
 

 

 

Parent Manual 
Opening the door to your child’s education 

 

Halton Hills Child Care Centre strives to provide a safe, 

nurturing environment where children’s natural curiosity and 

interests are honored through play-based learning. 

 

 



 

 

 
 

Program Hours & Statutory Holidays 
 

Monday through Friday 
from 6:45 a.m. to 6:00 p.m. 

 
If you are picking up your child after 6:00 p.m., 
there is a late fee charge of $5.00 per minute. 

 
We are open every weekday except for 

the following statutory holidays: 
New Year’s Day 

Family Day 
Good Friday 
Victoria Day 
Canada Day 
Labour Day 

Thanksgiving Day 
Christmas Day 

Boxing Day 
 

The Centre closes at 2:00 p.m. on 
Christmas Eve and New Year’s Eve. 

If the statutory holiday falls on a weekend, 
we are closed the next business day. 

 
 
 
 
 
 



 

Our History… 
Halton Hills Child Care Centre is a non-profit organization offering 
quality child care since first opening our preschool program in 1986.  
The Centre responded to the child care needs of our community by 
opening both a toddler and kindergarten program in 1989.  Moving 
to our current location in 1994, we were able to offer more spaces in 
all our programs.  We again responded to the needs our community 
by opening our school age program in 2004 and our infant program 
in 2006.  Both of these programs are operated in our satellite 
location at 62 Park Avenue.  We are licensed by the Ministry of 
Education for a total of 108 child care spaces. 
 

Board of Directors … 
Our Board of Director is comprised of a minimum of five members, 
with four Executive positions; Chair, Vice-Chair, Secretary and 
Treasurer.  Every decision made by the Board and every action taken 
by the teachers and staff shall reflect the intent of our Mission 
Statement: To provide a safe, nurturing and fun environment where 
the children’s natural curiosity and interests and honored through 
play-based learning. 
 
Role & Responsibility 
The Board of Directors is responsible for the sustainability of the 
Centre and the advancement of its mission and goals.  This involves 
such activities as setting long-term goals, developing policies and 
procedures, financial planning/budgeting and ensuring the legal and 
regulatory obligations of the organization are met.   
The Board works closely with the Centre’s Director and Supervisor 
are who are responsible for day-to-day operations including staffing, 
programs, parent and child relations, enrollment and assisting with 
developing and maintaining the budget. 
 
Board Membership 
Any recipient of our services (parents or guardians of a child) is 
considered a “member”.  All members are eligible to be nominated 
for the Board and to elect the Board of Directors at our Annual 
General Meeting.  The time commitment is 1-2 hours (September to 
June) on average, with some positions requiring a little more time.    
 
If you are interested in joining the Board or getting more 
information, please feel free to speak with the Director or email the 
Chairperson at chair@hhchildcare.ca. 
 

 

Our                       

Programs 

Emergent Curriculum 
as recommended by the 

Ministry of Education. 

Utilize documents such 

as “ELECT and “How 

Does Learning 

Happen?”and “Think, 

Feel, Act” to support our 

programs. 

Use “HiMama” an 

electronic program, to 

keep you informed daily 

on your child’s activities, 

programs and learning 

opportunities your child 

experienced throughout 

their day. 

We participate in the 

Quality First 

Developmental 

Model, a voluntary, 

community-based 

initiative for improving 

the quality of licensed 

childcare programs in 

Halton Region. 

Licensed by the Ministry 

of Education. 

Provide care to all 

children from Infants 

through School Age. 

mailto:chair@hhchildcare.ca


  
Program Statement 
At Halton Hills Child Care Centre, we understand how children think and grow.  We know that 
children learn through play.  Our program is designed to guide the children to become independent, 
self-confident, inquisitive learners in a safe, secure and loving environment.  Within in our program 
statement are strategies outlining how we will achieve our goals.  We begin by seeing the children as 
competent, capable, curious and rich in potential; each with unique personalities and individual 
needs.   
 
Halton Hills Child Care Centre believes in providing the highest possible standard of service to all the 
children and families that are a part of our program.  Our child care providers utilize the documents 
ELECT – Early Learning for Every Child Today, Think, Feel, Act, and How Does Learning Happen? 
Ontario’s Pedagogy for the Early Years as set out by the Ministry of Education under the Child Care 
and Early Years Act.  The following foundations ensure optimal learning and development.  These 
foundations set the goals and expectations for our program. 
Belonging Every child has a sense of belonging when he or she is connected to others and 

contributes to the world. 
Well-being Every child is developing a sense of self, health, and well-being. 
Engagement Every child is an active and engaged learner who explores the world with body, mind, 

and senses. 
Expression Every child is a capable communicator who expresses himself or herself in many 

ways. 
 
We know children flourish in a loving and caring environment where child care providers are 
responsive to the children’s daily needs. 
 

“The most important period of life is not the age of university studies, 
but the first one, the period from birth to the age of six.” 

Maria Montessori 
Our goal is to promote the health, safety, nutrition and well-being of the children throughout our 
programs.  We believe each child is unique and learns in his/her own way.  Each child has the ability 
to make choices, explore, ask and answer questions, problem solve with the support and guidance of 
their child care providers.  
 
It is essential to provide the children with a healthy and safe environment: 
 Our child care providers will ensure toys and equipment are clean and safe. 
 We meet and surpass all health & safety requirements as set out by the Ministry of Education 

and local government agencies. 
 Our child care providers will do a quick health observation of each child upon arrival every 

day. 
 Our child care providers will monitor any changes in each child’s behaviour, demeanor and 

health throughout the day.  We will notify the parent of changes. 
 If a child becomes unwell, our child care providers will keep the child as comfortable as 

possible until the parent arrives. 
 Our child care providers will always provide supervision both inside and outside. 

 



  
Meals are set in a friendly, relaxed atmosphere, allowing of plenty time to enjoy our food.   Our child 
care providers join the children to role model a positive attitude towards foods and pleasant table 
manners.  Our child care providers are in tune with the children’s capabilities so they can graduate 
from bowls and spoons to plates and forks.  Older children are encouraged to practice self care skills 
(feeding themselves) and help with food distribution (filling their own glasses, setting the table).  
Delightful conversation occurs during meals with our child care providers carefully supervising the 
children for possible signs of choking.  When spills occur, we will calmly help clean up with an “oops”. 
 
We work closely with families when it comes to food allergies, special diets or personal observances.  
Parents may be asked to provide speciality food items as required if our menu is unable to 
accommodate a specific need.  Our anaphylactic policy ensures children’s dietary needs and allergies 
are clearly communicated and that strategies are in place to minimize exposure. 
 
“Our heritage and ideals, our code and standards - the things we live by and teach our children - are 

preserved or diminished by how freely we exchange ideas and feelings.”  
Walt Disney 

Our goal is to support positive and responsive interaction among the children, parents, child care 
providers and staff by building respect for one another. Halton Hills Child Care Centre certifies its 
commitment to eliminate attitudes and behaviour directed at an individual or group based on race, 
ancestry, place of origin, colour, ethnic background, citizenship, religious belief, non-belief, creed, 
gender, sexual orientation, age, physical challenges, education, and martial, economic or family 
status. 
 
Our child care providers take a genuine interest in the children’s accomplishments and efforts while 
providing a warm and responsive atmosphere for the children and families in our Centre. 
 
Our child care providers will: 

 Greet children and families as they arrive 

 Ensure the environment is inviting and welcoming 

 Make eye contact during conversations with children (at their level) and families 

 Acknowledge children and families as they depart 
 

“Self-regulation is a system for dealing with stress.” 
Dr. Stuart Shanker 

Our goal is to encourage the children to interact and communicate in a positive way and support 
their ability to self-regulate through development of positive social skills.   
 
Our child care providers contribute to the children’s self-regulation and well-being by: 

 Role modelling appropriate social interactions 

 Assisting the children to develop problem solving skills 

 Building respect for individuals 

 Guide the children to recognize emotions in themselves and others 

 Support the children with calming techniques when faced with a challenging situation 
 
 
 

http://www.brainyquote.com/quotes/quotes/w/waltdisney131647.html
http://www.brainyquote.com/quotes/quotes/w/waltdisney131647.html
http://www.brainyquote.com/quotes/quotes/w/waltdisney131647.html


  
 

“Play is the highest expression of human development in childhood, 
for it alone is the free expression of what is in a child's soul." 

Friedrich Froebel 
Our goal is to provide materials that extend and foster the children’s exploration, play and inquiry.  
Our child care providers observe of the children’s interests and emerging skills to develop program 
planning and promote skill development as outlined in the ELECT: Early Learning for Every Child 
Today.  We encourage the children to express their feelings, experiences, and ideas.   
 
Our child care providers will: 

 Ensure there are enough play materials available 

 Ensure toys/equipment/materials meet each child’s needs (inclusive) 

 Provide new play opportunities through interest centres 

 Become actively involved in play 

 Provide a safe, nurturing and fun environment 

 Support social interactions 

 Provide developmental appropriate activities that follow the children’s lead 

 Provide choices so children can choose their own play experiences and how they wish to 
explore 

 Maintain open communication with families 

 Provide support for parents as needed 

 Provide a well-balanced environment for active and quiet times both indoors and outdoors 
 

“When you're curious, you find lots of interesting things to do.” 
Walt Disney 

Our goal is to provide child-initiated and adult-supported experiences by seeing ourselves in a 
partnership as co-learners and co-planners with the children.  We support a sense of belonging by 
asking the children for their input (if age appropriate) as to what toys/equipment/materials they 
would like more/less/change/add.   
 
Having the children express themselves is a valuable part of our planning strategy. By collaborating, 
we provide materials that extend and enhance play and learning, giving the children opportunities to 
engage individually or as part of a group.  We will reflect and evaluate using our observations to 
ensure individual and group needs are met.   
 

"Imagination is more important than knowledge. For knowledge is limited, 
whereas imagination embraces the entire world ..." 

Albert Einstein 
Our goal is to plan for and create positive learning environments and experiences in which each 
child’s learning and development will be supported through observations, reflective practices and 
collaboration.  Our child care providers interpret what is occurring in their classroom.  They will 
review what is working and what is not. 
 
 
 

http://www.brainyquote.com/quotes/quotes/w/waltdisney132633.html
http://www.brainyquote.com/quotes/quotes/w/waltdisney132633.html


  
 

 
Our child care providers will ask themselves: 

 What do I see? 

 What do I hear? 

 What do I think? 

 How can I support an emerging interest? 
 

“Tell me and I forget. Show me and I remember. Involve me and I understand.” 
 Chinese proverb 

Our goal is to provide a variety of activities that incorporate indoor and outdoor play, as well as 
active play, rest and quiet time, into the day and give considerations to the individual needs of the 
children receiving child care.  As the children play, they are developing an appreciation for the world 
around them.  We value and build on their strengths and abilities. 
 
Children benefit from a variety of opportunities to engage with the natural world, including 
exploration, investigation and observation of the environment.  Not all outdoor play needs to be high 
energy or focused on gross motor skills.  Our playground toys/equipment provide for both energetic 
and quiet activities.  Our learning environments are natural and safe, but still allow the children to 
take reasonable risks. 
 
During sleep time, our child care providers help soothe the children by sitting with them, rubbing 
backs and providing comfort.  We realize that need for rest and sleep varies greatly at different ages, 
and even among children of the same age; however, rest is an important part of the day for all 
children. Quiet activities are provided for children who do not sleep. 
 
We offer a vast variety of experiences daily 

 Dramatic play 

 Science & nature 

 Literacy 

 Numeracy 

 Gross motor 

 Music 

 Fine motor 

 Cognitive 

 Art 

 Group & individual activities 

 Construction 
 

``Whatever we accomplish is due to the combined effort.” 
Walt Disney  

Our goal is to foster the engagement of ongoing communication with parents about the program 

and their children to create the best possible learning environment where the children construct 

knowledge through physical activity, social interactions and their own thinking.   

https://www.goodreads.com/author/show/3510823.Walt_Disney_Company


  
 
Ongoing communication is essential.  “High-quality early childhood programs ... engage with families 
and support each child within the context of his or her family, recognizing that family and child well-
being are inextricably linked" (How Does Learning Happen?).   
 
Our child care providers will observe and document through pictures and words what they see and 
hear, focusing on what is happening and less on the actual materials.  Documentation takes the form 
of postings in the classroom of either group or individual experiences.  Parents will receive 
electronically on HiMama daily individual activities.  A classroom book of photos and stories is 
assembled for the children to look at and revisit past events. 
 
Our child care providers will convey information directly to parents through daily conversations, 
phone calls, via HiMama, and during special events such as our annual Family BBQ. 
 
We arrange Heart to Heart meetings with parents at least annually or when requested.  We know 
that the parents’ input is essential and valuable to ensure each child’s needs are being met.   
 

“Free the child’s potential, and you will transform him into the world.” 
 Maria Montessori 

Our goal is to involve local community partners and allow those partners to support the children, 
their families and staff to provide accessibility to our services in a manner that respects the dignity 
and independence of each individual making every reasonable effort to accommodate their unique 
needs. 
 
Halton Hills Child Care Centre works closely with local community partners to support the children, 
their families and our staff such as: 

 Halton Region – Community Services for Families 

 Erin Oak Kids 

 ROCK – Reach Out Centre for Kids 

 CAS – Children’s Aid Society 

 Halton District & Catholic School Boards 
 
We utilize resources available to provide the right care for all of the children.  During your time with 
us, you may see or work with consultants and/or support staff to ensure the best environment for 
your child.   
 
Parents and staff can explore resources for: 

 Speech 

 Hearing 

 Behaviour 

 Development 
 
 
 

http://r20.rs6.net/tn.jsp?f=001cLvTdavI_47xzRb_jaEWfTMbo2nrIVem9c_6rB5E297doIs-88WJ18fq8wurr-VNhfvlhYFNml7GIor7RG4zxQnkQDnx8U5Uqhq568_oX2mWHP5rBk-ApPj_rauw7hzxsaug0izIbiTTPQN_wiqdsyDQ7WYMB4gDn4DQkYbaGjVPzMto-hffw_X81UvlkTDx0OJS7T7-UOYwoDBtcbgxULYspOHH9FHh&c=ZBZyKKcdePgdAqBEnEx1HJT3lw5x8FtbigAGb6pM43xIK6PlVIKnBQ==&ch=Cor2T_oPmy2T5h0aol0BOs38Oo8Q9TaGNgxLc_MPFEQ10484UJK15g==


   
Our child care providers will ensure an up-to-date individualized support plan is in place for each 
child with special needs in consultation with the parent and any regulated health professional or 
other person who works with the child in a capacity that would allow the person to help develop the 
plan. 
 

“The goal of early childhood education should be to activate 
the child's own natural desire to learn.” 

Maria Montessori 
Our goal is to support staff who interact with the children in relation to continuous professional 
learning to explore new ideas, meet objectives and refresh practices.  The Centre believes that part 
of a quality program includes the opportunity for our staff to network in the community, have access 
to professional development, and have additional support through coaching and supervision.  
Regularly scheduled staff meetings and training allow for collaboration of information, experiences 
and thoughts among all the staff; and an opportunity to review Centre policies, practices and 
procedures. 
 

“Play gives children a chance to practice what they are learning.” 
Fred Rogers 

We will document and review the impact of strategies set out in its program statement on the 
children and their families over the course of year through: 
 Parent surveys 
 Conversations with parents and children 
 Observations of play areas and children 
 Quality First partnership 
 Board of Directors 
 Annual General Meeting 

 
Our program is constantly evolving to meet the needs of the children.  We are committed to open 

communication, encouraging children, families and staff to express their ideas, thoughts and 
concerns to ensure we accomplish our goals. 

 

 

I AM A CHILD 
I was not built to sit still, 

keep my hands to 
myself, 

take turns, 
stand in a line, 
or keep quiet 

ALL OF THE TIME. 
I need 

motion,  
adventure, 

and to engage the world 
with my body. 
Let me play! 

(Trust me, I’m learning) 

 

http://www.azquotes.com/quote/1139542?ref=early-childhood
http://www.azquotes.com/quote/1139542?ref=early-childhood
http://www.azquotes.com/author/10291-Maria_Montessori


 
 
 
 
 
 
 
 
 
 
 
 

Our Staff... 
We hire fully-qualified, Registered Early 
Childhood Educators (RECE) and Assistant 
Teachers for our program.  Potential child care 
providers go through an intense screening 
process and must complete a Criminal Reference 
Check with Vulnerable Sector Clearance before 
being hired by Halton Hills Child Care Centre. 
 
Our child care providers develop independence 
in the children by guiding them to make choices, 
work collaboratively and independently, explore 
their world, and express their curiosity and 
feelings. 
 
All staff have valid Standard First Aid certification 
with CPR and Epipen training.  In addition, all 
staff have Food Safety and Fire Extinguisher 
training.   
 
All of our staff participate in ongoing professional 
development throughout the year. 
 
Supply Staff 
From time to time our regular staff will be absent 
due to vacation or personal time.  During these 
times, our dedicated supply staff will take over 
for them.  We use the same supply staff so the 
children soon become familiar with them. 
 

BECAUSE I AM A TEACHER 
 

I dream big 
I work hard 

I don’t let mistakes stop me 
I solve problems with grit 

I reflect and seek to improve 
I collaborate with others 

I share my thinking 
I set goals for myself 

I help others reach their goals 
I learn relentlessly every day 

 
I NEVER GIVE UP 

 

Our Programs... 

Our goal is to meet the needs of our 

community by providing quality child 

care for all children without bias. 

We offer programs for children aged 6 

months to Grade 5 in full time, part time, 

and before & after school programs.  Our 

programs are divided into 6 classrooms. 

All our programs offer your child freedom 

to choose from a variety of activities such 

as creative, math, fine motor, science, 

cooking, dramatic play, blocks, sensory, 

outdoor play, books, etc. 

We see your child as a unique individual 

with their own interests and experiences. 

We encourage the children to participate 

in individual, small and large group 

activities, child initiated and adult 

supported activities as well as indoor and 

outdoor activities daily. 

 

 

Inclusion... 
Halton Hills Child Care Centre provides 
child care for all children, giving each 
child equal access to our programs, 
allowing each to participate in our 
programs and supporting the individual 
needs of each child.  We will make every 
reasonable effort to accommodate 
children and families with unique needs. 



 

Our Classrooms... 
 
Infants – Aged 6 months to 18 months 
A child’s first years are filled with exciting milestones and many physical changes such as 
learning to sit, crawl, stand and walk. 

 
Our infant child care providers plan many stimulating activities throughout 
the day to support the infants as they grow, learn and develop in a safe and 
reassuring setting. 
 
Our infant child care providers are comforting, friendly and caring.  They 
spend play time on the floor with the children; playing and interacting and 
providing encouragement as the infants explore the exciting world around 
them. 

 
It’s great to hear the children expand their vocabulary beyond “dada” or “mama” and a game 
of “peek-a-boo” is always fun for everyone! 
 
Toddlers – Aged 18 months to 36 months 
Toddlers are bursting with energy and very curious about their environment as they develop 
their walking, running and problem solving skills.  Vocabularies are still developing with “mine” 
and “no” topping the list of favourite words.  Soon enough, young toddlers learn to express 
themselves through short sentences. 
 
The toddler child care providers plan a variety of ever changing activities 
throughout the day to provide opportunities for independence, growth 
and learning. 
 
Toddlers love to fill & dump, push & pull, stack, and manipulate everything 
they can get their hands on during playtime – singing “Old McDonald” and 
making animal noises is always a favourite! 
 
Juniors – Aged 2 years to 3 years 
Juniors learn best in safe, loving places where they can explore in their own way.  Our junior 
child care providers support the children’s growth with hands-on exploration and social 

interactions. They set up an engaging surrounding to help the children 
learn about their expanding world. 
 
During the children’s time in the junior classroom, we will witness an 
amazing explosion of language and new independence skills such as toilet 
training, dressing and undressing. 

 
How excited the children get when they realize their own abilities and shout “I did it!” 



 
 
 
Preschool – Aged 2.5 years to 4 years 
Preschool children are more and more interested in the world around them and often like to 
observe and imitate other children and adults. 

 
Our child care providers in the preschool classroom are very resourceful 
and great at planning activities that help the children explore new 
interests, abilities, encourage independence, and build social skills through 
play. 
 
Preschool children are very active and enjoy outside time by riding bikes, 

climbing up & down, and throwing, catching and kicking balls. 
 
Seniors – Aged 3 years to 5 years 
Our senior classroom is designed to support the children to explore, and investigate their world 
in a compassionate and nurturing surrounding. 
 
Our child care providers work in partnership with the children to 
create an atmosphere that encourages each child to develop growth 
of self confidence, independence, a sense of responsibility and respect 
for others and their environment. 
 
Activities for this age group are built around the children’s limitless curiosity and their natural 
desire to discover and learn. 
 
“Show & Share” days are definitely something the children look forward to.  The children 
always have stories to tell and lots of questions to ask about the wonderful things they 
experience every day. 
 
Before & After School Program – Grade 1 to Grade 5 
Our goal for the school age children is to have a safe and enjoyable time.  They are exposed to 
a variety of fun activities which include cognitive games and puzzles, creative, computer fun, 
reading, indoor and outdoor play. 

 
Our child care providers provide a relaxing atmosphere where children can 
work on homework, engage in play, and enjoy a nutritional snack before 
and after school. 
 

We strongly believe in creating an environment that encourages the children to participate, co-
operate and problem solve. 
 
 



 
School Age Camp... 
Summer, School Breaks & P.A. Days 
We offer an excellent P.A. day school break full-day program (covers Christmas, March Break 
and the Summer Program).  The Children have the opportunity to partake in many exciting 
activities and excursions.  Examples include off-site cooking classes, guided yoga/exercise 
classes, trips to the splash park and many more interesting adventures. 

 
In the school age classroom, field trips and activities are included in the 
weekly fee.  Please note that these costs are pre-paid ahead of time to 
cover the entire March Break and the Summer Program. 
<-Crawford Lake Conservation Area 

 

Extras... 
At Halton Hills Child Care Centre, we are always looking to enhance our programs.  Throughout 
the year, the children are involved in many extras activities as part of our program. 
 
Quality First 
Quality First is a quality early learning initiative providing all licensed child care programs in 
Halton Region with the opportunity to participate in a developmental model for quality 
improvement.  More information is available at thrc.ca/about-quality-first.  
 
Quality First believes in... 
Developing  the professionalism of individuals in the care and education 
   of young children. 
Improving   the level of quality indicators in children’s programs. 
Collaborating with local colleges to promote the professionalism readiness 

 of early childhood educators. 
 
Music 

We are very fortunate to have many talented staff.  One such person provides 
our programs with memorable musical experiences in which the children can 
dance, play musical instructions and join in singing their favourite songs. 

 
Field Trips 
Throughout the year, we may take trips to special places of interest such as the fire station, an 
orchard, a farm, etc.  Prior to the trip, a notice of the excursion will be posted in your child’s 
classroom outlining the destination, time and date.  A charge may be required to cover 
entrance fees and transportation.  If you do not want your child to attend the field trip, you will 
need to find alternate care for that day.  Transportation is arranged through Denny`s Bus Lines, 
if needed. 
 
 



 
Community 
The children learn about our community through interactions such as 
visits to local stores, the library and having members from the 
community visit the Centre to introduce concepts such as recycling. 
 
Special Events 
Throughout the year, we have a wide range of special events such as Annual Family BBQ, 
Annual General Meeting, Group and Individual Photos, Birthday Celebrations, etc. 
 
Nipissing Development Screen 
The Nipissing Development Screen is an innovative developmental checklist that follows a child 
from one month of age to six years. It provides a snapshot of a child’s development to discuss 
with parents. The simple one-page checklist also features a sheet of activities for enhancing a 
child’s development.  
 

Volunteers & Students... 
Volunteers 
We recognize that children and teachers benefit when volunteers share 
their time, insights, talents, and skills.   
Students 
An important part of promoting the profession of Early Childhood 
Education is participating in the training of individuals entering the field or 
providing volunteer opportunities for those who are still undecided.  We 
frequently have students from various educational facilities on field 
placements.   
 
All volunteers and students are required to submit a current Criminal Reference Check with 
Vulnerable Sector clearance prior to entering the classroom.  Our policies, practices and 
procedures must be reviewed prior to starting.  Volunteers and students are directly 
supervised by classroom teachers.  Children will never be left unattended with a volunteer or 
student.  Volunteers and students do not count in classroom ratios. 
 

 

 

 



 
Fees... 
Fees are paid every Monday via Pre-Authorized Payment Plan 
from an account provided by the parent, holidays, sick and 
absence days are paid in full.  We do offer both full time and 
part time care.  However, part time care is only given if there 
is space available. 
 
Any payments that are returned by the bank due to 
insufficient funds are subject to a $30.00 fee and are payable 
immediately. 
 
Our current fee schedule is included in your enrollment 
package. 
 
Assistance 
Child care subsidy or financial assistance with the cost of child 
care is available from Halton Region.  Please contact Halton 
Region directly at 1-888-442-5866 to learn more about this 
program. 
 
A late fee of $5.00 per minute per child is charge when 
children are picked up after Centre hours (6:00 p.m.). 
 
Fee Increases are planned for January of each year.  Parents 
will be given a minimum of 30 days notice of changes to our 
fee structure. 
 
Income tax receipts will be issued in February of each year.  If 
the income tax receipt needs to be replaced, there will be a 
$20.00 administration fee. 
 

Changing Classrooms... 
When your child is ready and old enough to move to the next 
classroom, the Supervisor will contact the parent.  We will 
make arrangements for your child to visit their new classroom 
over the period of a few weeks depending on available space.  
Parents are also welcome to visit your child’s new classroom 
and meet the teachers.  Please feel free to ask questions.  We 
want everyone to be comfortable and happy. 
 
 
 

Admission... 

We encourage all potential 

clients to visit our program 

to see it in action.  You can 

make an appointment by 

calling our Centre Supervisor 

at 905-877-5004 ext 33. 

Waiting List 

Once your name has been 

added to our waiting list, we 

will do our best to place your 

child in our program for the 

time needed.  However, being 

on our waiting list does not 

guarantee a start date as 

children can only start when 

space becomes available in 

the appropriate classroom. 

Our waiting list is managed 

on a first come, first serve 

basis.  You will be contacted 

as your requested date 

approaches or as spaces 

become available. 

A non-refundable deposit, 

equivalent to the first week 

of child care (per child) is 

required to be paid in full 

once a start date is provided.  

If you should change your 

mind about child care after 

this time, the deposit will not 

be refunded.  If you continue 

with your enrollment as 

confirmed, the deposit will be 

applied towards the first 

week of care. 

 



 
Withdrawal of Service... 
A 30 day written notice of withdrawal is required for all programs.  If 30 days notice is not 
provided, fees will be continue to be charged for the period of 30 days from the day notice is 
received.  This includes changing from full time to part time or reducing the number of part 
time days. 
 
If your child is being temporarily withdrawn, a space cannot be reserved unless fees continue 
to be paid. 
 
Halton Hills Child Care Centre reserves the right to terminate its services.  Failure to adhere to 
the parent agreement, policies or failing to pay for child care within 30 days will lead to 
termination of service.  We work closely with families and strive to make every child’s 
experience a positive one. 
 
However, if a situation no longer benefits the well being of the child, other children, staff or 
the Centre, this may lead us to terminate our service. 
 

Fire Drills... 
We conduct fire drills twice a month in all our programs.  Emergency plans are posted in each 
classroom, the Centre lobby and kitchen.  If you think your child may need any additional 
assistance during a fire drill, please speak with the Director so we can develop an action plan. 

 
Evacuation... 
In the event that we need to evacuate the building, we have arranged to use 
our playground or 62 Park Ave. (the building next door).  Parents will be 
notified of an evacuation by the Centre staff as soon as possible.  You may be 
asked to pick up your child at the designated area if deemed necessary (such 
as no re-entry to the classrooms).  School Age and Infant children will be 
evacuated to either the playground or 60 Park Ave. in the case of an emergency.                           
 
The Centre has developed our Emergency Management Policy which encompasses a wide 
range of urgent situations and detailed action plans.  The Director (and/or designate) will 
contact parents via HiMama, email and/or phone.  Please see the Director if you wish a copy of 
the policy. 
 

Accessibility... 
Halton Hills Child Care Centre will communicate with people with disabilities in ways that take 
into account their disability.  We will train staff members who communicate with customers on 
how to interact and communicate with people with various types of disabilities.  Our Accessible 
Customer Service Policy is available upon request in a format that takes into account the 
person’s disability.  This policy can also be found on our website www.hhchildcare.ca. 



 
Communication... 
We believe open communication is an essential part of our 
daily responsibilities.  Halton Hills Child Care Centre encourages 
an atmosphere of openness and receptiveness to new ideas 
and opportunities for improvement. 
 
Parents can communicate with the teachers by having short 
conversations at pick up and drop off times, by calling the 
classroom during the day, by email or messaging on HiMama.   
Please be aware that if the teachers are engaged with the 
children, they may not be able to respond immediately, but will 
contact you as soon as possible. 
 
Parent Involvement 
Do you have any special events, celebrations or customs you 
would like to share with us?  Our teachers embrace all 
opportunities to include each family’s values into our program. 
Do you have any special interests, skills or talents?  Perhaps 
you would like to volunteer in a classroom to share your 
abilities.  Please speak with the Director to find out more 
information. 
 
HiMama 
HiMama provides a quick and easy way for our child care 
providers to record and share your child’s activities.  We 
engage parents with digital daily sheets containing at least 1 
photo; everything from silly and fun moments to learning and 
developmental milestones.  Only photos of your child will be 
shared with you. 

Heart to Heart  
Meetings will be set up at least once a year or upon request of 
the parent or teacher.  Parents have the opportunity to meet 
with their child’s teachers to set developmental goals and to 
discuss their child’s growth. 
 
Newsletters & Calendars 
Both the Centre and Classroom newsletters are available 
quarterly offering a wide range of information about our 
programs and the Centre. 
 
Monthly classroom calendars provide some highlights for the 
month ahead, including routine activities, special days and 
events. 
 
Newsletters and calendars are available on the Centre website 
hhchildcare.ca or as a paper copy upon request. 
 
 

Privacy Policy... 

Halton Hills Child Care Centre 

ensures that all information 

collected by us is confidential.  

We only collect information that 

is required to provide our 

service to families and/or for 

licensing or legal purposes. 

This information is requested 

through the enrollment package 

filled out by the parent upon 

registration to our program.  

Parents can request access to all 

personal information in their 

child’s file.  These requests will 

be responded to within 30 days.   

All personal information will be 

shredded 3 years after 

withdrawing from the Centre. 

For more information, our 

Privacy and Confidentiality 

Policy is available on our 

website or a paper copy is 

available upon request. 

 

 

 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Getting to Know 

Your Family... 

Enrollment Package 
We are glad you have chosen Halton 
Hills Child Care Centre as your child 
care provider.  Our enrollment 
package includes the following 
documents: 

 Enrollment Form 
 Pre-Authorized Payment Plan 
 Parent Consent 
 Parental Agreement 
 Statement of Immunization 
 Registration Form 
 Checklist Form 
 Classroom Welcome Letter 
 Classroom Questionnaire 

Please return completed enrollment 
forms to the office as soon as 
possible. 
 

Updating Information 
At least annually, we will ask you to 
update your child’s information.   
A Change of Information Form may 
be requested as necessary for a 
change of work information, new cell 
phone number, additional 
authorization release person, etc. 
 

Custody Agreement 
If you have a custody agreement, 
please ensure the office has an 
official copy. 
 

Availability of Parents in an 
Emergency 
Halton Hills Child Care Centre must 
always have current Emergency 
Contact Information for all the 
children in the Centre.  This will 
ensure that a child’s parent can 
immediately be contacted in the case 
of an emergency.  If you will not be 
at your regular phone number 
during the day, it is important to 
inform the teachers of how you can 
be reached or an alternate contact 
person. 

 

Visiting... 
Leaving a child is an emotional experience for both the child 
and the parent.  At Halton Hills Child Care Centre, we strive to 
make the transition to child care as easy as possible.  Parents 
are encouraged to bring their child for visits before they 
actually start. 
 
Children will become familiar with their classroom and begin 
to develop relationships with everyone in the classroom. 
 
These visits help to minimize the initial separation anxiety that 
children and parents experience as the children begin to feel 
safe and secure.  Your child will have the opportunity to 
explore, participate in activities or to simply observe what 
their day with entail. 
 
Please feel free to ask questions.  We want you to be 
comfortable with your decision to leave your child in our care. 
 

Your Child’s Day... 
Arrival 
To ensure the safety and security of your child while attending 
Halton Hills Child Care Centre, we require that parents escort 
their child directly to one of the of the child care providers on 
duty.  Parents are asked to sign their child in on the 
attendance sheet with the time of arrival and parent’s initials. 
 
Parents are encouraged to talk briefly with the child care 
providers to pass along any vital information. 
 
Saying Goodbye 
During the initial period of adjustment, tears are a very 
natural occurrence.  Our teachers have specialized skills to 
help your child over a difficult time.  We suggest that you 
settle your child into an activity say goodbye and then leave.   
Our child care providers will assist you both as you say 
goodbye. 
Please free feel to phone your child’s classroom or send a 
message on HiMama, if you wish to check on how your child is 
doing. 
 
Absenteeism  
We understand that from time to time your child may be 
absent due to illness, vacation, home day, etc.  It would be 
greatly appreciated if you could notify the Centre whenever 
your child is going to be absent or arriving after 9:00 a.m. to 
ensure an accurate count for lunch and snack preparations. 
 
 



What to Bring... 
We suggest your child wear clothing that is casual, comfortable and easily handled by little 
fingers so we can encourage your child to explore, play and develop a sense of independence. 
 
Children no matter their age, even school age children have accidents.  We ask that your child 
have 2 complete sets of clothing (one set for school age children) of seasonal appropriate 
clothing at the Centre in case of accidents (getting soiled with food, paint or wetting 
themselves).  Your child’s teachers will let you know where your child’s clothing can be stored 
in their classroom. 
 
To prevent lost items, please clearly label all of your child’s belongings. 
 
In the summer, please provide your child with a wide brimmed sun hat, and safe shoes (i.e. 
running shoes).  Sandals with a heel strap, closed toe, and a non-slip sole are acceptable.  No 
open toed shoes. 
 
Sunscreen 
Childhood is a critical time to teach and practice sun protective habits.  Sunscreen does not 
provide 100% protection.  For outside time, shade, clothing and hats should be the first choice 
with sunscreen on all remaining exposed skin. 
 
The Centre provides sunscreen at a nominal cost or the parent can provide their own 
sunscreen.  Please note that expired sunscreen will not be applied. 
 
In the winter, please provide your child with a snow suit, hat, boots, neck sock, 2 pairs of 
mittens and socks.  No scarves.  Please ensure that all outdoor clothing is free of strings or long 
pieces that may get caught in the climber. 
 
For nap/rest time, please bring a blanket and cuddly security toy (if your child has one).  Each 
child will be provided with a cot (or crib for the infants) with the sheets changed at least 
weekly and when soiled. 
 
Infants and Toddlers will need diapers and cream (bottles and soothers if required).  The 
Centre provides wipes.  We can not accommodate cloth diapers due to limited space to store 
soiled diapers in a sanitary manner. 
 
Toilet Training 
We believe in working with the child and the parents to assist with toilet training.  We 
communicate and work with the parents about their child’s interest in starting to toilet train.   
While toilet training, several change of clothes should be brought to the Centre.  This way, if a 
child has an accident, they can be comfortable in their own clothes.  We do not use pull-ups as 
part of toilet training as they feel like diapers and can confuse the child.  While your child is 
training, you will be asked to bring diapers for sleep and outside time until you child has more 
success. 



Sleep & Rest... 
Infant sleep/rest is based on their individual needs.  Infants under 12 
months sleep on their backs.  Infants are not to wear necklaces such as 
amber teething necklaces unless parent provides written consent.  For 
Infants, our child care providers do a sleep check every 5 minutes.  
Toddler and Preschool children are provided with a sleep/rest time of up 

to 2 hours.  While not all children need a nap, children benefit from periods of quiet relaxation 
to balance their active day.   Any children who are awake will be given quiet activities.  For 
Toddler and Preschool children, we will do a sleep check every 30 minutes.  Sleep/rest time 
information will be provided on your child’s HiMama digital daily sheet.   
 

Nutrition... 
Halton Hills Child Care Centre serves nutritious lunches as well as morning and afternoon 
snacks.  Foods are carefully selected to ensure Health Canada requirements are met.  We take 
into consideration the likes and dislikes of the children while allowing the children to try a 
variety of foods.  We never force the children to eat but we do encourage each child to try 
each type of food. 
 
The child care providers join the children during meals and 
snacks, setting a good example by having a positive 
approach to new foods and pleasant table manners. 
 
Parents can find what and how much lunch and snacks your 
child had on your child’s HiMama digital daily sheet. 
 
Our menus are posted in the main lobby at 60 Park, in the Infant and School Age classrooms 
and on our website.  Please ask one of the staff if you would like a copy. 
 Summer menus are on a 3 week rotation from Victoria Day to Thanksgiving. 
 Winter menus are on a 4 week rotation from Thanksgiving to Victoria Day. 

 
If you wish your child to have morning snack, please follow this schedule: 
 Toddler, Junior, Preschool and Senior children must be here by 8:30 a.m.  This allows the 

children to have snack and gives the kitchen staff ample time to tidy the snack dishes 
and start preparing our lunch. 

 Children that are transported to school must be here by 7:45 a.m. so the children can 
have snack before having to get ready to board the bus. 

 
Parents must inform the Centre in writing of all allergies 
and/or food restrictions.  A meeting may be set up with 
our kitchen staff and the Director to ensure we are 
meeting your child’s needs.  Allergy and food restrictions 
are posted in the kitchen and in the classrooms to lessen 
the chance of exposure. 
 



 
Anaphylactic Policy... 
Due to the severe nature of some allergies, Halton Hills Child Care Centre will work with 
parents of children with serious allergies to food and/or other causative agents to provide the 
safest environment possible for their children.  The Centre’s Anaphylactic Policy is designed to: 
 Ensure that children at risk are identified. 
 Ensure strategies are in place to minimize the potential risk for accidental exposure. 
 Ensure all staff, students and volunteers are trained to respond in an emergency 

situation. 

 
 

No outside foods and/or drinks are allowed in the Centre. 
We ask that parents do not bring in snack, meals or drinks for their child once they reach 12 
months as the Centre provides all of these.  Parents that provide meals, snacks and bottles for 
their child under 12 months must ensure all items are in the original labeled packaging or 
provide labels to ensure all products are nut free. 
 
We will develop in consultation with the parents, an Individual Plan and Emergency 
Procedure for children with anaphylactic allergies, asthma and/or special medical needs. 
 
 
 
 
 
 
 

 
Illness... 
The health and safety of each child and staff member are of utmost importance to us at Halton 
Hills Child Care Centre.  To maintain a good standard of health in the Centre, a staff member 
will do a wellness check of your child upon arrival. 
 
A courtesy call to the parents will be made to give them the heads up that their child is not 
feeling 100%.  We will continue to monitor your child throughout the day. If your child is 
unwell while at the Centre, we will make your child as comfortable as possible (sit with child, 
lay child down on their cot/crib, talk to child, etc.)   If your child’s symptoms worsen, you will 
be contacted to arrange pick up. 

Hygienic practices are important 

where they are groups of young 

children.  We therefore ask parents to 

assist their child in hand washing with 

soap upon arrival at the Centre. 

 

 



If a child is sent home due to illness, the child may return to the Centre after being symptom 
free for 24 hours without the aid of over-the-counter medications and is feeling better or has 
take an antibiotic treatment prescribed by a doctor for 1 full day. 
 
The Centre reserves the right to request a doctor’s note if unsure as to whether or not your 
child should be at the Centre.  A doctor’s note cannot overrule our Illness Policy. 
 

Medication... 
Our staff can administer prescription medication.  Parents are required to 
complete and sign a Medication Authorized Form outlining dosage and time 
to be given.  For safety reasons, medication must be in the original container, 
clearly labelled with the child’s name, date and the name of the drug, 
instructions for storage and administration of the drug. 

 
Over-the-counter medication can only be administered with authorization from the Director. 
 
The Centre will not administer any medication without the appropriate documentation. 
 

Inclement Weather... 
Inclement weather refers to all weather conditions; snow, rain, excessive heat, etc.  Halton 
Hills Child Care Centre considers itself to be an essential service to parents.  As a result, the 
Centre will be open each scheduled day.  We have a plan of action in place to ensure that there 
will be a minimum staff available to open regardless of the weather.   
 
We may determine during the course of the day that we need to close to ensure the safety of 
our staff and families in our care.  These decisions are made in conjunction with the Chair of 
our Board of Directors and only to ensure the safety of those in our care.  On days that we are 
questioning closing early, signs will be posted to inform parents of the potential early closing.  
In the event we decide to close early, parent will be called to pick up their child at the earliest 
possible time or to send an alternate person to pick up. 
 
Bus Cancelation  
Whenever the Halton School Board cancels their buses, our bus service 
will also be canceled.  If your child is being transported from the Centre 
to school, your child can remain at the Centre for the day.  Once we have 
been informed that the buses are canceled, we will post a notice on the 
door informing parents.  We will contact any parents of children dropped off prior to the 
cancelation notice.  Parents are required to call their child’s school to let them know their child 
will be absent. 
 
Weather Restrictions  
In the event we cannot go outside due to extreme weather conditions, gross motor activities 
will be set up in their classrooms.  These activities include riding toys, games, balance beam, 
balls, dancing, etc. 



 
 
 

 
 
 
 
 

Outside Time... 

Playground 
Our fully fenced playground is located adjacent to 60 Park, near the 
buildings underground parking and the Silvercreek.  The playground 
is divided into 3 areas: Infants, Toddlers and Preschool (and older). 
 
The children have the opportunity to pick from a variety of activities 
such as dressing up, play with large blocks and toys, climbing on our 
climbers, ride bikes, kick balls, sand play, and being involved in group 
games. 
 
There are many choices for the children to have fun and play in a 
well supervised program setting, putting the child first. 
 
Water is always available for the children to drink while at the 
playground. 
 
No matter what the weather conditions, the children are monitored 
to ensure no one is feeling adverse effect from the weather. 
 

Postings 
On those occasions when the playground is not usable due to 
weather conditions, too wet, too slippery, etc., we will go on a 
neighbourhood walk.  A sign will be posted in the classroom 
indicating where to find your child’s class. 
 
For safety reasons, please do not leave your child unattended or in 
another classroom as this may interfere with teacher/child ratios. 
 

Safety 
Staff inspect our playgrounds prior to the children using them, 
every morning and every afternoon.  An outside agency inspects our 
playground annually to ensure we meet all safety requirements. 
 
The Centre provides a cell phone at the playground in case of an 
emergency.  First aid kits are available at the playground for minor 
incidents. 
 

Incident Reports 
In the event your child is injured, an Incident Report will be 
completed outlining what happened, injury, treatment and follow 
up.  Parents will be given a copy of the incident report. 
 
In the event the incident is of a serious nature, a Serious Occurrence 
Report will be issued and the Ministry of Education will be notified. 
 
 
 

 

 

 

 

 



 

Behaviour Guidance... 
At Halton Hills Child Care Centre, we use a positive and caring 
formula to guide a children’s behaviour.  Child care providers 
outline guidelines and rules to promote safety, providing 
simple but clear explanations.  The children are encouraged 
to engage in the process of resolving problems. 
 
If more assistance is required, the teachers will follow the 
behaviour guidance techniques as outlined in our Behaviour 
Guidance Policy.  Some of the techniques include: 
 
Affection – If a child’s behaviour is motivated by fear, anxiety or uncertainly, a big injection of 
affection, verbal and physical, can help head off inappropriate behaviour. 
 
Hurdle Help – When a child is stuck, providing assistance can help them overcome feelings of 
failure or inadequacy. 
 
Proximity – Sometimes an adult quietly heading in the general direction of what is going on 
can be enough to encourage the children to do something else. 
 
Natural Consequences – Respect the choices a child makes and accept the results of those 
choices. 
 
Involvement and Interest – Adults becoming involved in a situation can diffuse things. 
 
Redirecting/Distraction – By trying to refocus a child away from what they are doing and onto 
something else this may avoid trouble. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Prohibited Practices... (as outlined in the Child Care and Early Years Act) 

48.  (1)  No licensee shall permit, with respect to a child receiving care at the child care centre it operates or at a 
premises where it oversees the provision of child care, 
(a) corporal punishment of the child; 
(b) physical restraint of the child, such as confining the child to a high chair, car seat, stroller or other device for the 
purposes of discipline or in lieu of supervision, unless the physical restraint is for the purpose of preventing a child from 
hurting himself, herself or someone else, and is used only as a last resort and only until the risk of injury is no longer 
imminent; 
(c) locking the exits of the child care centre or home child care premises for the purpose of confining the child, or 
confining the child in an area or room without adult supervision, unless such confinement occurs during an emergency 
and is required as part of the licensee’s emergency management policies and procedures; 
(d) use of harsh or degrading measures or threats or use of derogatory language directed at or used in the presence of 
a child that would humiliate, shame or frighten the child or undermine his or her self-respect, dignity or self-worth; 
(e) depriving the child of basic needs including food, drink, shelter, sleep, toilet use, clothing or bedding; or 
(f) inflicting any bodily harm on children including making children eat or drink against their will. 

 
(2)  No employee or volunteer of the licensee, or student who is on an educational placement with the licensee, and no 
person who provides home child care or in-home services at a premises overseen by a home child care agency shall 
engage in any of the prohibited practices set out in subsection (1) with respect to a child receiving child care.  
 



Complaint Resolution... 
 

COMPLAINT POLICY AND PROCEDURES 
 
Policy Statement 
This policy establishes a format for managing complaints from a client or a staff member.  All 
complaints will be managed fairly, impartially and as efficiently as possible. 
 
Introduction 
Each individual has the right to raise a complaint and expect that every effort will be made to 
resolve it in accordance with this policy, without prejudice, fear of reprisal. 
 
Confidentially 
Every issue and concern will be treated confidentially and every effort will be made to protect 
the privacy of parents, 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 Children’s Aid Society). 
 
Concerns about 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 to CAS suspected child abuse or neglect as per the “Duty to Report” 
requirement under the Child and Family Services Act. 
 
Scope of Authority 
Staff – Receive information and pass to appropriate supervision, those directly involved. 
Management – Guide and monitor that information is being shared appropriately. 
Board – Not privy to information about children or parents and limited information about staff 
as outlined in Board Manual: Roles and Responsibilities of Board Members. 
 
Accountability 
Board of Directors 

 Review Compliant Policy (statement) every two years. 

 Board of Directors has appointed the Director to deal with all complaints. 

 Chairperson (or alternate in the case of conflict of interest) will be a member of the 
Complaint Committee as necessary. 

 All complaints regarding the Director will be directed to the Board Chairperson via email 
to chair@hhchildcare.ca. 

 
Complaint Committee 

 Complaint Committee, consisting of the following members, will be established to 
investigate incidents as required: 

o the Board of Directors Chairperson 
o the Centre Director  

mailto:chair@hhchildcare.ca


o one staff member from the Joint Health and Safety Committee (for health and 
safety concerns) 

 Each committee member will have an alternate, in case of conflict of interest.  The 
alternates will be: 

o Board member motioned by the Board of Directors 
o the Supervisor 

 the alternate staff member from the Joint Health and Safety Committee  

 Committee members will be oriented regarding their responsibilities. 
 
Director 

 All complaints will be directed to the Centre Director 

 Director will follow the complaint practices as outlined in this policy 

 Director will maintain confidentiality throughout the process of receiving and resolving 
complaints 

 Complaints will be documented and filed 

 Inform the Board of Directors of complaints as necessary 
 
Supervisor 

 Supervisor manages all complaints in the Director’s absence 

 Retain written documentation of policy review 
 
Staff 

 Direct complaints to the Director whether they are from a client or the staff member 

 Less serious issues will be addressed in consultation with the Director 

 When managing complaints, ensure it is in the right setting (i.e. office) 
 
Clients 

 Staff may handle less serious issues in consultation with the Director 

 Issues and/or concerns of a serious nature are directed to the Director 

 Complaints about the Director are directed to the Chairperson of the Board of Directors 
 
Procedures and Practices 
 
Complaint Handling 

1. All complaints are directed to the Director in writing or verbally and will be kept strictly 
confidential. 

2. All complaints will be documented and filed. 
3. All complaints will be acknowledged within 2 business days. 
4. Director will perform an initial investigation to determine whether the complaint should 

go to the Complaint Committee. 
5. Meeting may be set with involved individuals, together or individually, to review the 

complaint. 
6. If necessary, complaints will be forwarded to the Committee. 



7. If a complaint does not go to Committee and the individual wishes to pursue the matter, 
the individual can follow up with the contact Chairperson of the Board of Directors. 

8. The Chairperson of the Board of Directors will review all complaints about the Director 
and follow the Complaint Handling procedure. 

9. Complaints will be reviewed by the Committee within seven days. 
10. Committee will prepare written recommendations within seven days regarding how to 

handle the complaint.  The Committee can set up a meeting with involved individuals, 
together or individually, to review the complaint.  Copies of these recommendations will 
be forwarded to those involved.  Recommendations may include suspension, dismissal 
or termination of services.  No documentation will be placed on the complainant’s file 
where the complaint is filed in good faith and whether the complaint is upheld or not.  If 
the investigation fails to find evidence to support the complaint, there will be no 
documentation concerning the complaint placed in the file. 

11. Regardless of the outcome of a complaint made in good faith, the employee lodging the 
complaint, as well as anyone providing information, will be protected from any form of 
retaliation by either co-workers or management. This includes dismissal, demotion, 
unwanted transfer, denial of opportunities within the company or harassment of an 
individual as a result of her/his having made a complaint or having provided evidence 
regarding the complaint. 

12. Any worker who has been a victim of workplace violence/harassment will be given the 
opportunity, on company time, to be examined by the worker's physician.  A worker 
who visits a physician or other health care specialist for treatment or counseling will not 
lose any pay or other benefits.  Should a worker seek medical aid or miss work, both the 
worker and employer must file a report of injury. 

13. Director will follow up after one month to ensure that the recommendations are being 
carried out. 

14. If the Complaint Committee was involved, the Director will follow up with the 
Committee to ensure their recommendations are being carried out. 

 
Nature of Issue or Concern and Steps for Reporting and Responding  
 

Nature of Issue or 
Concern 

Steps for Parent/Staff to 
Report Issue/Concern: 

Steps for Centre 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 Director 

- Address the issue/concern at the time it 
is raised  

or 
- arrange for a meeting with the 

parent/staff within 2 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 



Nature of Issue or 
Concern 

Steps for Parent/Staff to 
Report Issue/Concern: 

Steps for Centre in responding to 
issue/concern: 

 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/staff regarding next steps 
or referral. 

 

Provide contact information for the 
appropriate person if the person being 
notified is unable to address the matter. 

Ensure the investigation of the 
issue/concern is initiated by the 
appropriate party within 2 business days or 
as soon as reasonably possible thereafter. 
Document reasons for delays in writing. 

Provide a resolution or outcome to the 
parent/staff who raised the issue/concern. 

Follow complaint handling procedure. 

 

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 Director 

Staff, Management Raise the issue or concern to: 

- the individual directly 
or 

- the Director 
 

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 or 

Volunteer-Related 

 

Raise the issue or concern to: 

- the staff responsible for 
supervising the volunteer 

or student 

or 

- the Director 
 

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. 



Nature of Issue or 
Concern 

Steps for Parent/Staff to 
Report Issue/Concern: 

Steps for Centre in responding to 
issue/concern: 

Concerns about 
the Suspected 
Abuse or Neglect 
of a Child 
 

- inform the Director 
immediately 
 
- parent will be advised to 
contact CAS directly 
 

- contact CAS (see Serious Occurrence 
Policy for more information). 

 

 

Parking Availability... 
Parking at the Centre is very limited.  We have designated spaces in 
front of each building.  Please do not park in vacant tenant spaces or in 
the fire routes as cars may be towed. 
 
For functions at the Centre like our Annual BBQ or Annual General 
Meeting, parents are to park at the municipal lots which are only a 
short walk to the Centre. 
 

 

The End of the Day... 
Parents are asked to sign their child out on the attendance sheet with the time of departure 
and parent’s initials.  Just in case the child care providers are occupied with the children, please 
let them know you are leaving with your child. 
 
The child care providers will be glad to have a brief chat about your child’s day with you.  For 
more in-depth conversations, we can set up a meeting at your convenience. 
 
To avoid late pick up fees, we suggest a back-up plan in case of traffic and/or weather 
problems.  Please contact the Centre if an alternate person is picking up.  This person must 
have photo identification. 

 
 
 
 
 
 
 
 
 
 



 
 
 
 
 

 
 
 
 
 

 
 
 


