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Hours of operation 2018: 

Child's World Day Care Centre/ Office: 6:50am -6:15pm Monday-Friday 

Child's World Program for School Age Children (O.S.C.): The O.S.C. Program hours will be Monday-Friday 7:45 
a.m.-8:30 a.m. and 3:45-5:30. School closure dates the program will run 7:45a.m.-5:30 p.m ... Days when the buses 
are cancelled due to weather, parents are responsible for transporting their child/children to and from school.

Parents are required to drop off and pick up their child/children within 1/2 hour of their start/finish work hours. 
Provisions will be made at the Day Care, (not OSC}, for parents who begin work at 7:00 a.m. or finish work at 6:00 
p.m.

The Day Care/Out-of-School-Care must be notified, in advance, of any changes to the agreed upon hours. Failure to 
do so will result in a late fee being charged. Please see late fee surcharge. 

The Day Care and Out-of-School-Care will not accept drop offs after 4:00 p.m. 

Statutory Holidays: 

Child's World Day Care Centre and the Child's World Program for School Age Children will be closed for all statutory 
holidays. Closure dates will be posted. Please see Fairview Day Care & Playschool Society policy manual. 

Arrival and Departure 2018: 

Arrival: 
Parents/guardians are required to escort their children in to the O.S.C. program/day care centre and sign them in on 
the timesheet each day. They are encouraged to speak with their caregiver at this time to ensure that they are made 
aware of anything that might affect their child's day or their ability to participate in daily activities. 

Departure 2018: 
Parents/guardians are also required to come into the O.S.C. program/day care centre to pick up their children and sign 
them out at the end of each day. Caregivers and Parents are encouraged to discuss how the child's day was, 
highlighting the positive moments as well as mentioning any problems and/or concerns. If the sign in sheet is not filled 
in, the parent will be charged for the full hours that the day care/out-of-school care is open. Late Fee Surcharge: If your 
child/children remain at the Day Care/Out-of-School-Care Program after the agreed upon pick up time a surcharge will be 
levied. The charge shall be twenty dollars ($20. 00) per child for every fifteen minutes or portion thereof 

O.S.C.: Transportation to and from school will be via school bus. Parents are responsible for registering their 
children ahead of time. If parents do not wish to sign up for bussing, they will be responsible for transporting 
their children to and from school/OSC. Parents will inform the O.S.C. Program as to their child's means of 
transportation. 

Release of Children: 
If you wish someone other than the people you have mentioned on the Child Profile form to collect and transport your 
child, the Day Care/Out-of-School-Care Program must be advised. Children will not be released to anyone not listed on 
the Child Profile unless the Day Care/Out-of-Scholl-Care Program has been notified by the parent. If you wish to prevent 
specific people from gaining access to your child, please provide us with this information on the Child Profile. 

Children will not be released to anyone who is under twelve years of age. The caregiver also has the right to 
refuse to let a parent or guardian collect a child if they are under the influence of alcohol or drugs. In such an 
event, the emergency contact person on the Child Profile will be asked to collect the child. 

Family Orientation: 

The program offers an orientation to the parents in order to establish positive relationships between the child's family 
and the program. The orientation includes a tour of the child care facility and an introduction to any available staff. An 
orientation checklist is available to families in the New Parent Package. This allows the families to become informed of 
the program's philosophies, goals and strategies. 
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Parent Fees and Payment Procedures: 

Billing: All Full and Part-time Child-care fees will be billed within the first 5 business days of the month. Payments are 
due immediately. Accounts will be considered overdue on the 18th of each month 

Delinquent fees: If fees are not paid by the 18th of the month a late fee of$ 10.00 will be added to the amount owed. 
If fees are still outstanding on the last day of the month, an additional late fee of 20% of the principal amount will be 
added to the amount owed. 

NSF Charges: A $20 fee will be charged on any NSF/bounced cheques. 

Deposit: Parents whose account is in arears and have had their care discontinued and wish to return to the program 
will be required to pay the account in full. Prior to care being restored, the agency requires a $100.00 deposit per child, 
no cheques. 

Change in Hours: Parents are responsible for letting the Day Care/Out-of-School-Care Office know BEFORE the 1st 

of each month if there will be a change in regular hours and what fee category they will be using for that month. 
Parents are also responsible for ensuring that they stay within the paid hours or let the Day Care/Out-of-School-Care 
Office know that they are going to go over OR under the agreed hours. If a child is consistently using more than the 
agreed upon hours, the Day Care will set the monthly fee based on the parents work schedule. 

PLEASE NOTE: No fee adjustments will be credited for hours not used. Parents will be charged the higher fee if 
actual hours used are over their estimate. 

IT IS THE PARENTS RESPONSIBILITY TO ENSURE THE DAY CARE/OUT OF SCHOOL CARE PROGRAM 
OFFICE/AGENCY IS AWARE OF WHAT YOUR BILLING NEEDS ARE PRIOR TO THE FIRST OF THE MONTH. 
Please see COMMUNICATION POLICY. 

Absences and Schedules Hours: It is recognized that there are times when children will be unable to attend on 
regularly scheduled days. However, the Day Care/Out-of-School-Care program cannot hold empty spaces when other 
children are on a waiting list. 

If the Day Care/Out-of-School-Care Program is not notified within a ½ hour of the child's scheduled arrival time, then 
the parent/guardian WILL be charged as if the child had attended that day. If sign-in sheets are not completed the 
parent/guardian will be charged for the number of hours the child was expected at the Day Care/Out-of-School-Care 
Program. 

Late Fee Surcharge: If your child/children remain at the Day Care/Out-of-School-Care Program after the agreed upon 
pick up time a surcharge will be levied. The charge shall be twenty dollars ($20.00) per child for every fifteen minutes or 
portion thereof. 

Within the Day Care, the surcharge comes into effect at 6:30 p.m. regardless of circumstances. Within the Out-of
School-Care Program the surcharge comes into effect at 5: 15 p.m., regardless of the circumstance. Children left later 
than 7:00p.m. will be considered abandoned and appropriate measures will be taken. 

Rate Changes: Parents/guardians will receive one-month notice of any upcoming rate increases. 

Receipts: Childcare fees are tax deductible and official receipts will be issued for all payments providing their account 
is in good standing. 

Holding Fee Policy: 

The Holding Fee applies if you are pulling your child/children out of the agency for the summer, (July 1 - Aug 31) and 
or an extended period of time, 30 days or more, and wish to ensure your child's/children's child care spot upon your 
return. A holding fee of $300.00 per child per month will be charged. The holding fee ensures the child(ren) a space 
upon return and up to $300.00 per month of childcare based on the current casual childcare hourly rate.  
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Emergency Locations: 

In the case of a fire or any natural disaster, the Day Care/O.S.C. emergency location is in the Gospel Fellowship 
Church 11100-105th ave Fairview AB. The OSC- New to You- 10902-103 ave Fairview

Fire Safety and Evacuation Procedures: 

A written emergency plan for evacuation procedures and an evacuation route will be posted for parents to view. 
Children will be aware of the designated meeting place outside the Day Care/O.S.C. facility in the event of a fire. 

Smoke alarms are required in accordance to the Alberta Building Code and ULC/CSA standards. Smoke alarms must 
be maintained and in working condition. 

Fire drills will be practiced monthly and recorded regularly. Child care workers will be aware of the procedures for 
calling for help and where the emergency numbers are posted by the phones. Emergency procedures are to be posted 
in each room. 

In the case of an emergency evacuation, staff members will take the portable record in respect of each child off of the 
program premises 

In case of evacuation, all parents will be notified via Facebook, email and text message of our location if it is different 
from our emergency evacuation site. Children will not be released to the parents until we reach our evacuation 
destination as a safety precaution and head count has been carried out. 

What to Bring to Day Care/Out-of-School-Care Program: 

Each child is required to have a complete change of clothes (socks, shirt, pants and underclothes). Please bring these 
clothes in an individually marked bag. They must also have both indoor and outdoor footwear. 

For rest time, we require each child to have their own blanket. The Out-of-School-Care children do not require a 
blanket for quiet time. 

All personal articles must be CLEARLY MARKED. 

For children, still in diapers, disposable diapers and wash clothes (wet ones) are to be supplied by the parent. Parents 
may supply cloth diapers but must also supply a transport vessel, such as a reasonable sized Rubbermaid for the 
soiled diaper with a tight sealing lid. Parents must also take home the soiled diapers daily. 

What NOT to Bring to Day Care/Out-of-School-Care Program: 

We ask that the children do not bring candy or gum as some children are not allowed to have them. 

It is also very easy for a personal toy to get mixed up with Day Care/Out-of-School-Care toys. We ask that you do not 
encourage your child/children to bring toys from home unless it is a special occasion or a security blanket/stuffy which 
is only used at nap/quiet time.

ParentallFamily Expectations, Involvement, and Support: 

Board of Directors/Parent Board 

In order to have your child/children enrolled in The Agency, you are required to be a voting member of the Fairview 
Day Care and Playschool Society. This involves a yearly cost of twenty-five ($25.00) dollars. Our fiscal year runs 
from July 1 to June 30. Agency staff with children who are enrolled in the program are exempt from this fee and 
CANNOT be a voting member. Parents can however join the board. This enables parents to be part of the decision
making process. Board members may join sub/advisory committees while on the board as the need arises. These 
committees have specific tasks/goals. Job descriptions will be provided for specific committees. Board member/sub
committee member's roles and responsibilities are outlined in the Society policy manual. Please see the society 
policies. As well, this enables parents to develop relationships with each other. Policies and procedures are reviewed 
on a regular basis and or when needed. When policies are reviewed, they are dated. 
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In the event the agency has a child with diverse/special needs, adaptive equipment, special food, and other required 
equipment/medication/medical equipment, it will be provided by the family. Relationships with families are supportive 
and respectful. The Agency will work in partnership with families and respect their beliefs and expertise in their child 
rearing role as primary caregivers. The agency supports the important child rearing role of families in the children's 
lives. Staff will consider how to best document information that will assist when planning how to include them in 
program experiences. 

The Agency may suggest opportunities for family involvement in community support groups, or family and child 
workshops. The Agency may provide print information for activities families can do at home with their children to 
enhance their learning, also please see Inclusive Policy. The Agency will happily assist families in making connections 
with other local agencies' in order to meet specific needs. 

Effective July 01, 2016, there will be a performance bond charged to families. Families will be charged $200.00 
annually or 10 monthly instalments of $20.00. Families can work their bonds off by volunteering for Society 
fundraisers or Day Care work bees. Day Care fundraising will be evaluated differently. 

Child Family and Youth Enhancement Act: 

Any suspected child abuse or neglect must be reported to Child and Family Services Authority or the Police. 
Caregivers are instructed to record their suspicions, if unsure, she may consult the Executive Director. 

The Executive Director, Day Care and O.S.C. Staff employed at the Child's World Day Care Centre and the Child's 
World Program for School age Children will be familiar with, and have copies of, the CFSA's protocols for handling 
suspected child abuse and neglect. Reports can be made to the local CFSA listed in the telephone directory or by 
calling the Child Abuse Hotline at 1-800-387-5437/1-800-638-0715 

Communication Policy: 

The Intent of Communication is woven throughout each and every policy. The Day Care and Out-of-School Care 
programs believe in, maintain, and implements clear, simple practices that promote regular and open lines of 
communication and exchange of information with families. The Agency provides opportunities for families to share 
and exchange information with the child care program, (heath page and family profile page in the registration 
package). Staff interactions with families are intentional and facilitate positive, respectful relationships. The exchange 
of information between all relevant stakeholders is encouraged when appropriate. The Agency will support families 
through parental involvement, sharing of resources, and providing information regarding additional supports for the 
children. The Agency will strive to ensure that the communication lines are clear and that information is exchanged 
efficiently. 

The Agency and staff will incorporate effective communication strategies with families to facilitate positive, respectful 
relationships. Staff will discuss with family's aspects of their children's lives. For ex.ample, the child's home, 
community playgrounds, sports activities, and pales of worship, etc ... Staff will share information about the child's day. 
Staff in the Infant Room, Pink Room, and the Toddler Room, Blue Room, keeps a daily log on all the children, 
including diapering, eating and sleeping. The log is available to parents upon request. 

Families are informed of program components that directly affect them. The Agency regularly shares program and 
community information with the families. Resource/pamphlets/materials addressing family support, different 
abilities/culture, and community events are available to parents on the table in the front foyer. Parents are informed 
about policy/procedure/practices that may affect them. Communication for information exchange may be done as but 
not limited to the following: 

1. E-mails
2. Texts
3. Sticky notes on the sign in sheets
4. Agency Facebook page
5. Phone calls
6. Face to face conversations
7. Newsletters
8. Notes taped to the lockers
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All food is prepared and served using recommendations from the most recent Canada Food Guide and families and 
children's preferences. Menus will be reviewed on a scheduled basis. Care is taken at all times to ensure that food is 
safely and appropriately prepared for the children. Measures are taken to make certain that hot foods are kept hot and 
cold food is kept cold. Food preparation and serving utensils and surfaces are sanitized after each use. At least one 
staff will have taken the food handlers course. 

Breakfast will be provided until 8:30 a.m. if requested by the parent. The children will receive a noon meal served 
approximately at 11 :30 am and two snacks per day served approximately at 9:00 am and 3:00 pm., taking into 
consideration the needs of the children. Children are encouraged, but not pressured, to try new foods or eat foods 
they do not like. Children are given sufficient time to eat in e relaxed way at their own speed. Day Care children are to 
remain seated while eating. Pleasant conversation with children and adults is encouraged and practiced during meals. 
There are age appropriate activities that can be done by children who leave the table before everyone has finished. A 
weekly menu will be available so that parents can see what their child has eaten that day and can plan their own 
meals accordingly. Parents who have infant children will be required to provide formula and baby food. 

Staff will respect children's dietary requirements for individual and cultural needs. Families and children may bring 
cultural food to the program and share their cultural traditions around food providing it is nut safe. Parents are asked 
to provide specialty, allergy, and/or cultural foods which the staff will happily serve to the child if the situation requires 
an alternative. PLEASE NOTE: When families provide food and drink for their children, the program encourages them 
to also follow the recommendations of the most recent Canada Food Guide and remain nut safe. Meals will be 
supplemented by the program if needed. Staff will ensure extra servings are available to satisfy children's appetites. 
The agency will strive to provide seasonal foods. 

At no time, will food be used as a reward or punishment. 

O.S.C. Food, Nutrition, and Meals 2018: 

All food is prepared and served using recommendations from the most recent Canada Food Guide and families and 
children's preferences. Menus will be reviewed on a scheduled basis. Care is taken at all times to ensure that food is 
safely and appropriately prepared for the children. Measures are taken to make certain that hot foods are kept hot and 
cold food is kept cold. Food preparation and serving utensils and surfaces are sanitized after each use. At least one 
staff will have taken the food handlers course. 

Families will be required to provide lunch for their children; the program encourages them to also follow the 
recommendations of the most recent Canada Food Guide and to remain nut safe. Meals will be supplemented by the 
program if needed. Lunch will occur at 11 :30 am. There will be a refrigerator and microwave on the premises. 

The out of school care children will not be served food at this time and will be required to supply their own snacks and 
lunches. Children will be given adequate time to eat. Children are encouraged, but not pressured, to eat their lunches 
and snacks at the allotted snack/meal times. Children are given sufficient time to eat in e relaxed way at their own 
speed. OSC children are to remain seated while eating. Pleasant conversation with children and adults is encouraged 
and practiced during meals. There are age appropriate activities that can be done by children who leave the table 
before everyone has finished.

Staff will respect children's dietary requirements for individual and cultural needs. Families and children may bring 
cultural food to the program and share their cultural traditions around food providing it is nut safe. Staff will ensure extra 
servings are available to satisfy children's appetites. The agency will strive to provide seasonal snack foods. 

 At no time, will food be used as a reward or punishment. 

Culture, Diversity and Inclusion: 

Caregivers invite and encourage children, families, and relevant community stakeholders to share cultural experiences 
and/or preferences, traditions, celebrations, and home languages. Cultural heritage is an integral part of programming. 
The Agency is responsive to the needs of the children and the families it serves. Staff will talk with the children about 
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5. Use disposable absorbent material like paper towels to stop bleeding
6. Immediately clean up blood-soiled surfaces and disinfect with 100% bleach
7. Put blood-stained laundry in sealed plastic bags. Machine-wash separately in hot soapy water

NEVER DELAY EMERGENCY ACTION BECAUSE YOU CAN'T APPLY UNIVERSAL PRECAUTIONS. THE RISK 
OF TRANSMISSION OF BLOOD-BORNE DISEASES IS TOO SMALL TO JUSTIFY ENDANGERING A CHILD. 
Source: Child and Family Canada 

Medications, Vitamins and Herbal Remedies: 
Storage: 

a. Medications, vitamins, and herbal remedies must be stored according to directions on the label and be kept in
a locked container and it must be inaccessible to children at all times.

b. Emergency medication must be stored in a place that is inaccessible to children but does not need to be
locked.

Administration: 
a. For both over the counter/herbal remedies and prescription medication the Caregiver will:

i. Have written permission of the parent including the date and time the medication/herbal
remedy is to be given and the parent's signature.

ii. Record the date, time, the name of the medication, and amount of medication/herbal remedy
given on a medication form.

iii. Observe carefully for allergic reactions after receiving medication or herbal remedy. Record
any reactions to medication/herbal remedy

iv. Administer according to directions on the label
v. Administer only when the medication/herbal remedy is in the original container.
vi. Have the parent document when last medication/herbal remedy was administered prior to

arrival at the day care/day home.

b. For chronic conditions such as asthma and allergies the Caregiver will:
i. Be knowledgeable and able to recognize symptoms and know how and when to administer

the medication
ii. Have written permission, instructions and signature of the parent to aid in administration of

medications that are needed.
iii. Notify the parent as soon as possible after the medication has been given
iv. Record the date, time and dosage of medication on a medication form.
v. Record the date of any training staff/provider has received from the parents on how to

administer emergency and allergy medications or chronic illness medication equipment. It is
the responsibility of the parent to provide the training to the staff.

c. A medication form must be filled out by a parent/guardian and initialled by staff/provider administering
medication.

Parents will be notified immediately of any unusual effects on the children following administration of medicine. All 
remaining medication will be returned to the parents when authorization to administer has concluded. 

Sick Child/Children: 

For the health of all the children in care, children should remain at home if they are too sick to participate in the daily 
routine or they have the following symptoms: 

• High Fever, 38.0 degrees C, or 100.4 degrees Fahrenheit

• Nausea, vomiting and diarrhea
• Rapid or laboured breathing
• Contagious illness such as measles, chicken pox, mumps, etc.
• Head lice
• Eye infections, i.e. conjunctivitis (pink eye)
• Severe cold and/or cough
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Parents/guardians MUST notify the day home immediately if their child becomes infected with a contagious disease so 
that the other parents/guardians can be notified as well as Alberta Health Services. Children may return to the 
program upon receiving a physician's note. 

A child presenting any of the symptoms noted in the Potential Health Risk policy while in care will be kept as far 
away as is practicable rom the other children for the protection of the other children and the parents/guardians or 
emergency contact person will be notified to pick the child up immediately. The child will be kept as comfortable as 
possible until the parents arrive, supervised by a primary staff. 

Accident/Incident: 

The Day Care and the Out-of-School-Care Program will immediately notify the child's parent or emergency contact if 
an incident occurs. If the incident is deemed serious or critical, the agency will notify the proper authorities, (RCMP 
and or Child Intervention Services}, and the providers home will be closed to child care until completion of the 
investigation 

Critical Incidents/Accidents and Injuries 

In the case of an accident, incident, or serious illness involving a child in care, shall be written up in full on an 
approved prescribed form immediately after they occur and placed in the individual rooms' incident binder and the 
Executive Director is informed immediately. All incidents that cause injury to the child (physical or emotional) must be 
documented on an approved prescribed Incident/Accident Report form. 

In case of a serious accident or medical emergency the caregiver will: 
1. Obtain medical assistance as required. If the child is in need of immediate medical attention, the caregiver

with a valid first aid certificate, shall attend to the child until an ambulance arrives or until a more qualified
person can take over.

2. notify a parent by phone
3. notify the Executive Director of Child's World Day Care Centre and the Child's World Program for School Age

Children as soon as possible of medical emergency
4. Complete an approved prescribed incident report, have parent sign, and ensure that the form is filed in the

child's file.
5. Executive Director will report to Child and Family Service Authority immediately and submit paper work within

24 hours.

Early Learning and 

Child Care Centre 

Government of Alberta Information for Parents Using regulated or Approved Child Care or visit Alberta Children and 
Youth Services website at www.child.alberta.ca 
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