individual.
Children are encouraged to interact and communicate in a positive way.  Children are supported in their ability to self-regulate; acknowledging that each child is competent, curious and rich in potential.  All staff will provide the experiences; support and encouragement that help children learn to self-regulate – a crucial component of quality care.

In order to ensure an inclusive childcare program, GBCCC works closely with Children’s Integration Support Services (CISS).  CISS provides support, facilitators and other resources, in English and French, to help support classroom integration of children with special needs. 

 All staff will foster children’s exploration, play and inquiry by providing a variety of activities, both indoors and outdoors in an environment rich in content that encourages choices, and active play, supported by qualified, attentive and interactive educators. 
Educators will do this following the children’s lead and offering additional tools to help the children’s learning and in order to meet their goals. Children will equally be given the choice of quiet play activities as well will have an opportunity for a rest period; with the recognition that not all children will sleep and will be given quiet activities instead.
As part of the on-going program development, educators provide experiences within the community to enrich children’s learning.  This includes both off premise activities and inviting individuals from the community into our program. Each year, according to the children’s interests, Educators plan walking trips and bus trips off premises.  As well, we invite the local Librarian to come in for a special story time, a local dance instructor to teach children’s dance lessons as well as other community partners including the University of Ottawa. 

All staff will provide child-initiated and adult supported experiences by constantly observing, talking to and listening for cues from the children by engaging with them.  Observations of children are critical in program development. Staff will pay specific attention to children’s interests and needs in order to develop an enriching learning experience.  Educators will introduce new concepts, ideas and facts to broaden children’s interest and natural curiosity by providing experiences that are in line with what the children are telling them that they want to learn.
As Early Childhood Educators, we recognize the need to be reflective practitioners; learning about children through listening, observing, participating in their play, documenting and discussing with others, in particular families. This helps to understand children as individuals, unique among others. Educators will observe and listen to learn how children make meaning through their experiences and use this information to have meaningful interactions, engaging children on a daily basis.

Children at GBCCC will have a safe, nurturing and positive experience. The Director or designate will observe interactions between staff and children to ensure they align with our program statement and belief in the child-adult relationship.  The following practices are not supported by GBCCC:

· Corporal punishment, including but not limited to, hitting, spanking, slapping or pinching 

· Physical restraint of children, including, but not limited to confining a child to a high chair, car seat, etc., for discipline or in lieu of supervision.

· Locking the exits of the child care centre for the purpose of confining the child, or confining the area or room without adult supervision, unless such confining occurs during an emergency

· The use of harsh or degrading measures of threats or derogatory language directed at or used in the presence of a child that would humiliate shame or frighten the child or undermine their self-respect dignity or self-worth.

· Depriving the child of basic needs including food, drink, shelter, sleep, toilet use, clothing or bedding

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

In the event that the Director or their designate observes or is made aware of any practice that is not supported, they will address the issue with the staff member according to the Progressive Disciplinary Policy.

Additionally, all RECEs have made a commitment to abide by the standards of their profession as set out in the College of Early Childhood Educators Code of Ethics and Standards of practice.  
All RECEs hold themselves accountable and will use the Code of Ethics, the Standards of practice and the Child Care and Early Years Act, (SO 2014,c11) to guide their decisions and practices.
 Further, RECEs are expected to, and supported in Continuous Professional Learning (CPL): Educators will be supported through mentoring, paid Professional Development Days and other means to maintain their CPL portfolio. 

All of our educators follow “How Does Learning Happen?” and “Early Learning for Every Child Today curriculum, using an emergent approach.  
This intentional programming is well documented through panels, learning stories and program plans.  Educators are provided with an hour each week of time off the floor to document children’s learning and to reflect on the program goals. Individual reviews are conducted with families on a twice-yearly basis, or sooner if there are concerns with children’s development.

In addition, educators share pictures and anecdotes with parents via email, text and Instagram (using a private group account only for parents) throughout the day.

Records pertaining to the monitoring of our Program Statement are kept for a period not less than 3 years.
References and information contained in this living document are from:

How Does Learning Happen? – Ontario’s Pedagogy for the Early Years
Child Care and Early Year’s Act

5. Complete team

Parents, educators, our cook and the Director all work together towards one goal:  creating the best Early Learning experience for your child.  Together, we form a team.  Please feel free to ask questions whenever you feel the need to and we shall do the same.  
Welcome to the GBCCC team!
Practical Information
1. Admission

Upon being offered a childcare space at GBCCC, parents will come to view the centre, meet the educators, speak with the director and a registration package will be provided.  It is at this time the program will be explained and menus will be reviewed. The director will review the parent handbook and will welcome any questions that parents may have.

2. Registration

All families will be required to complete a registration package.  A $500.00 non-refundable deposit is due upon receiving the package for completion.  The information you provide needs to be as accurate as possible.  If at any time this information should change (for example, moving to a new address or changing telephone numbers), it is the parents’ responsibility to inform the childcare staff as soon as possible.  

3. Waitlist and Priority Management

Garderie Bernadette Child Care Centre maintains a waitlist for those with children wishing to attend GBCCC.  GBCCC does not charge a fee to families wishing to be added to the list (waitlist fees). When filling spaces at the centre, we will give priority to groups of people in the following order:

1.
Sibling of children already attending the centre

2.
Families returning to the centre after an absence due to a maternity / parental, academic sabbatical or co-op placement leave, or, if approved by the Director in his or her sole discretion, other forms of leave for reasons comparable to the foregoing. 

2.1.
Within each group, the priority of space allocation will be determined by the order in which the childcare manager receives written notification of the date the space is required.

2.2
Across all groups, if a space is available on the requested date, and the family who is next on the waiting list is unable to use it, the space shall go to the next (in priority) family who is able to use it.

3.
Students and employees from the University of Ottawa and staff of GBCCC.

4.
General public.

All children accepted to GBCCC must be registered with the City of Ottawa Child Care Registry and Waitlist. When adding names to the waiting list, it will be noted if that person falls in any of the above categories.  Only those who fall into 1 – 3 may be added to the priority list.

The director may at his/her discretion accept a child/children deemed to be at risk ahead of all others on the waitlist.

All children between the ages of 6 weeks and 5 years can be accepted at GBCCC.  Children can remain at the centre until the start of the school year (August / September) of the calendar year they reach their 5 years of age (before December 31st).

4. Fees for Service


Infant 

$1870.00

Toddler
$1360.00

Preschool
$1150.00

Fees are due in advance on the first of each month.  Receipts are provided within two months of the end of our fiscal year. Please be advised that fees are due in full each month.  There are no deductions for absences for any reason.  
5. Subsidized Spaces

Subsidized childcare spaces are available through the city of Ottawa.  Please be advised that childcare fees are the responsibility of the parents/guardians of the children. Should the city of Ottawa decide at any time to refuse to pay for any day or part of any day, parents/guardians will be billed for that time and are expected to pay.
6. Withdraw Policy

Families are required to give GBCCC one-month notice of intent to withdraw from our program or payment in lieu of notice.  Should your anticipated withdraw date fall before the end of the month, your fees will be pro-rated.

7. Discharge Policy

From time to time, the program cannot meet the needs of the child.  In such rare instances, a meeting will be set up between the director and the parents to discuss alternate childcare options for the child.  A one-month notice will be given.  We will do all we can to support the needs of the child and the family by offering resources and potential options.

8. Contact Information 
Garderie Bernadette Child Care Centre, 100 Thomas More, Ottawa, Ontario   K1N 6N5
Office:  Phone:  613-562-5937 Fax:  613-562-5366 Email:  gbccc@uottawa.ca  Director: dirgbccc@uottawa.ca 

Programs:  613-562-5800
Infant:
    
ext. 3699 Email: infantroomgbccc@gmail.com




Toddler:  
ext. 3004 Email: toddlerroomgbccc@gmail.com




Preschool:
ext. 3001 Email: psroomgbccc@gmail.com
Board of Directors: bodgbccc@gmail.com 
9. Hours of Operation

GBCCC is open from 7:30 a.m. to 6:00 p.m., Monday to Friday.

10. Statutory Holidays

The following statutory holidays are observed by GBCCC.  There will be no deduction from the regular monthly daycare fees for the days that the centre is closed.

Family Day 

(3rd Monday in February)
Canada Day
(July 1st)

Good Friday

(Friday before Easter)

Civic Holiday
(1st Monday in August)

Easter Monday
(Monday after Easter)

Labor Day
(1st Monday in September)

Victoria Day 

(3rd Monday in May) 

Thanksgiving
(2nd Monday in October)

The centre will follow the two-week University of Ottawa Christmas Holiday closure; when any of the above-mentioned dates are on Saturday or Sunday, the centre will be closed the following business day.
11. Parking
There are reserved parking spaces for parents in the underground parking and on Louis Pasteur Street (near the centre) for the parents who drive to drop-off and pick-up their children.  If you arrive to drop off your child and find the “Full” sign is on for underground parking, please call 613-562-5800 X 5785 to inform parking staff that you are here to drop off your child.  They will let you in.

12. Extreme weather
In cases of extreme weather events, classroom ratios may be at risk due to staff arriving later than usual by no fault of their own.  In circumstances where a parent comes to drop their child off and the child to adult ratio is at risk, parents will be asked to remain with their child until the ratio can be satisfied. Staff will use all means possible to alleviate this necessity by checking with other programs to see if there is potential to mix the groups for a short time.  Failing this, parents will need to stay.  Where possible, it would be helpful if parents were able to consider planning to delay their arrival.

Life at Bernadette
1. Integration

An integration period is a very important part of a new family’s start at the centre.  This period may seem difficult at the time but it is a long-term investment.  The integration period will allow the child, the parents and the educators to gradually familiarize themselves with each other as well as their needs and expectations.  All new families joining the centre are asked to respect the hours of integration as follows:  




Day 1: 

9:30 to 11:30



Day 2:

9:30 to 11:30



Day 3:

9:30 to 12:15




Day 4:

9:30 to 2:15




Day 5:

9:30 to 4:30
This integration period is usually done from Monday to Friday.  When necessary, we will adjust the days to accommodate the spaces becoming available and the needs of the new families.

Children integrating from inside our centre will receive a minimum of one (1) week notice before their child graduates to the next group.  Their integration into the new group will be done according to the above schedule.

Parents need to be aware that each child has his/her own integration needs.  Some children may more than a month to adapt to the centre.  It is very important that children are brought consistently in order to be able to build a relationship with their educators.  If a child is having extreme difficulty adapting, the educators and parents will discuss and try varied approaches.   Under exceptional circumstances, should a child be unable to adapt, GBCCC reserves the right to discharge the child following our discharge procedures. 

2. Arrival and Departure

All parents must sign the attendance sheet as they enter and leave the centre with their child.  This is very important because these sheets are used when we need to evacuate the centre for an emergency.  
We verify the children that are with us using the names on the attendance sheets in order to confirm that all have exited the centre.

We ask that all children arrive and are ready to participate in their appropriate program before 9:30 a.m.  It is our experience that a child needs the indoor and outdoor activity opportunities that the programs provide in the morning.  This allows children to settle into the program and enjoy their day with us.  When children arrive after 9:30, it is very disruptive to the program.  If you are dropping your child off after 9:30 please be aware that your child’s group may have left for a walk, or another off site activity.  It will be your responsibility to find his or her group as our educators will not wait for your arrival.  We also ask that while we do have an open door policy; when you drop your children off, you leave as soon as possible so that our educators can get started with their programmed activities.  If it is necessary to relay information about your child, please do so but be cognizant of the need for our educators to care for all children.  If there is something you wish to discuss that may take some time, please arrange a meeting with your child’s educator.  

When dropping your child off in the morning, please ensure that they are ready to participate before you leave. For example, in summer ensure that you have put their sunscreen on and they have their indoor shoes on.  If we have a special activity for the day, please ensure they are prepared for that as well.

We do understand the need for medical and dental appointments and the difficulty in scheduling them.  We will ask that these appointments be made either in the early morning or in the afternoon.  We will allow a child to arrive until 11:15 a.m. (10:45 in the infant program) in case of an appointment but we ask that the parent advise us in advance, preferably the day prior.  We will not allow a child to return to the program after leaving for an appointment nor will we accept children once lunch has started.  This is difficult for the child and disruptive to the program.

When picking your child up from the program, we ask that you inform the educators of your departure.  If you are making arrangements for someone else to pick your child up, we ask that you inform the educators that an alternate is picking up.   An identification card with a picture will be asked of anyone who claims to be authorized to pick-up your child.

The centre closes at 6:00 pm.  All parents must pick up their children and leave the premises by this time.  If you are still in the centre after this time, the educators will charge you with a late fee and you will be asked to finish preparing your child outside the centre.

If you arrive late to pick up your child, you will be charged a late fee.  These fees are as follows:  Up to 10 minutes late, you are charged ten (10) dollars.  Starting at 6:10 pm, every minute will result in a one (1) dollar fee.  A third instance of late pick up will result in fees being doubled. A meeting with the director and parents will occur to discuss alternate arrangements for pick up.  A fourth incident may result in discharge.

 All fees must be paid by the Friday of that week.  If you are late on a Friday, the payment is due by the following Monday.  If payments are not received, childcare may be refused.
3. Ratios

The ratios (number of children per educator) that we respect are in accordance with the Child Care and Early Years Act.  The infant ratio is 3:1 or 10:3; toddler ratio is 5:1; preschool ratio is 8:1.  Before 9:30 a.m. and after 3:45 p.m., we can function at a reduced ratio; this reduction does not apply to the infant program which needs to respect the same ratio at all times and it does not apply to outdoor play at any time.

Parents need to be aware that for ratio purposes, it is possible that at the beginning of the day and as well as the end of the day we may need to transfer children from one program to the next (could be sending an older child from one group to the next age group up or even sending a younger child to a younger age group).  This is done only when absolutely needed and with children who can function well in the different age groups.  The educators involved will use their judgment and knowledge of the children in this regard.
4. Outdoor Activities

In accordance with the Child Care and Early Years Act, Children will engage in outdoor activities for a minimum of two hours each day. Generally one hour in the morning and the second in the afternoon.   The hours spent outdoors will vary depending on season, weather conditions and safety.  In the event that the temperature is colder than -21 degrees Celsius including wind-chill (-15 degrees Celsius for infants) or warmer than +35 degrees Celsius including humidex, we will not take children outdoors.  Instead, they will participate in gross motor activities within the University.

Please remember to dress your children for the weather.  We do go outside in the cold, snow and rain as well as when it is sunny and beautiful. It is equally important to expect that your children will get dirty.  Please plan accordingly.
5. Field Trips

In order to enhance children’s learning and follow their interests, the educators of GBCCC plan activities that take the children off the premises. Walks through the neighborhood, around the canal and on the campus are done without additional consent forms.  Parents agree to these outings when completing the registration package. When the children are going further and when transportation is required, consent forms are signed by parents explaining where we are going, departure and arrival times and any special information that may be required.  In all instances, children are closely supervised.  Ratios are never reduced and additional staff accompanies the group in order to enhance the ratio.  

6. Volunteers and Students

GBCCC recognizes the important role volunteers and students play in our program.  Please be aware that we have a policy regarding the supervision of volunteers and students.   They do not count in our ratio of adult to child; they are never left alone with the children and are always supervised by staff.

7. Clothing and Possessions

Children’s clothing and possessions are the responsibility of the parents.  It is very important that all of your child’s belongings are labeled.  When groups of children come in from outside and remove their items, it could be possible that your child’s items are put into another child’s cubby.  
Please remember to dress your child in appropriate clothing for the weather and the activities he/she may participate in, and make sure he/she is comfortable.  While at the centre, your child will participate in a variety of activities, including painting, gluing, water play, sand, dirt and play-doh, which can easily get onto his/her clothing.  Please provide a second set of clothing for your child’s comfort.

Parents are responsible for assuring that their child’s cubby area is kept clean and tidy.  We ask that wet clothes, art work and information sheets are brought home daily.  Personal belongings must be placed in the child’s cubby and not on the bench or on top of the cubbies.  Please keep only the necessary items in the cubbies in order to keep it tidy.

Parents are responsible for the regular provision of diapers and wipes.  While toilet learning, children will need extra clothing in case of any accidents.

We ask that you keep toys at home.  This will prevent them from being lost or damaged.  It will also eliminate some frustrations that other children might feel; they will want to see but the other does not want to share.
8. Parent Involvement (donation, volunteering, engagement)
GBCCC is a non-profit corporation and to function effectively, we encourage the parents to participate in its activities.  All parents that desire can help us by completing certain tasks.  We will share these tasks with the parents on a regular basis.

We have an open door policy, which encourages parents to enter the program and spend some time with their child.  The frequency as well as the time of these visits may be discussed with your child’s Educator so as to maximize the enjoyment and minimize the stress on both the children and the program.  
Nutrition and Health
1. Nutrition

In accordance with the Child Care and Early Years Act, and following Canada’s Food Guide, a nutritious weekly menu is planned and posted to inform families what children will be eating throughout the week.  The food we serve is fresh and prepared on-site by our certified cook.  

Our menus have a four-week rotation, are reviewed regularly and changed seasonally or as needed for the best interest of the children.

The centre provides a morning and afternoon snack that contains at least one choice from two food groups and the mid-day meal that contains at least one choice from all three food groups. Every meal is served with a fruit and/or a vegetable.  Special arrangements are made to those with allergies and dietary restrictions.

Infants who are beginning to eat solid foods will be required to try all items from the menu at home before they are served those food items at the Child Care Centre.  Parents of infants not eating solid foods are responsible for bringing their children’s food in clearly labelled containers and with written instructions for feeding.

Our staff recognizes the importance of a healthy approach to eating and trying new foods.  Children are never forced to eat but are encouraged to always try.  Children will not lose privileges as a result of not eating, nor will they lose out on eating fruit or other items being served as a result of not eating a particular food.

Staff will model healthy behaviour toward food by speaking positively about the foods being offered. 

Meal time provides an excellent opportunity for great conversation and many learning opportunities. 

2. Allergies and Food Restrictions

If your child should have any allergies, it is very important that we be made aware of them.  We will work with you in order to adapt the menu to meet your child’s needs in case of food allergies and will endeavor to avoid all allergens in general.  All allergies are posted in every room.  As well, we will respect any food restrictions that your child may have, no matter the reason.  Please speak to the Cook, your child’s Educator and the Director about your child’s diet.
Within the centre, it is strictly prohibited to consume any foods not originating from our kitchen (the only exception being the alternate foods for the infants which should be in a closed container).  If you or your child is eating something upon arrival, we ask that they finish their food outside of the centre and wash their hands before entering the centre.  This is to protect children with food allergies. 
3. Immunization

All children attending the daycare must have their immunizations up to date.  If parents have chosen not to vaccinate their child, a statement of conscience, notarized by a notary public is required. 
Every new vaccination obtained must be reported to the Director in order to add it to the child’s file and report to Ottawa Public Health.

4. Illnesses and Medication Policy 

In accordance with the Child Care and Early Years Act, and following Ottawa Public Health guidelines, Garderie Bernadette Child Care Centre will continue to provide a safe, clean and sanitary environment in order to reduce the spread of illness. 

Parents are expected to keep their children at home when they are ill in order to allow for a complete recovery and to reduce the spread of illness.  When a child becomes ill while participating in our program, parents will be notified and must make arrangements to have their child picked up as soon as possible.

 When attending our centre, your child must be able to participate in all activities, including outdoor play.  If he/she is not feeling well enough to do so, they need to stay at home. Indicators of illness may include, but are not limited to:

1. High-grade fever (more than 101 F or 38 C)

2. Pale or flushing

3. Fainting

4. Vomiting

5. Diarrhea

6. Discharge from eyes or ears

7. Severe cough

Children must be symptom free for 24 hours (48 hours when in outbreak) without fever reducers, before returning to the centre.  We will not administer fever reducers unless children have a history of febrile seizures in which case a medical conditions form will be completed.

When children are ill with a communicable disease as identified in the Ottawa Public Health binder, “Growing Healthy”; GBCCC will use exclusion recommendations as guidelines for exclusion.  In some cases, GBCCC will require exclusion when OPH has not deemed it necessary.  This is in order to maintain the best interest of all children in our care. Parents will be notified via postings outside their children’s classrooms when we have confirmed cases of specific diseases.  The posting will include symptoms to look for, treatment and length of exclusion. 

From time to time, children may be prescribed an antibiotic in order to recover from an infection or a non-prescription may be required for a medical condition (i.e.: febrile seizures).  If a medication dosage is required at a time while the child is present in our program, an RECE will administer the medication to the child.  The medication must be in its original container, clearly labeled with the name of the medication, the instructions for administration, the child’s name and the original prescription label (if applicable).  In addition, parents must complete an authorization form for medication.  Children who arrive with medication already measured in a syringe to be administered at the appropriate time will not be given the medication. If a parent chooses to come to the centre to administer the medication to their child, they must either keep the medication with them and bring it to be administered or, if a parent finds it easier to leave the medication here, a medication form must be completed.  
Other policies and procedures
1. Prohibited Practices

The following is a list of practices prohibited by GBCCC employees, students, volunteers and all adults on our premises:
· Corporal punishment, including but not limited to, hitting, spanking, slapping or pinching 

· Physical restraint of children, including, but not limited to confining a child to a high chair, car seat, etc., for discipline or in lieu of supervision.

· Locking the exits of the child care centre for the purpose of confining the child, or confining the area or room without adult supervision, unless such confining occurs during an emergency

· The use of harsh or degrading measures of threats or derogatory language directed at or used in the presence of a child that would humiliate shame or frighten the child or undermine their self-respect dignity or self-worth.

· Depriving the child of basic needs including food, drink, shelter, sleep, toilet use, clothing or bedding

· Inflicting any bodily harm on children including making children eat or drink against their will.
In the event that the Director or their designate observes or is made aware of any practice that is prohibited, they will address the issue with the staff member, student or volunteer according to the Progressive Disciplinary Policy.  In the event that another adult uses a prohibited practice, they will be spoken to and, if appropriate, a report will be filed with CAS.
2. Fire Drills

We practice an emergency evacuation each month.  These drills are very important for both the staff and the children.  If you happen to arrive during a fire drill, we ask that you remain outside the centre until the Director gives you permission to enter.  If you are in the program when the alarm sounds, please remain with the group and exit as directed by the staff.  In general, a fire drill will last approximately 5 minutes.
In the event of an actual emergency where we need to evacuate, children will be taken to University Centre, located in Jock-Turcot.  From there, families will be contacted to come to pick their children up immediately.

3. Emergency Procedure

Please be aware that GBCCC has emergency policies and procedures in place.  All staff, students and volunteers are required to review these before they begin work of any type with the children and again annually or sooner if changes are made. In the event of an emergency, parents will be contacted by phone and/or email.
4. Parent Issues and Concerns Policy and Procedures
Parents/guardians are encouraged to take an active role in our child care centre and regularly discuss what their children are experiencing within our program. As indicated in 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 will make every effort to be available to engage parents/guardians in conversations and support a positive experience during every interaction. We ask that parents/guardians are respectful of the fact that educators may be busy with the children and may not be able to address issues and concerns in the moment.  In such situations, we ask that parents/guardians set up a time to meet with their child’s educator.  This can be done by emailing the program: Preschool psroomgbccc@gmail.com, Toddler toddlerroomgbccc@gmail.com, Infant infantroomgbccc@gmail.com. 
All issues and concerns raised by parents/guardians are taken seriously by the staff, Director and Board of Directors and will be addressed. 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 2 business days. 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. 
Procedures
When the issue or concern is program room related, raise the issue or concern with the educator directly.  You may address the issue or concern at the time it is raised, if the program allows.  Otherwise, the educator will arrange a time to meet with parents/guardians within 3 – 5 business days, if necessary. Issues or concerns, may be resolved via email of by phone if that is satisfactory to all parties.  If a meeting is deemed necessary, at the time of the meeting, the educator will document the issue/concern in detail.  Documentation should include: 
· the date and time the issue/concern was received;

· the name of the person who received the issue/concern;

· the name of the person reporting the issue/concern;

· the details of the issue/concern; and

· any steps taken to resolve the issue/concern and/or information given to the parent/guardian regarding next steps or referral.

When the issue or concern involves general centre or operations, raise the issue or concern with the Director. You may address the issue or concern at the time it is raised, if possible.  Otherwise, the Director will arrange a time to meet with parents/guardians within 3 – 5 business days if necessary. Issues or concerns, may be resolved via email or by phone if that is satisfactory to all parties.  If a meeting is deemed necessary, at the time of the meeting, the Director will document the issue/concern in detail.  Documentation should include: 
· the date and time the issue/concern was received;

· the name of the person who received the issue/concern;

· the name of the person reporting the issue/concern;

· the details of the issue/concern; and

· any steps taken to resolve the issue/concern and/or information given to the parent/guardian regarding next steps or referral.
When the issue or concern is related to a particular staff, the Director or a member of the Board, raise the issue or concern with the individual directly. Note: All issues or concerns about the conduct of staff, volunteers, etc. that put a child’s health, safety and well-being at risk should be reported to the Director as soon as parents/guardians become aware of the situation.
You may address the issue or concern at the time it is raised, if appropriate.  Otherwise, the individual will arrange a time to meet with parents/guardians within 3 – 5 business days if necessary. Issues or concerns, may be resolved via email or by phone if that is satisfactory to all parties.  If a meeting is deemed necessary, at the time of the meeting, the individual will document the issue/concern in detail.  Documentation should include: 
· the date and time the issue/concern was received;

· the name of the person who received the issue/concern;

· the name of the person reporting the issue/concern;

· the details of the issue/concern; and

· any steps taken to resolve the issue/concern and/or information given to the parent/guardian regarding next steps or referral.
When the issue or concern is related to a volunteer or a student, raise the issue or concern with the staff member responsible for supervising the volunteer or student. You may address the issue or concern at the time it is raised, if appropriate.  Otherwise, the individual will arrange a time to meet with parents/guardians within 3 – 5 business days if necessary. Issues or concerns, may be resolved via email or by phone if that is satisfactory to all parties.  If a meeting is deemed necessary, at the time of the meeting, the individual will document the issue/concern in detail.  Documentation should include: 
· the date and time the issue/concern was received;

· the name of the person who received the issue/concern;

· the name of the person reporting the issue/concern;

· the details of the issue/concern; and

· any steps taken to resolve the issue/concern and/or information given to the parent/guardian regarding next steps or referral.
In the event that the individual is unable to address the matter appropriately, they will contact support to help find a resolution.  The individual with the issue or concern will be notified during the meeting that support is required and the meeting will end.  A follow up meeting will be arranged within 3 – 5 business days with the attendance of the supporting individual. 
The appropriate individual will ensure the investigation of the issue/concern is initiated by the appropriate party within 7 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.
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 first to the Director in situations regarding staff, students and volunteers or to the Board of Directors – provided all other steps for resolution have been followed. Issues/concerns related to compliance with requirements set out in the Child Care and Early Years Act., 2014 and Ontario Regulation 137/15 should be reported to the Ministry of Education’s Child Care Quality Assurance and Licensing Branch. 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.

For more information, visit http://www.children.gov.on.ca/htdocs/English/childrensaid/reportingabuse/index.aspx
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). 

5. Parent/Family Code of Conduct
GBCCC expects that everyone within our centre is treated with dignity and respect. This includes the Director, administrators, educators, the chef, volunteers, students, children, visitors to the centre, family members and members of the Board of Directors.

Inappropriate behaviour or harassment of any kind toward anyone will result in immediate intervention up to and including the expulsion of the individual/family from the centre and/or protection services and/or police involvement.

This type of behaviour includes but is not limited to assault, harassment, intimidation or excessive criticism by written note, email, words, gestures and/or body language.
The privacy and confidentiality of our parents, guardians, educators, volunteers and children is important to us.  All concerns and comments should be addressed with the educators.  Should this discussion not address your concerns, you are required to follow our Parent Issues and Concerns Policy and Procedures as outlined in our Parent Handbook.  

If an incident should occur in which the Code of Conduct is breached, the individual in question will be given a verbal warning of their inappropriate behaviour and a written record will be kept with the details of the conversation.  The Board of Directors will be informed.  The verbal warning will include:

· An explanation of the behaviour that was in violation of the Code of Conduct

· That the behaviour is not tolerated and must stop immediately

· That if the behaviour continues or occurs again, additional measures will be taken

A second infraction will result in a written warning.  The Board of Directors will be informed whenever there is a written warning and the incident shall be reviewed at the next Board meeting. The written warning will include:

· An explanation of the behaviour that was in violation of the Code of Conduct 

· That the behaviour is not tolerated and must stop immediately 

· That if the behaviour continues or occurs again, child care services will be withdrawn

The written notice may include a temporary requirement that a specific individual is not permitted on the property of GBCCC for a specified period of time.  For families, this will mean that an alternate parent/guardian/adult to drop off and pick up children at GBCCC

 A third infraction will result in a written notice of immediate withdrawal of childcare services.  Please note, certain serious infractions will result in immediate withdrawal from the program with no notice. 

Individuals are expected to:

· Communicate positively with the Director, educators, administrators, the chef, volunteers, students, children, visitors to the centre, family members and members of the Board of Directors.

· Display respect for all people while at the centre and not use raised voices or threatening language that might intimidate or humiliate others.

· Not discipline any child other than your own

· Respect the centre’s property 

· Respect the property of educators; ensuring to not touch/help yourself to their belongings

· Respect the privacy and confidentiality of others

· Request permission to enter classrooms when no one is present; when permission has been granted, to not linger in the program, but rather get what is needed and leave promptly

· Respect time out of the program by not bringing up issues related to the program outside of working hours

· Work collaboratively with the educators to resolve any issues that may arise

· Accept educator/director decisions and follow their directions at all times.  Speak to the educators if you have difficulty complying with decisions

· Avoid approaching educators to discuss children during program time.  Seek an alternative time when educators can provide the proper attention to the matter. Alternatively, send an email to the program for educators to reply to when they are not busy with the children.  Email addresses are as follows: infantroomgbccc@gmail.com, toddlerroomgbccc@gmail.com, and psroomgbccc@gmail.com 

· Refrain from gossip and criticism of the program, employees, volunteers, students, visitor,  families and children of the centre

· Never approach anyone in a confrontational manner

Families are required to sign, as agreement, to follow the Code of Conduct upon registration of their child/children.

6. 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 Children’s Aid Society 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.
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