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PAST, PRESENT AND FUTURE
The Bruce Peninsula Family Centre was established in 1981 as a parent co-operative Nursery School operating under the name of “The Lion’s Head Nursery School and Child Care Centre”.  In 1986, the Nursery School joined with a group of local parents interested in expanding the nursery program into a Child Care Facility that would serve the growing needs of the community and surrounding areas.  The Centre has been operating as a full time Child Care Facility since May 25, 1987.  In 2002, the program moved into its new location at 2 Alexander Street and the name was changed to “The Bruce Peninsula Family Centre” to better reflect the expanded role that the facility was taking on in the community.

The need for a high quality educational but yet flexible Child Care Facility to suit parents in this rural agricultural and tourist setting was greatly needed.  The Bruce Peninsula Family Centre offers a variety of year round programs to the families we serve.

This program, which is licensed under the Ministry of Education includes:
1. Full-time, part-time and casual programming for children 0-12 years of age

2. Half Day programs for Toddlers, Preschoolers and School Agers
3. Before and after school and summer programs for school aged children.

The children in attendance are placed in the program room that matches their age, which is designated as the following: 

· Infants – 0-18 months of age in a 1:3 ratio

· Toddlers – 18-30 months of age in a 1:5 ratio

· Preschoolers – 30 months to 4 years in a 1:8 ratio

· School Age – 5 to 12 years of age in a 1:15 ratio

The Centre serves the community and families of the Municipality of Northern Bruce Peninsula.  We are actively involved in raising sufficient funds to meet our commitment of quality child care for the children in our community.  The Centre will continue to evaluate and modify programs as necessary in order to effectively and efficiently serve this community.

The children often take place in activities off the property of the Bruce Peninsula Family Centre. These activities are welcome to all age groups based on appropriate development and can include but are not limited to:

· walks through the town
· walks to the beach park or school playground
· trips to the library or seniors residence
· skating at the arena
PHILOSOPHY & OBJECTIVE: Play is the heart of The Bruce Peninsula Family Centre.  Learning through play within a balanced quality program, individualization for every child, with special emphasis on positive self concepts, socialization, intellectual development, creativity, emotional development, physical development and family involvement being facilitated at all times. We offer and support our outdoor environment, encouraging safe risk taking and risky play to encourage each child to grow to their full potential.
Providing a safe child care environment in a quality developmental program with nurturing Early Childhood Educators who consider the special needs of each child and their parents first.  
The Bruce Peninsula Family Centre supplements and compliments parental care and values while seeking to provide a loving, secure and trusting environment in a non-profit Child Care Facility.

PROGRAMMING STATEMENT: The BPFC will strive to strengthen our licensed childcare program by reflecting on and referring to ‘How Does Learning Happen? Ontario’s Pedagogy for the Early Years’. This document will support and guide our programs and will also be used to inspire critical discussions and reflection among staff, children and families.  (Ministers Policy Statement on Programming & Pedagogy, made under the Child Care and Early Years Act, subsection 55 (3), 2014)

The BPFC will use the HDLH? document to ensure positive interactions that support the belonging, wellbeing, engagement and self-expression of all children. This program policy is a conscious effort to engage the children in ongoing growth, development, learning and self-reflection in the areas of social, emotional, physical, creative and cognitive development.

Our curriculum philosophy is emergent, the program developed by the staff at the BPFC will reflect the children’s interests and abilities and will be engaging and stimulating through all development areas. The staff will ensure a high quality, enriching program that engages every child and strengthens their learning, development, health and safety and nutrition and wellbeing through this play based learning. The cook and the teachers will encourage healthy eating and an active life style by acting as role models and honoring the families and child’s wishes regarding nutrition and wellbeing. We will guide the children in our care through their childhood offering a range of experiences and opportunities to promote self-help, independence, and individuality. Our program will foster the children’s play, inquiry and exploration and will allow each child to learn at their own pace, their own level and within their own interests ensuring the inclusion of every child regardless of their or their families ethnicity, gender, age, national origin, disability, sexual orientation, education, or religion. It is our goal to have successful little people who are constantly learning and growing from each other and the teachers in the class. The staff will observe the children, document what they see, reflect on the learning and use this information to plan future curriculum.

The BPFC strives to encourage active learning with a play based curriculum that encourages children to learn through play and interaction. We believe that children are competent, capable of complex thinking, curious and rich in potential and the staff will build a program that reflects those views and nurtures each individual child (How Does Learning Happen? Ontario’s Pedagogy for the Early Years, page 6). We will encourage the children to interact and communicate in positive ways and will support the children’s growing ability to self-regulate. We will encourage verbal communication, offering modeling and sign language where appropriate. We will guide the children through conflict with redirection and compromise. The daily routine will offer a balance of structured activities and free play, active play and quiet activities and indoor and outdoor experiences with enough flexibility to ensure each child is involved in meaningful play constantly.

Each child grows up in a diverse family with social, cultural and linguistic differences which we will embrace, encourage and build on to create a safe, welcoming centre that values each child’s strengths and abilities. We will encourage families to participate in and engage with the centre however they feel comfortable as they are the experts on their children. They know them best and are the leading influence on their children’s learning, development, health and wellbeing. We will strive to make families feel they belong, are valued and that they can engage in meaningful ways. Opportunities for parents to become involved in the program will be encouraged. The BPFC will support positive interactions among the children, parents, community and staff. The staff will be supportive of the parents’ views and choices for their child and will be consistent with these views at the centre. The staff will strive to be friendly and approachable when interacting with families. Building strong, meaningful relationships with both the children and families will be the goal of each teacher.

Our staff and educators are rich in experience, caring, resourceful and reflective professionals. They bring their own diverse social, cultural and linguistic differences which we will embrace, encourage and value. We, as staff, will strive to create welcoming, rich, engaging environments for all the children. The program will be child initiated and teacher supported through observation, reflection and documentation. The observant staff will build on the learning by offering materials and items to enhance the play and will model ways to interact with and use the new items during positive interactions. Our Emergent Curriculum program will ensure the children’s emotional, social, cognitive, language and physical development is being supported. Our professional staff will encourage interaction with their class and local community partners. It will be our goal to assist and mediate with parents and families where community partners can support the children, their families and our staff.

The BPFC staff will observe, reflect and document the learning and experiences provided to and engaged in by the children. We will offer communication and documentation to the families and community through bulletin boards, photos and anecdotal quotes, email, Himama and verbal interactions. The staff will post a variety of documentation examples including photos and art work, quotes and learning stories and will encourage families to view, reflect, and comment on what they see. The staff will change and renew any posted documentation regularly based on what is reflective of and relevant to the children’s current learning and interests.

Ongoing professional development will be supported and encouraged for all staff. The professional learning opportunities made available to us through the County will be brought to our attention and all efforts will be made to have those teachers interested in attendance of the workshop.

All children enrolled at the Bruce Peninsula Family Centre will be taken outside every morning and every afternoon for a minimum of one hour each time, depending on weather conditions.  Children are expected to have appropriate clothing for all types of weather conditions as they will be required to play outside as part of their programming.
INTAKE PROCESS: Prior to enrolment, guardians must complete an enrollment package:
a)  Child Information Form

b)  Immunization Form from Public Health
c) Up-to-date Public Health’s Child’s Immunization record unless children are enrolled in school, immunizations must be updated each time your child receives immunizations
d) Health History Form

 It is essential that these forms be completed, in full, and returned to the centre before your child’s first day in program.  The Centre will be required to submit a copy of your child’s immunization record along with the Immunization Form from Public Health to the Grey Bruce Health Unit.

It is essential that all family information be kept current (telephone numbers, emergency contacts, authorized release person, marital status, custody agreements - only an official court order can prevent us from releasing a child to a biological/legal parent/guardian etc.).  
MEMBERSHIP FEES: A non-refundable registration/membership fee of $25.00 per parent/guardian is required at the time of registration and is renewable annually.  The membership fee is taken, much like a stock in a company that allows you to belong to and have a vote in any bylaw changes, be a board or corporate member, etc.  Membership fees may change annually in January.

A seasonal fee will be charged to those families using this facility during the summer months only. This fee is $75.00 and will be charged once per family per season.

CHILDCARE FEES: Fees will be eligible for increase annually in September.
As of September 1st 2019, the costs of care are as follows:

	Program
	Duration
	Fee

	Infant
	Full day
	$38.50

	Toddler
	Full day
	$35.50

	Toddler
	Half Day
	$28.00

	Preschool/School Age
	Full day
	$33.50

	Preschool/School Age
	Half Day
	$28.00

	Before & After School
	
	$16.00

	Before School
	
	$10.00

	After School
	
	$13.00

	ALL PROGRAMS
	LATE PICK-UP AND EARLY DROP OFF FEES
	$1.00/MINUTE


· All fees are to be paid by cash, cheque or e-transfer to the Supervisor immediately upon receipt of statements.  The Centre will charge a $45.00 NSF fee that will be added to statements in the event of a payment cheque returned due to insufficient funds.  Please make all cheque payable to the Bruce Peninsula Family Centre.

· Failure to pick-up your child by the designated time will result in fees of $1.00/minute, payable to the staff on duty.  If payment is not made upon pick-up, charges will be billed to your monthly statement. The same fee applies to children dropped off early – before the 7:30 opening time.
· The Centre is a non-profit organization.  To make our financial commitments, prompt payment is essential.  If your family is having difficulty meeting the payment deadline please approach the Supervisor to arrange other payment terms.

· Fees not paid on time are subject to a $10.00 late payment charge and it will be applied to your statement.  Your child care services may be terminated until payment is made in full.

· It is your responsibility to provide your request for care schedule on the 1st and the 15th of each month. Summer care requests must be submitted by May each year in order to secure your space. Child care spaces are granted on a first come first served basis. All efforts will be made to accommodate your request for care. If your child is absent or ill on or during one of those scheduled days, your account will still be billed for that day unless 2 weeks advance notice is given.
· BPFC requires two weeks’ notice of schedule changes and/or withdrawal from a program. If withdrawing from a program and two weeks’ notice is not given, two weeks of child care fees will be applied to your invoice and is required to be paid immediately. 
BPFC PARENT PAYMENT POLICY:

Child Care Fees are stated in the above chart. They are subject to change annually in September. All fees are to be paid monthly by cash, cheque or electronic funds transfer to BPFC immediately upon receipt of invoice. Please make all cheques payable to The Bruce Peninsula Family Centre.

ACCOUNTS IN ARREARS:

BPFC is a non-profit organization. To make our financial commitments, prompt payment is essential. If your family is having difficulty meeting the payment deadline please approach the Supervisor to arrange other payment terms. The BPFC Supervisor and Treasurer will work with families that have accounts in arrears to reach an agreeable payment plan (60 days late in payments).

Families with account in arrears and still receiving services will be required to:

· Pay outstanding fees until the account is made current based on a payment plan authorized by the BPFC Supervisor and Treasurer

· Follow up with the BPFC Supervisor if a planned payment is missed to arrange a new payment to make their account current

· Meet all planned payments or the family will be expected to pay 100% of child care fees in advance

NOTE: if three (3) payments are missed in a row, a consultation with the BPFC Supervisor and Board Member(s) will be held and possible termination of child care will occur
Families with accounts in arrears and no longer receiving services will be required to:

· Pay all outstanding fees as well as late payment interest of 2% per month in full or by an authorized payment plan approved by the BPFC Supervisor and Treasurer

NOTE: if consultation does not occur in a timely manner between the family and BPFC regarding outstanding amounts and fees, the families with accounts in arrears will be placed into collections.
TAX RECIEPTS: Child care fees are tax deductible.  Receipts are given with cash payments and must be retained.  An annual income tax receipt is issued every February for the previous calendar year. A replacement tax receipt may be available in the event of one being lost or misplaced; a $10 fee will apply.
VOLUNTEER HOURS: Parent fees are only a portion of the funds needed to operate a child care centre.  To keep child care fees affordable, Centres rely on work donated by volunteers.  

As a condition of enrolment, each family is asked to volunteer 10 hours of service annually.  Parents who choose not to volunteer their time will be charged a fee of $500.00 annually to cover the cost of outsourcing help or materials for fundraising events etc..  This fee will be added to their opening child care fee statement following enrolment.  If a parent does not complete their 10 volunteer hours by the end of September, the $500.00 fee will be added to their September statement.  
The parent volunteer hours fee may be subject to change at the Annual General Meeting held annually in March.  Volunteers are needed in all aspects of operation.  Specifically, the Centre reaches out to have volunteers join the Board of Directors and other integral committees.   Without this Board of Directors, the Centre would not be able to operate. Please let the supervisor know if you are interested in joining the Board of Directors at any time.
Throughout the year the Centre hosts several fundraisers.  Some of the fundraisers that happen regularly are:

· Fundraisers that require volunteers to count and sort orders before and after delivery;

· Ethnic Dinners - these events may require donations of food, preparation of food, table set-up, serving, and clean-up;

· Community dances - require assistance in the departments of organization, preparation, set-up, clean-up, alcohol service, food preparation etc.;

· Other tasks - may include membership in the Board of Directors, participation in committees, some maintenance around the centre, gardening, and/or other operational tasks within the Centre.

When opportunities to volunteer arise, the Centre makes every attempt to make sure all families are aware of the details well in advance of the event.  The Centre will make contact with all families via newsletters, emails or telephone.  Please read all correspondence as it will always contain important information.

To provide record of service, each volunteer representing your family will be required to “sign in” and “sign out” of each event.  If the volunteers representing your family do not do so, a fee of $500.00 in September may result.  Please ensure signing in and out is always made a priority.
PARKING: For the safety of your children, please do not leave them unattended inside or outside of your vehicle at any time.  Cars coming in and backing out of the Centre’s parking area create a potential danger for all children.
Because exhaust fumes can be a health hazard, we ask that you turn off your vehicle while dropping off or picking up your child(ren).

ARRIVAL & DEPARTURE: The Centre is open Monday through Friday from 7:30am until 5:30pm. Upon arriving, children must be escorted to a staff member on duty.  The responsibility of the BPFC begins when the parent informs us that the child has arrived.  The staff member receiving children upon arrival, signs the child in on the daily attendance sheet.  

Please notify the Centre before 8:30am if your child cannot attend their regular program.  If your child is ill, please inform the staff immediately.  It is important to share the details of their illness and symptoms.  Recording these details can help to identify potential health problems and allow immediate action to be taken to prevent the spread of the infection or disease.  

It is the responsibility of the guardian to remove all outdoor clothing upon arrival and putting the outdoor clothing back on at departure time.

If you cannot pick up your child before closing time, we ask that you make alternate arrangements for pick up.  Please take note of the late fee charges in the “fees” section if alternate arrangements cannot be made.


HOLIDAYS:
The Centre is closed on the following days, including all Statutory Holidays: 
New Year’s Day, Family Day, Good Friday, Easter Monday, Victoria Day, Canada Day, Civic Holiday, Labour Day, Thanksgiving Day, Christmas Eve, Christmas Day and Boxing Day and a shut down from Boxing Day until after New Year`s Day.

RELEASE OF CHILDREN: The child care staff must be notified if someone other than a parent/guardian is picking up your child.  When possible, this notice should be given in writing and signed by a parent/guardian.  Your child may be released to a person(s) authorized by you on the Child Information Form and this person should be prepared to show identification prior to releasing your child.  Please keep the Centre’s phone number in your wallet in cases of emergency.
SCHEDULING:  Full-time users of the Centre will take priority over the children who attend on a part-time basis.  In the event the Centre becomes full, all children in part-time care will have the option to switch days to accommodate children requiring full-time schedules.  If this option is not available, part-time families will be given the opportunity to enroll their children in full-time care, thus filling that position, or withdrawing from the program.  EVERY effort will be made to accommodate all children requiring care.
It is absolutely necessary that 2 weeks’ notice of a change in schedule is given.  Fees may result if insufficient notice is provided. Fees will be applied to unexpected absences without sufficient notice including sick days and up to two weather related ‘Snow Days’ per season.
SAFE SLEEP SUPERVISION POLICY: 
· Each child under 30 months (infants and toddlers) in attendance for 6 hours or more is offered a rest period of up to 2 hours each day

· Each child enrolled in the infant room and under 12 months of age will be placed on their back for sleep in accordance with the ‘Joint Statement on Safe Sleep’ unless otherwise recommended by the child’s physician in writing

· Staff will perform direct visual checks of sleeping children every 15 minutes by being physically present and being aware of any indicators of distress or unusual behavior. The sleep rooms will be sufficiently lit in order to properly perform the direct visual check

· Each child over 30 months and up to 5 years, in attendance for 6 hours or more, is offered a rest period of up to 2 hours. Any child unable to sleep is  not kept on their cot for longer than one hour and is then permitted to engage in quiet activities

During the offered rest period, children will be assigned individual sleep cribs/cots with clean bedding washed on a weekly basis or as needed. The infants (children under 18 months) will sleep in cribs in the infant sleep room and a direct visual check will be performed and recorded by the staff/educator every 15 minutes for the entire duration any child is in the sleep room. Any observance of significant changes in a child’s sleep pattern or sleep behavior will be communicated to the parents via the sleep check log and may result in adjustments to the sleep supervision. Children 18 months up to and including 5 years (toddlers and preschoolers) will be given individual sleep cots arranged on the floor of their program room. A staff/educator will be present in the room at all times, constantly being aware of the children’s sleep patterns and behavior. Any change in sleep will also be communicated to the parents and may result in adjustments to the sleep supervision.

Upon enrollment of a child, the parents will be made aware of the sleep arrangements for their child based upon the child’s age and class room. The child’s primary educator will keep parents informed and updated on changes to the sleep routine including duration of sleep, sleep room changes and child transitions. Parents of any child under 12 months of age will be made aware of our obligation to honor the recommendations set out in the ‘Joint Statement on Safe Sleep’, below is a link to the document:
http://www.phac-aspc.gc.ca/hp-ps/dca-dea/stages-etapes/childhood-enfance_0-2/sids/jsss-ecss-eng.php

HEALTH & ILLNESS: The Bruce Peninsula Family Centre Health Care Policy was developed through the guidelines provided by the Public Health Department.  To maintain good standards of health in all children, and in accordance with the Child Care Early Years Act child care staff are required to conduct a daily health check as children arrive. 

Parents are asked to keep their children at home if they display any of the following symptoms:
1. A Fever of 38(C (100.4() or higher,

2. Diarrhea - child must be symptom free for 24 hours,

3. Vomiting - child must be symptom free for 24 hours,

4. Undiagnosed skin rash/condition,

5. Communicable disease - other than mild URT infection,

6. Obviously infected, thick, colored mucous discharge,

7. Lethargy, irritability preventing the child from program participation,

8. Persistent aches and pains,

9. Cough - frequent bouts of labored coughing, choking or vomiting,

10. Head Lice, live eggs seen.
Staff receiving children at drop-off who notice any of these symptoms will ask that the child be taken home or to a doctor for a note confirming the child is healthy and not infectious.

Parents/guardians will be contacted immediately to pick up the child should a health concern develop during the day.  The child should not return to their regular program until they are ready to participate in all aspects of their program, including outdoor activities.

MEDICATION: Only those medications prescribed or recommended in writing by a physician can be administered by a staff member at the Bruce Peninsula Family Centre.  Parents/guardians will be required to complete and sign a MEDICATION AUTHORIZATION FORM if medications are to be administered by staff.  

Medications must be in the original container, be clearly labeled with the child’s name, date, name of drug, administration instructions, dosage, and type of storage.
Because the staff cannot administer medication other than what has been prescribed by a physician, the Centre cannot administer medication at a different dosage or frequency than prescribed by the physician.

Medication cannot be shared between children or siblings.

Parents are encouraged to request medication that can be administered at home in the morning and/or evening.

EMERGENCY MANAGEMENT:  The Bruce Peninsula Family Centre has an Emergency Management Policy and Procedure to follow in the event of an emergency. All efforts will be made to contact parents or emergency contact persons by telephone for every child in attendance in the event of an emergency. This policy is available to parents upon request.
EXTREME WEATHER:  The Director and a member of the Board of Directors will use road closures and weather warnings to determine if the Centre is to close or remain open.  Parents and staff will be notified either by internet/web site update, email, the radio station or a courtesy call/text and these notifications will be announced as early as possible.  Please listen to the local radio station for closures.  Parents will be billed for up to two ‘Snow Days’ following the description in SCHEDULING. Parents will NOT be required to pay for the cost of care on closure days above the two day maximum per season.
EMERGENCY SHELTER:  In the event that there is a need to evacuate the Bruce Peninsula Family Centre, we will move to the designated emergency shelter: 

The United Church, 54 Main Street, Lion’s Head.  
ACCIDENT REPORTS:  Please ensure that emergency contact information is always up-to-date in your child’s file at the Bruce Peninsula Family Centre.  

The Centre uses an ACCIDENT REPORT FORM; which includes a fall, head injury, a bite by another child etc. or any injury that might require first aid, you will receive a copy of the accident report at the end of the day.  After discussion, the parent(s) are required to sign/initial and date the form to indicate they have been notified.  If the accident did not require medical attention, notification of the accident will take place verbally at the end of the day.  The supervisor will review the report and place it in the child’s file.  

It is the Centre’s policy to make contact with parents/guardians immediately of any serious accidents requiring medical attention, for example head injury, cut requiring stiches, etc.   If such case occurs, the Centre will call 9-1-1.  Any cost resulting from the movement of a child by ambulance is the responsibility of the parent/guardian.

If an accident involves more than one child, it is the policy of the Centre that the information remains confidential and the name(s) of the other child(ren) involved will not be provided.
SERIOUS OCCURRENCE REPORTING:  If a Serious Occurrence has been reported within the BPFC we are required by the Ministry of Education to post a serious occurrence notification form on the parent board for 10 days.  Please see the Director/Supervisor if you have any questions.

BEHAVIOUR:  The Bruce Peninsula Family Centre staff acknowledges and accepts the fact that normal healthy children misbehave at times.  We see disruptive behaviour as a means that a healthy child uses to test his/her world. 

· PROHIBITED 
The Bruce Peninsula Family Centre prohibits certain kinds of behavior both for the benefit of the child’s safety and to protect the rights of others.  At no time will a child be made to feel belittled or worthless as a person, because of his/her behavior.  It will be made clear to the child that it is the behavior that is not acceptable, and not the child as a person.  

The Bruce Peninsula Family Centre prohibits any form of corporal discipline, deliberate harsh or degrading measures that humiliate a child or undermine a child’s self-respect, deprivation of a child’s basic needs including food, shelter, clothing or bedding and use of a locked or lockable room for the purpose of confining a child.

· PERMITTED

Good timing of action is essential.  If a child has broken a rule, we explain to him/her clearly what was observed and what problems have arisen.  

It may, from time to time, be necessary to remove a child from the group and pick a quiet activity for this child, in close proximity to the staff member and for a very short period of time.

If a child has to be separated for any length of time, a staff member will need to be freed up to spend time with that child. At this time the staff member will explain to the child the reason for the removal.  The supervisor should be involved and supportive to both the child and the staff member.

Whatever the consequences, it is important for all the teachers involved to be consistent and to follow through with the agreed upon decision.  

If your child is having difficulty in their program, resources can be made available to discuss additional programming support for your child.  In your child’s interest, the Centre reserves the right to ask that your child be withdrawn from the Centre’s program if it is felt that the Centre is not suited to your child’s needs.  Assistance will be provided to aid you in finding a more suitable program for your child.

SUPERVISION OF STUDENTS/VOLUNTEERS:

The Ministry of Education requires that all successful candidates for full time and part time employment, supply staff and all students and volunteers in licensed child care centres initiate a vulnerable persons check or criminal reference check. The cost of this reference check is the responsibility of the applicant. It is the policy of the Ministry that no student/volunteer will be left alone with any child at any time. 

The BPFC encourages student placements to enhance the skills and knowledge of high school, community college and university students. Any student/volunteer is required to meet the following qualifications: 
-maturity level



-initiative



-the ability to work without supervision



-the ability to maintain confidentiality

Responsibilities to be completed by the student/volunteer will include but not be limited to:

-working closely with the designated RECE to learn the skills of working with young   children

-reading to and interacting with the children

-assisting the children in their daily routine ex. dressing, feeding

-other duties as assigned by the lead teacher/educator 

Responsibilities of the supervising RECE will include but not be limited to:



-providing a welcoming atmosphere for the student/volunteer



-share relevant knowledge and skills of working with young children

-provide feedback and performance monitoring as required for the student placement



-create opportunities for the student/volunteer to lead within the class

-supervise the student/volunteer at all times, guiding their language and interactions with the children

-ensure the student/volunteer is never left alone with any child in the program at any time



-report any suspicious behavior

Responsibilities of the supervisor will include but not be limited to:

-the supervisor will ensure that the student/volunteer has read, understood and signed off on the policies and procedures

-the supervisor will ensure the student/volunteer is actively seeking a vulnerable person’s check and will recommend they consider obtaining first aid CPR and any other relevant certification

-the supervisor will introduce the student/volunteer to the staff and children giving the student/volunteer a tour of the centre and answering any questions also ensuring the student/volunteer will be supervised at all times

-the supervisor and other staff members will support the supervising RECE and the student/volunteer in their journey of further learning

REPORTING OF CHILD ABUSE:  Ontario’s Child and Family Services Act recognizes that each of us has a responsibility for the welfare of children.  It clearly states that members of the public, including professionals who work with children, have an obligation to promptly report to a Children’s Aid Society if they suspect that a child is or may be in need of protection.

CFTA s.72(4),(6) Professional persons and officials have the same duty as any member of the public to report a suspicion that a child is in need of protection.  The Act recognizes, however, that persons working closely with children have a special awareness of the signs of child abuse and neglect, and a particular responsibility to report their suspicions, and makes it an offence to fail to report.
Any professional or official who fails to report a suspicion that a child may be in need of protection, where the information on which that suspicion is based was obtained in the course of his or her professional duties, is liable on conviction to a fine of up to $1000.00. 
CFSA s.72(5) lists operators or employees of day nurseries as professionals affected by the duty to report.
· The childcare staff are to follow specific procedures should a parent or authorized person who has been drinking arrive to pick up a child.  Staff are instructed to request that the person call a family member or friend to come and get them.  If the parent protests this request, the staff will record the license plate number of the driver’s vehicle and call the police to inform them of a suspected driving impairment involving children.

· Every child that is picked up at the Bruce Peninsula Family Centre must have a properly installed car seat for that particular child’s age, weight and height.  

· To protect the health of the children and staff, the Bruce Peninsula Family Centre is a smoke-free facility.  Smoking or vaping will not be permitted at any time, or in any place on or within sight of the Centre’s property.  This policy is to be enforced by staff to parents who enter and exit the property.

· The Child Information Form completed by parents upon enrolment indicates if they will or will not allow their child to participate in any publicity events arranged for or by the Bruce Peninsula Family Centre.  This publicity can include but is not limited to newspaper articles, advertisements, photographers, television, slide show presentations, or videos.  For the safety of all children at the Centre, please ensure that this piece of your enrolment package has been completed.

PARENT ISSUES & CONCERNS:    
Name of Child Care Centre: Bruce Peninsula Family Centre

Date Policy and Procedures Established: September 2017

Date Policy and Procedures Updated: September 2017

Purpose

The purpose of this policy is to provide a transparent process for parents/guardians, the child care licensee and staff to use when parents/guardians bring forward issues/concerns.
Definitions

Licensee: The individual or agency licensed by the Ministry of Education responsible for the operation and management of each child care centre it operates (i.e. the operator).

Staff: Individual employed by the licensee (e.g. program room staff, cook).

General

Parents/guardians are encouraged to take an active role in our child care centre and regularly discuss what their child(ren) are experiencing with our program. 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 are 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 by the Board of Directors, the Supervisor and the staff 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 five (5) 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. 

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 the classroom staff directly or the supervisor or licensee.
	· Address the issue/concern at the time it is raised 

Or arrange for a meeting with the parent/guardian within three (3) business days.

Document the issues/concerns 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.

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 [insert number] 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 the supervisor or licensee.
	

	Staff-, Duty parent-, Supervisor-, and/or Licensee-Related
	Raise the issue or concern to

· the individual directly or

· the supervisor or licensee.

All issues or concerns about the conduct of staff, duty parents, 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

· the staff responsible for supervising the volunteer or student or

· the supervisor and/or licensee.

· 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 Board of Directors.

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.

Contacts: Bruce Peninsula Family Centre, Katherine Crivea – Supervisor 519-793-4100
Ministry of Education, Licensed Child Care Help Desk: 1-877-510-5333 or childcare_ontario@ontario.ca
Local Police Department: OPP 911  (677) on a cell or 1-888-310-1122

Ambulance:

911

Fire Service: 

911

Site Supervisor: 

Katherine Crivea 519-793-3083 or 519-379-9445

Licensee Contacts: 
Marianne Wood – Co-President 519-270-6179



Allison Tackaberry – Co-President 519-374-7845

Site Designate: 

Christy Given 519-377-3441

ALLERGIES/MEDICAL CONDITIONS: The Bruce Peninsula Family Centre recognizes that some children have life threatening allergies or medical conditions. We are committed to the inclusion of all children and are prepared to make exceptions where appropriate. Upon registration the parent/guardian of such child will be required to complete an individualized plan that details the circumstances surrounding the child and the specific needs/care they require.
MENU PLANNING: the Bruce Peninsula Family Centre adheres to the menu planning guidelines set out by the Ministry of Education (CCEYA section 42 137-15), Public Health and the Canada Food Guide. It is our goal to encourage our children to enjoy fruits and vegetables every day. Our cook is certified in Safe Food Handling and applies the nutrition recommendations set out by Public Health including healthy snack items, incorporating alternative proteins and healthy lunch items and recommended portion sizes. We strive to offer a variety of menu items that appeal to young children and adults alike and allow us to incorporate family style meal service into our daily routine. 

Every attempt will be made to inform parents and staff of any revisions or updates to this manual immediately when they are made.
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PARENT/GUARDIAN CONTRACT

Upon enrollment of your child at the Bruce Peninsula Family Centre, you must agree to and abide by the following conditions regarding scheduling, payments and policies and procedures.

1.
All request for care schedules must be submitted to the office by the 1st and 15th of each month for the two weeks immediately following those dates. Payment can be made by cash, cheque or E-transfer. Cheques may not be post-dated. Any payment not received for requested care days may result in suspension of care. Any requested schedule days that are granted must be paid for. If a day is booked but not used for any reason, no credit will be issued. Two weeks’ notice is required for schedule changes. Statements will be issued to parents monthly.
2.
As a condition of enrolment, each family is asked to volunteer 10 hours of service annually.  Parents who choose not to volunteer their time will be charged a fee of $500.00 annually to cover the cost of outsourcing help or materials for fundraising events etc..  If a parent does not complete their 10 volunteer hours by the end of September, the $500.00 fee will be added to their September statement.  

3.
Summer requests for care must be submitted to the office by May 15th annually for care needed during July and August. Changes to summer enrollment can be made without consequence until June 21st.  Two weeks’ notice is required for any schedule changes after that date.

4. 
Child care fees are subject to change each year in September. They will be updated in the Parent Manual as well as brought to parent’s attention via email, posting on the Parent Board etc. 

5.
BPFC will charge a $45.00 NSF fee in the event a cheque is returned due to insufficient funds. This fee is due immediately along with any outstanding childcare fees. Immediate suspension of care may result if payment is not made.
6.
Parents with children enrolled at the centre are agreeing to maintain their Parent Payment Account and keep the balance current. Any family with accounts in arrears will be subject to the Parent Payment Policy and immediate suspension of care may result.

7.
You have read and understand the Parent Manual and the information and Policies and Procedures included in that document.

8.
You agree to update your child’s file, giving any change of information as it occurs.

Family Name:____________________________________

I________________________________________ agree to the above statements and policies.

_____________________________________


________________________________


Parent Signature





Date
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