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Sacred H ea rt  Dayca re
Paren t  Handbook

Dea r  Pa rent /G u a  rd  ia  n  :

Enc losed are  the po l ic ies  for  Sacred Hear t  Daycare.  P lease be sure to  read them carefu l ly ,

comple te  the form on the las t  page and re turn  i t  as  soon as poss ib le .  P lease keep th is

handbook for  your  re ference.

Ju lv  2011-  June 2012 Fee St ruc ture :

536 .00  pe r  f u l l  day  (more  than  4  hou rs )

522.00 per  ha l f  day (4  hours  or  less)

Paymen ts  a re  to  be  made  on  the  f i r s t  o f  t he  mon th  by  pos t -da ted  cheques  o r  cash ,Any  fees

rece ived a f ter the 5 tn  are  sub jec t  to  a  S20.00 la te  charge and must  be pa id  immedia te ly .

There wi l l  be  a  520.00 serv ice charge on a l l  NSF cheques.

Th is  daycare fee inc ludes a  l igh t  breakfast ,  hot  lunch and a f ternoon snack.

Age:
Ch i l d ren  mus t  be  30  mon ths  o ld  and  mus t  be  fu l l y  t o i l e t  t r a ined  to  a t tend  Sac red  Hear t

Daycare.

Davcare Hours:
7 : 3 0  a . m .  -  5 : 3 0  p . m .  M o n d a y  t o  F r i d a y .
The  dayca re  i s  c losed  on  s ta tu to ry  ho l i days  and  fo r  one  week  du r ing the  Chr i s tmas  b reak .

Chi ldren are  asked to  br ins :
A  pa i r  o f  non -s l i p  runners
A  b lanke t  i f  t hey  nap
A change  o f  c lo thes

For  more  in fo rmat ion  p lease  con tac t  T ina  Weber  a t  250-398-5852 .



Sacred Hear t  Daycare -  Phi losophy

At  Sacred Hear t  Daycare we be l ieve that  ch i ld ren learn  best  through p lay  and in  an a tmosphere

o f  en thus iasm and  fun .  We w i l l  p rov ide  a  ba lance  o f  ch i l d  cen te red  and  s t ruc tu red  cu r r i cu lum

throughout  the year ,  and an env i ronment  r ich  in  exper iences that  promote pos i t ive

deve lopmen t  i n  t he i r  phys i ca l ,  emo t iona l ,  soc ia l  and  cogn i t i ve  g rowth .

We s t r ive  to  keep the phys ica l  env i ronment  comfor tab le  and to  prov ide fun and exc i t ing

lea rn ing  expe r iences  fo r the  ch i l d ren .  P rov id ing  a  " ch i l d  cen te red"  cu r r i cu lum tha t  i s  based  on

the ch i ld ren 's  in terest  a l lows them to  fee l  comfor tab le  wi th  what  they know and exc i ted to  f ind

out  more about  the i r  wor ld .  A var ie ty  o f  toys ,  mater ia ls  and act iv i t ies  are  prov ided da i ly  to

fos te r  g rowth  i n  a l l  deve lopmen ta l  a reas .  The re  i s  a  ba lance  be tween  adu l t  i n i t i a ted  and  ch i l d

d i rec ted  p lay  a t  t he  cen t re  to  enhance  the  l ea rn ing  p rocess .

Sac red  Hear t  Dayca re  ma in ta ins  an  open  doo r  po l i cy  tha t  ensu res  pa ren ts  have  access  to  the i r

ch i l d ren  th roughou t  t he  day .

Sacred Hear t  Daycare -  Payment  Pol icy

Sacred Hear t  Daycare is  a  non-pro f i t  p rogram that  operates  on grants ,  donat ions and parent

fees .  I n  o rde r to  p rov ide  the  bes t  qua l i t y  ch i l d  ca re ,  we  ask  tha t  dayca re  fees  a re  pa id  on  t ime .

Julv 201l-June 2012 Davcare Fees:

S :0 .00  pe r  f u l l  day  (4  hou rs  o r  more )

522.00 per  ha l f  day ( less  than 4  hours)

Fees  a re  due  the  f i r s t  day  o f  t he  mon th  and  pa id  i n  f u l l  one  mon th  i n  advance  o f  se rv i ce

rega rd less  o f  ch i l d  absen tee i sm due  to  i l l ness  o r  vaca t i on .  Dayca re  fees  a re  based  on  each  ch i l d
per  day lha l f  day ra te .  A rece ip t  fo r  pa id  daycare fees can be issued month ly  or  a t  the end o f

the year .  l f  payment  is  not  rece ived wi th in  the f i rs t  f i ve  bus iness days o f  the month a t  S20.00
la te  charge wi l l  app ly .  Fa i lu re  to  pay fees by the f i f teenth  o f  the month wi l l  resu l t  in  a  wr i t ten
not ice  that  daycare serv ices may be cance l led and any outs tand ing fees wi l l  be  sent  to  a
co l lec t ion agency.

When wi thdrawing f rom the daycare,  parents  must  prov ide one month 's  wr i t ten not ice  to  the
daycare superv isor .  l f  a  parent  chooses to  wi thdraw the i r  ch i ld  par t  way through the month,  the
rema inde r  o f  t ha t  mon th ' s  f ees  w i l l  no t  be  re funded .  One  mon th ' s  f ees  mus t  be  pa id  i n  l i eu  o f
no t i ce  whe the r  t he  ch i l d  a t tends  o r  no t .

Parents  that  qua l i fy  for  daycare subs idy  must  have the daycare superv isor  complete  and s ign
the subs idy  forms before  the ch i ld  a t tends daycare.  Parents  must  pay for  the fu l l  month o f
dayca re  i f  t he i r  ch i l d  a t tends  wh i l e  subs idy  i s  be ing  p rocessed .  The  dayca re  w i l l t hen  re imburse

the  d i f f e rence  once  subs idy  has  been  app roved .  l t  i s the  pa ren t ' s  respons ib i l i t y to  con tac t

Human  Resources  fo r  i n fo rma t ion  conce rn ing  the  p rocess ing  o f  t he i r  dayca re  subs idy

au tho r i za t i on  number  fo r  paymen t .



Sacred Heart  Daycare
Da i l y  Schedu le

Arr iva l  & Free p lay  ( tab le  toys ,  pa in t ing,  dress up e tc , )7 :30 -8 :30

8 :45 -9 :00

9 :10 -9 :30

9 :40 -9 :50

3:40-4:00

4 : 1 5 - 5 : 3 0

Clean up
Bathroom & wash hands for snack

L0:00-10:45 St ruc tured Ar t /Free p lay

Clean  up

1L :00-  1 .1 . :45  Outdoor  p lay  (wea ther  pe rmi t t i ng )  o r  gymnas ium

Bathroom & wash hands for lunch

12 :00 -  12 :45  Lu  nch

Bathroom & wash hands

L :00 -2 :30 Quie t  t ime /ac t i v i t i es  ( tab le  toys ,  p lay  dough ,  s to r ies )

Clean up
Bathroom & wash hands for snack

3:00-3:30 Af ternoon snack

Morn ing  snack

G y m n a s i u m  p l a y

Morn ing  C i r c le  ( s ing ing ,  ca lendar ,  he lpe r  o f  t he  day ,  wea the r ,  coun t i ng ,
s t ruc tu  red ar t  demonst ra t ion )

Af te rnoon  C i rc le  (songs ,  s to ry ,  mus ic  and  movement  ac t i v i t i es )

Outdoor  f ree  p lay  (wea ther  pe rmi t t i ng )  o r  gymnas ium



Sacred Hear t  Daycare-  l l lness & F i rs t  A id  Pol icy

Ch i ld ren  who  a re  no t  we l l  o r  who  have  an  i n fec t i ous  i l l ness  mus t  no t  come to  dayca re .  When  a

ch i l d  becomes  i l l  a t  dayca re  we  w i l l  keep  the  ch i l d  as  comfo r tab le  as  poss ib le  i n  a  qu ie t  a rea

c lose l y  superv i sed  by  an  adu l t  and  no t i f y  t he  pa ren t  t o  p i ck  up  the  ch i l d .  l f  we  a re  unab le  to

reach  the  pa ren ts  o r  t he  emergency  con tac t  pe rson ,  a  doc to r  and lo r  ambu lance  may  be  ca l l ed .

A l l  cos ts  i ncu r red  a re  the  respons ib i l i t y  o f  t he  pa ren t  o r  gua rd ian .

PLEASE KEEP YOUR CHILD  AT  HOME OR IN  ALTERNATE CARE FOR THE FOLLOWING CONDIT IONS:

1 , .  P a i n .  A n y  c o m p l a i n t s  o f  u n e x p l a i n e d  o r  u n d i a g n o s e d  p a i n .

2 .  An  acu te  co ld  w i th  fever ,  runny  nose  and  eyes ,  cough ing  and  so re  th roa t .

3 .  D i f f i cu l t y  i n  b rea th ing ,  wheez ing  o r  a  pers is ten t  cough .

4 .  Fever  100  degrees  F /38 .3  C  o r  h igher .

5 .  S o r e  t h r o a t  o r  t r o u b l e  s w a l l o w i n g .

6 .  I n f e c t e d  s k i n  o r  e a s y  o r  a n  u n d i a g n o s e d  r a s h .

7 .  D i a r r h e a  o r  l o o s e  s t o o l  c o m b i n e d  w i t h  n a u s e a ,  v o m i t i n g  o r  a b d o m i n a l  p a i n .

8 .  Severe  i t ch ing  o f  body  o r  sca lP .

9 .  C h i l d r e n  w i t h  k n o w n  o r  s u s p e c t e d  c o m m u n i c a b l e  d i s e a s e s .

10 .  Head  l i ce .  A l l  n i t s  (eggs)  mus t  be  removed  and  no t  p resen t  upon  re tu rn  to  daycare .

P l e a s e  n o t i f y t h e  d a y c a r e  w i t h i n 2 4  h o u r s  i f  y o u r  c h i l d  h a s  b e e n  e x p o s e d  t o  a  c o m m u n i c a b l e

d i s e a s e .  T h e  d a y c a r e  s t a f f  w i l l t h e n  i n f o r m  o t h e r f a m i l i e s  a t t e n d i n g t h e  f a c i l i t y .  T h e  H e a l t h  U n i t

may  be  in fo rmed and ,  i f  necessary ,  the  daycare  s ta f f  w i l l  comp le te  a  Ser ious  Inc iden t  Repor t  fo r

the  L icens ing  Of f i ce r .

In  the  case  o f  a  commun icab le  d isease ,  a  doc to r ' s  no te  o f  approva l  mus t  be  g iven  to  the

d a y c a r e  s t a f f  b e f o r e  t h e  c h i l d  r e t u r n s t o  d a y c a r e .  T h e  r e t u r n i n g  c h i l d  m u s t  b e  w e l l  e n o u g h  t o

par t i c ipa te  in  a l l  regu la r  daycare  ac t i v i t i es .

M e d i c a t i o n  p r e s c r i b e d ,  o r  r e c o m m e n d e d  f o r  a  c h i l d  b y  a  p h y s i c i a n ,  m u s t  r e m a i n  i n  i t s  o r i g i n a l

p a c k a g i n g  w i t h  f u l l  i n s t r u c t i o n s  a n d  p r e c a u t i o n s .  O n l y  t h e n  w i l l  i t  b e  a d m i n i s t e r e d  b y  t h e

c a r e g i v e r s .  A l l  p a r e n t s  m u s t  s i g n  a  " P e r m i s s i o n  t o  A d m i n i s t e r  M e d i c a t i o n : f o r m  b e f o r e  a n y

m e d i c a t i o n  i s  d i s p e n s e d .  M e d i c a t i o n  i s  s t o r e d  b y t h e  c a r e g i v e r s  i n  a  l o c k e d  c o n t a i n e r  a t  r o o m

t e m p e r a t u r e  o r  i n  t h e  f r i d g e  i f  r e q u i r e d .

There  i s  a lways  a  qua l i f i ed  f i r s t  a id  s ta f f  member  on  s i te .

Sacred Hear t  Daycare -  To i le t  Tra in ing Pol icy

A l l  c h i l d r e n  a t t e n d i n g  S a c r e d  H e a r t  D a y c a r e  m u s t  b e  f u l l y  t o i l e t  t r a i n e d  a n d  b e  a b l e  t o  u s e  t h e

t o i l e t  i n d e p e n d e n t l y .  A s  a c c i d e n t s  m a y  h a p p e n ,  i t  i s  V E R Y  i m p o r t a n t  t o  h a v e  a n  e x t r a  c h a n g e  o f

c l o t h e s  f o r  y o u r  c h i l d .  l f  e x t r a  c l o t h i n g  i s  u n a v a i l a b l e  t h e  p a r e n t  w i l l  b e  c o n t a c t e d  a n d  w i l l  n e e d

t o  c o m e  t o  t h e  c e n t r e  t o  c h a n g e  t h e i r  c h i l d .



Sacred Heart  Daycare -  Heal th Pol icy

I t  i s  i n e v i t a b l e  t h a t  c h i l d r e n  i n  g r o u p  c a r e  w i l l  g e t  s i c k .  T h e y  p l a y  v e r y  i n t i m a t e l y ,  s h a r i n g t o y s

and  joys  w i th  one  ano ther .  As  we l l  younger  ch i ld ren  have  lower  res is tance  to  in fec t ion  and

c o m m u n i c a b l e  d i s e a s e .  C h i l d r e n  i n  g r o u p  c a r e  h a v e  a n  i n c r e a s e d  e x p o s u r e  t o  t h e s e  b e c a u s e  o f

t h e  e x p a n d e d  n u m b e r  o f  p e o p l e  w i t h  w h o m  t h e y  a r e  i n  c o n t a c t .

A n  i m p o r t a n t  f a c t o r  i n  t h e  c o n t r o l  o f  c o m m u n i c a b l e  d i s e a s e  i s  t h e  f r e q u e n c y  o f  h a n d  w a s h i n g

b y  c h i l d r e n  a n d  c a r e g i v e r s .  H a n d s  s h o u l d  b e  w a s h e d  w i t h  s o a p  a n d  w a t e r  a f t e r t o i l e t i n g ,  b e f o r e

mea ls ,  snacks  and  be fo re  food  p repara t ion .

C o n s i s t e n t  c l e a n i n g  a n d  s a n i t i z i n g  p r o c e d u r e s  o f  t h e  t o y s  a n d  e q u i p m e n t  a t  t h e  c e n t r e  w i l l  b e

fo l l owed  by  s ta f f  and  un ive rsa l  p recau t ions  w i l l  be  used  to  reduce  the  t ransmiss ion  o f  b lood

b o r n e  d i s e a s e .  A  h i g h  l e v e l  o f  c l e a n l i n e s s  w i l l  b e  m a i n t a i n e d  i n  t h e  d a y c a r e .

Sacred Heart  Daycare -  Release of  Chi ld Pol icy

Al l  ch i l d ren  mus t  be  accompan ied  by  a  pa ren t /gua rd ian  when  p i cked  up  f rom the  dayca re .  On ly

the  peop le  l i s ted  on  the  reg i s t ra t i on  fo rm a re  pe rm i t t ed  to  p i ck  up  the  ch i l d .  l f  a  pa ren t  o r
gua rd ian  i s  unab le  to  p i ck  up  the  ch i l d  t he  s ta f f  mus t  have  e i t he r  w r i t t en  o r  ve rba l  pe rm iss ion  to
au tho  r i ze  an  a l t e rna te  a r rangemen t .

l f  the ch i ld  is  not  p icked up a f ter  30 minutes o f  the daycare c los inB,  dnd every  a t tempt  to  reach

someone l is ted on the reg is t ra t ion form has fa i led,  we are  requ i red by law to  not i fy  the
Min i s t r y  o f  Ch i l d ren  and  Fami l i es .

Sacred Hear t  Daycare -  Guidance and Disc ip l ine Pol icy

Disc ip l i ne ,  o r  gu id ing  ch i l d ren ' s  behav iou r ,  i s  a  pos i t i ve ,  non -pun i t i ve  teach ing / l ea rn ing  p rocess
tha t  he lps  ch i l d ren  deve lop  soc ia l l y  accep tab le  and  app rop r ia te  behav iou r  pa t te rns .  l f  a  ch i l d
exh ib i t s  soc ia l l y  unaccep tab le  behav iou r the  ch i l d  w i l l  be  dea l t  w i th  respec t fu l l y .  The  goa l  o f
d isc ip l ine remains constant :  to  ass is t  ch i ld ren in  deve lop ing respect ,  se l f -cont ro l ,  se l f -
conf idence and sens i t iv i ty  in  the i r  in teract ions wi th  o thers .

The fo l lowing s t ra teg ies  "set  the s tage"  for  a  pos i t ive  a tmosphere and maximize oppor tun i t ies
fo r  des i rab le  behav iou r :

1 , .  Es tab l i sh ing  c lea r ,  cons i s ten t  and  s imp le  l im i t s  t o  ensu re  ch i l d ren  know wha t  i s
expected.

2 .  Teach ing the  ch i l d ren  the  "why"  o f  a  l im i t  he lps them lea rn  the  ru les  o f  soc ia l  l i v i ng .
3 .  S ta t i ng  l im i t s  i n  a  pos i t i ve  way .



4 .  F o c u s i n g  o n  t h e  b e h a v i o u r ,  r a t h e r  t h a n  t h e  c h i l d .

5 .  S ta t ing  wha t  i s  expec ted  o f  them and  g iv ing  t ime  to  respond .

6 .  P r o v i d i n g  c h o i c e s .

7 .  Re in fo rc ing  appropr ia te  behav iour  w i th  words  and  ges tu res .

8 .  l g n o r i n g  m i n o r  i n c i d e n t s .

9 .  E n c o u r a g i n g  c h i l d r e n  t o  u s e  a d u l t s  a s  a  r e s o u r c e  b e  l i s t e n i n g  a n d  r e s p o n d i n g  i n  a  f a i r

a n d  s u p p o r t i v e  m a n n e r .

W h e n  t h e r e  i s  a n  o c c u r r e n c e  o f  i n a p p r o p r i a t e  b e h a v i o u r  t h e  f o l l o w i n g  i n t e r v e n t i o n s  w i l l t a k e

p l a c e :

1 .  The  ch i ld ' s  a t ten t ion  w i l l  be  ga ined  in  a  respec t fu l  way .

2 .  T h e  u s e  o f  p r o x i m i t y  a n d  g e n t l e  t o u c h

3 .  S i m p l e  r e m i n d e r s .

4 .  Acknowledgment  o f  fee l ings  be fo re  s ta t ing  l im i t s .

5 .  R e d i r e c t i o n  o f  d i v e r s i o n  w h e n  a p p r o p r i a t e .

6 .  M o d e l i n g  o f  p r o b l e m  s o l v i n g  s k i l l s .

7 .  O f fe r ing  appropr ia te  cho ices .

8 .  U s e  o f  n a t u r a l  a n d  l o g i c a l  c o n s e q u e n c e s .

9 .  L i m i t i n g  t h e  u s e  o f  e q u i p m e n t  i f  n e c e s s a r y .

10 .  P rov id ing  oppor tun i t i es  fo r  the  ch i ld ren  to  res to re  re la t ionsh ips .

No  ch i ld  in  Sacred  Hear t  Daycare  w i l l  be  be l i t t l ed  by  shov ing ,  h i t t i ng ,  spank ing  o r  any  o ther

fo rm o f  phys ica l  o r  ve rba l  abuse .  The  ch i ld ren  w i l l  no t  be  con f ined  o r  separa ted  f rom the  g roup

(w i thou t  adu l t  superv is ion ) ,  depr i ved  o f  mea ls ,  snacks ,  res t  o r  necessary  use  o f  the  to i l e t .  We

w i l l  e n s u r e  t h a t  e a c h  c h i l d  i s  n o t  s u b j e c t e d  t o  e m o t i o n a l  a b u s e ,  p h y s i c a l  a b u s e ,  s e x u a l  a b u s e  o r

n e g l e c t .  O u r  n u m b e r  o n e  p r i o r i t y  i s  t h e  s a f e t y  o f  a l l  c h i l d r e n  i n  o u r  c a r e .

Sacred Hear t  Daycare -  Head L ice Pol icy

l f  a  ch i l d  i s  f ound  to  have  head  l i ce  o r  n i t s  (eggs )  wh i l e  a t tend ing  dayca re  the  pa ren ts  w i l l  be

no t i f i ed  tha t they  need  to  p i ck  up  the i r  ch i l d  immed ia te l y  and  take  them home.  Head  l i ce

shou ld  be  t rea ted  w i th  a  spec ia l  med ica ted  shampoo  f rom the  l oca l  pha rmacy  and  n i t s  (eggs )

combed  ou t  o f  t he  ha i r  us ing  a  n i t  comb.  A  no  n i t  po l i cy  i s  i n  e f fec t to  ensu re  the  we l l  be ing  o f
the  o the r  ch i l d ren  and  s ta f f  a t  t he  cen t re .  The  ch i l d  may  re tu rn  on l y  when  a l l  n i t s  (eggs )  have
been removed and are  not  present  upon ar r iva l  a t  the daycare.

Sacred Heart  Daycare -  F ie ld Tr ip Pol icy

P a r e n t s / g u a r d i a n s  w i l l  b e  n o t i f i e d  o f  u p c o m i n g f i e l d  t r i p s  a n d  w r i t t e n  c o n s e n t  w i l l  b e  r e q u i r e d .



Sacred Heart Preschool lavcare

P lease  comple te  and  s ign  be low.  Re tu rn  th is  page  to  the  p reschoo l /daycare .

Thank  you .

have  read  and  unders tand  the  po l i c ies  p resen ted

(pleose print name)

to  me in  the  parent  handbook o f  Sacred Hear t  Preschoo l /Daycare .  I  agree  to

ab ide  by  t hese  po l i c i es  t o  ensu re  t he  sa fe t y  o f  my  ch i l d  and  o the rs  a t t end ing  t he

prescho ol ldayca re.

Signatu re :

Date :


