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C H I L D C A R E  G R O U P  
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HANDBOOK



This Parent Handbook is valid for the all our locations:

Bonnycastle Daycare 
14630 107A AVE, SURREY, BC

Bonnycastle Preschool  & Out of School Care
14642 107A AVE, SURREY, BC

Bonnycastle Children’s Center
10706 148TH STREET, SURREY, BC

Guildford Gardens Daycare
14921 107A AVE, SURREY, BC

About us
All our centers are licensed by the Ministry of Health, Community Care

Facilities Act, to provide childcare for children ages 9 months to 12
years. We offer three programs. Services and times vary from center to

center. 

Multi - Age Center  (I/T)
9 months - 36 months old 

Group Daycare
30 months - 5 years old

School Age Care
 5/6 - 10 years old

ONLY METHOD OF PAYMENT ACCEPTED FOR ALL FEES
INCLUDING REGISTRATION FEE, DEPOSIT AND

MONTHLY FEE IS BY
 E- TRANSFER, 

( bank cheques, cash not accepted)



Our Philosophy

At our centers we believes that all children have a basic need to be nurtured in a safe and
caring environment. We are committed to meeting this need, through a range of activities
that enable each child to develop, explore and discover. All children are special. They deserve
respect and our best effort to guide them as they develop. We provide quality child care that
is: 

Affordable to all families 
Educationally stimulating and challenging 
Developmentally appropriate for each child 
Inclusive of all children 
As a resource for meeting the early care and educational needs of children, we are
committed to meeting the greater challenge of developing stronger families for our
community.

Program Goals 

We achieve our goals by the following:

Respecting each child for the unique whole being he/she is at his/her own stage of
development. 
Providing each child with individual attention through gradual transitions and focused
observation. 
Encouraging and supporting children to develop independence by providing an
environment where safe choices are offered on all levels. 
Supporting positive social interactions through guidance and modeling in a non-
judgmental atmosphere. 
Modeling clear communication with all parents, children and staff. 
Modeling respect for ourselves and the environment through encouraging cooperation
and caring for equipment and belongings. 
Remaining current in our approaches to child development and guidance techniques. 
Continuing to create and maintain a high quality of care within a routine, play based
environment that meets the needs of individual children in the areas of physical, social,
emotional and intellectual areas of development. 
Providing an educational, stimulating program, which serves the children's needs.
With the mixed ages of each group we encourage the role model approach, which gives
the older children the opportunity to help and guide the youngest children within the
group. 
Utilizing and following the Guidance and Discipline Handbook provided by the Ministry
of Health. 



S t a f f  Q u a l i f i c a t i o n s

A l l  s t a f f  a n d  v o l u n t e e r s  h a v e  a  c r i m i n a l  r e c o r d  s e a r c h  c o m p l e t e d  p r i o r
t o  w o r k i n g
w i t h  c h i l d r e n  e n r o l l e d  a t  o u r  c e n t e r .
A l l  s t a f f  a n d  v o l u n t e e r s  h a v e  t h e i r  d o c t o r ' s  a p p r o v a l  t o  w o r k  w i t h
c h i l d r e n .  
A l l  s u p e r v i s o r s  w o r k i n g  w i t h  c h i l d r e n  h a v e  a  v a l i d  E a r l y  C h i l d h o o d
E d u c a t i o n  ( E . C . E . )  C e r t i f i c a t e .  A s s i s t a n t s  a r e  e i t h e r  i n  t h e  p r o c e s s  o f
r e c e i v i n g  t h e i r  c e r t i f i c a t e  o r  a r e  o t h e r w i s e  q u a l i f i e d .  
A l l  s u p e r v i s o r s  w o r k i n g  w i t h  s c h o o l  a g e  c h i l d r e n  w i l l  h a v e  r e l e v a n t
e d u c a t i o n .  P r e f e r e n c e  f o r  h i r i n g  s t a f f  f o r  w o r k i n g  w i t h  s c h o o l  a g e
c h i l d r e n  w i l l  b e  g i v e n  t o  t h o s e  w h o  h a v e  o b t a i n e d  S c h o o l  A g e  C h i l d
C a r e  C e r t i f i c a t e s .

C h i l d  /  S t a f f  R a t i o

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

3 0  m o n t h s  –  5  y e a r s  ( D a y c a r e  P r o g r a m )  
1  s t a f f  m e m b e r  f o r  e v e r y  8  c h i l d r e n  
6  y e a r s  –  1 2  y e a r s  ( S c h o o l  A g e  P r o g r a m )  
1  s t a f f  m e m b e r  f o r  e v e r y  1 0  c h i l d r e n  ( K i n d e r g a r t e n  &  G r a d e  1 )  
1  s t a f f  m e m b e r  f o r  e v e r y  1 5  c h i l d r e n  ( G r a d e  2  a n d  a b o v e )  

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



R e g i s t r a t i o n

T o  e n r o l l  a  c h i l d ,  p a r e n t s  m u s t  a r r a n g e  a n  i n t e r v i e w  w i t h  t h e  c e n t e r ' s
m a n a g e r ,  w h i c h  w i l l  i n c l u d e  a  t o u r  w i t h  t h e  p r o g r a m  s u p e r v i s o r .  
I n  o r d e r  t o  m a i n t a i n  c o n t i n u i t y  a n d  a  c o m f o r t a b l e  r o u t i n e ,  m o s t
c h i l d r e n  a r e  e n r o l l e d  o n  a  f u l l  t i m e  b a s i s .  H o w e v e r ,  w e  u n d e r s t a n d
t h a t  t h e  n e e d  f o r  p a r t  t i m e  c h i l d c a r e  i s  a  r e a l i t y  i n  s o m e  f a m i l i e s .
O n e  m o n t h ' s  w r i t t e n  n o t i c e  m u s t  b e  g i v e n  f o r  a n y  c h a n g e s  t o
s c h e d u l e .  
P a r e n t s  a r e  r e q u i r e d  t o  c o m p l e t e  a l l  n e c e s s a r y  e n r o l l m e n t  d o c u m e n t s
p r i o r  t o  t h e  a c c e p t a n c e  o f  t h e i r  c h i l d  a t  t h e  c e n t e r .  T h i s  i n c l u d e s  a
m e d i c a l  h i s t o r y  a n d  p r o o f  o f  i m m u n i z a t i o n .  

A  $ 1 2 5 . 0 0  N O N - R E F U N D A B L E  r e g i s t r a t i o n  f e e  a n d  d e p o s i t  o f  o n e
m o n t h s  f e e   w i l l  b e  p a y a b l e  a t  t h e  t i m e  o f  c o n f i r m a t i o n  o f  s p a c e  p r i o r
t o  y o u r  c h i l d ’ s  f i r s t  d a y .            (  D e p o s i t  i s  r e f u n d a b l e  i f  t h e  p r o p e r
2  m o n t h s  n o t i c e  i s  g i v e n  t o  t e r m i n a t e  y o u r  c o n t r a c t )
I f  A N Y  p e r s o n  i s  o f f i c i a l l y  d e n i e d  a c c e s s  t o  y o u r  c h i l d ,  t h e  c e n t e r  w i l l
r e q u i r e  a  c o p y  o f  t h e  c o u r t  d o c u m e n t .  T h i s  m u s t  b e  r e t a i n e d  i n  t h e
c h i l d ' s  p e r s o n a l  f i l e .  
Y o u r  c h i l d  m a y  n e e d  t i m e  t o  a d j u s t  t o  t h e  c e n t e r .  E n t r y  d e t a i l s  w i l l  b e
w o r k e d  o u t  b e t w e e n  t h e  p a r e n t s  a n d  p r o g r a m  s u p e r v i s o r s .  

I t  i s  t h e  r e s p o n s i b i l i t y  o f  t h e  p a r e n t  t o  p r o m p t l y  a d v i s e  t h e
c e n t e r  o f  a n y  c h a n g e s  i n  a d d r e s s ,  t e l e p h o n e  n u m b e r s ,  a l t e r n a t e
p i c k  u p  p e r s o n s ,  c h a n g e  o f  m e d i c a l  s t a t u s  o r  p h y s i c a l  h e a l t h ,  e t c .
( T h e s e  r e c o r d s  a r e  e s s e n t i a l  t o  t h e  w e l l b e i n g  o f  t h e  c h i l d  u n d e r
o u r  c a r e  a n d  a r e  a  L E G A L  R E Q U I R E M E N T  f o r  o u r  c e n t e r . )  
D u e  t o  t h e  v e r y  l i m i t e d  a v a i l a b i l i t y  o f  I n f a n t  a n d  T o d d l e r  s p a c e s
( a s  c o m p a r e d  t o  t h e  a v a i l a b i l i t y  o f  c a r e  a v a i l a b l e  t o  o t h e r  a g e s ) ,
w e  r e q u i r e / e x p e c t  a n y  p a r e n t s  t h a t  a r e  r e g i s t e r i n g  f o r  a n
I n f a n t / T o d d l e r  s p a c e  w h e n  a n  o l d e r  s i b l i n g  i s  r e q u i r i n g  c a r e ,  t h a t
t h e  f a m i l y  r e m a i n s  i n  o n e  c e n t e r .  
O u r  p o l i c y  i s  t o  n o t  r e s e r v e  a  s p o t  f o r  a  c h i l d  i f  h e / s h e  i s  l e a v i n g
f o r  a  m o n t h  o r  m o r e .  I n  o r d e r  t o  k e e p  a  s p o t  i n  S e p t e m b e r ,  t h e
f e e s  n e e d  t o  b e  p a i d  f o r  t h e  s u m m e r  ( J u l y  &  A u g u s t ) .  O t h e r w i s e ,
t h e  s p o t  w i l l  b e  o f f e r e d  i n  J u l y  t o  t h e  1 s t  c h i l d  o n  o u r  w a i t i n g  l i s t .  



W i t h d r a w a l

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

 W i t h d r a w a l  m u s t  b e  d o n e  i n  p e r s o n  a n d  w i l l  n o t  b e  a c c e p t e d  o v e r  t h e
p h o n e .

 W i t h d r a w a l  m u s t  b e  d o n e  i n  w r i t i n g  a t  t h e  c e n t e r s  a n d  i n  w r i t i n g .
 P a r e n t s  h a v e  t h e  o p t i o n  o f  p l a c i n g  t h e i r  c h i l d  b a c k  o n  t h e  w a i t i n g  l i s t  i f
t h e y  f e e l  t h e y  m a y  n e e d  t o  r e - e n r o l l  i n  t h e  f u t u r e .  I n  o r d e r  f o r  y o u r  c h i l d  t o
r e - e n t e r  t h e  p r o g r a m ,  a  n e w  a p p l i c a t i o n  ( w a i t l i s t  f o r m )  m u s t  b e  t u r n e d  i n ,
a l o n g  w i t h  t h e  r e q u i r e d ,  n o n - r e f u n d a b l e  a d m i n i s t r a t i v e  f e e  o f  $ 1 0 0  p e r
c h i l d  f o r  p l a c i n g  h i m / h e r  o n  o u r  w a i t l i s t .  

I f  t h e  s u p e r v i s o r  d e t e r m i n e s  t h a t  a  c h i l d  i s  n o t  b e n e f i t i n g  f r o m  t h e
p r o g r a m ,  t h e  c o n c e r n  w i l l  b e  e x p l o r e d  w i t h  t h e  p a r e n t s .  P a r e n t s  m a y  b e
r e q u i r e d  t o  w i t h d r a w  t h e  c h i l d  i f  t h i s  i s  i n  t h e  c h i l d ' s  b e s t  i n t e r e s t .  O u r
g o a l  i s  t o  r e c o g n i z e  a n d  m e e t  t h e  c h i l d ' s  n e e d s ,  a n d  t h o s e  o f  t h e  o t h e r
c h i l d r e n  i n  t h e  p r o g r a m .  I f  p a r e n t s  a r e  a s k e d  t o  w i t h d r a w  t h e i r  c h i l d ,  f e e s
f o r  d a y s  n o t  u s e d  w i l l  b e  r e i m b u r s e d .  

D a i l y  A t t e n d a n c e  
A l l  p e r s o n s  a u t h o r i z e d  f o r  p i c k i n g  u p  o r  d r o p p i n g  o f f  y o u r  c h i l d  m u s t  s i g n
o u r  d a i l y  a t t e n d a n c e  f o r m .  T h i s  d o c u m e n t  i s  m a i n t a i n e d  a t  a l l  t i m e s .  D u e  t o
d a y c a r e  l i c e n s i n g  r e q u i r e m e n t s ,  c h i l d r e n  a r e  N O T  p e r m i t t e d  t o  s i g n
t h e m s e l v e s  i n .  

U p o n  a r r i v a l  p l e a s e :

H e l p  y o u r  c h i l d  t o  h a n g  h i s / h e r  c o a t ,  a n d  c h a n g e  t o  i n d o o r
s l i p p e r s / s h o e s .  
 S i g n  y o u r  c h i l d  i n .  
I n f o r m  t h e  s t a f f  o f  a n y t h i n g  t h a t  m i g h t  a f f e c t  h i s / h e r  d a y .  
S a y  g o o d b y e  t o  y o u r  c h i l d ,  s o  h e / s h e  i s  a w a r e  t h a t  y o u  a r e  l e a v i n g .
D e p e n d i n g  o n  t h e  c h i l d ' s  n e e d s ,  h e / s h e  m a y  w a v e  g o o d b y e  t h r o u g h  t h e
w i n d o w .  

W h e n  y o u  a r e  p i c k i n g  u p  y o u r  c h i l d :

S i g n  y o u r  c h i l d  o u t .  
P i c k  u p  y o u r  c h i l d ' s  l u n c h b o x  a n d  a n y  a r t w o r k  h e / s h e  m a y  h a v e  i n  t h e
c u b b y .
I f  t h e  e x p e c t e d  d e p a r t u r e  t i m e  c h a n g e s ,  p l e a s e  c a l l  t h e  c e n t e r  t o  i n f o r m
t h e  s t a f f  o f  t h e  n e w  d e p a r t u r e  t i m e .  

N O T E :  I f  y o u r  c h i l d  w i l l  b e  a b s e n t ,  p l e a s e  c a l l  t h e  c e n t e r  a n d  a d v i s e  s t a f f
b y  9 : 0 0  A M  f o r  S c h o o l  A g e  C a r e ,  a n d  1 0 : 0 0  A M  f o r  I n f a n t  a n d  T o d d l e r ,  a n d
G r o u p  D a y c a r e .  



N e w  C h i l d r e n  A n d  T h e i r  F a m i l i e s  

W e  u n d e r s t a n d  h o w  o v e r w h e l m i n g  a n d  e m o t i o n a l  i t  c a n  b e  t o  e n r o l l
y o u r  c h i l d  f o r  t h e  f i r s t  t i m e  i n  a  d a y c a r e  s e t t i n g  w h i l e  t h i n k i n g  h o w
h i s / h e r  t r a n s i t i o n  i s  g o i n g  t o  b e .  A t  B o n n y c a s t l e  M o n t e s s o r i  P r e s c h o o l
D a y c a r e ,  o u r  d u t y  i s  t o  t a k e  a l l  t h e  n e c e s s a r y  s t e p s  t o  m a k e  t h e
t r a n s i t i o n  a s  e a s y  a s  p o s s i b l e  f o r  b o t h  t h e  c h i l d  a n d  t h e  f a m i l y .  

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

T h e  C e n t e r ’ s  R o l e
P l e a s e  v i s i t  n u m e r o u s  w e b s i t e  o n  t h e  i n t e r n e t  o n  h o w  t o  h a n d l e
S e p a r a t i o n  A n x i e t y ,  s u c h  a s  
h t t p s : / / c o n n e c t e d f a m i l i e s . o r g / m y - a n x i o u s - c h i l d - s e p a r a t i o n - a n x i e t y -
w h e n - d r o p p e d - o f f - a t - d a y c a r e /

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

T h e  F a m i l y ’ s  R o l e

P r o v i d e  a l l  t h e  n e c e s s a r y  i n f o r m a t i o n  a b o u t  t h e i r  c h i l d ’ s  d e v e l o p m e n t a l
s t a g e ,  h i s / h e r  n e e d s ,  a n d  a n y  o t h e r  i n f o r m a t i o n  t h a t  m i g h t  b e  h e l p f u l  t o
m a k e  t h e  t r a n s i t i o n  a n  e a s y  a n d  c o m f o r t a b l e  p r o c e s s .
F o l l o w  t h e  c e n t e r ’ s  p o l i c i e s  a n d  u n d e r s t a n d  t h a t  t h e s e  p o l i c i e s  a r e  f o r
t h e  c h i l d ’ s  o w n  b e n e f i t  
C o o p e r a t e  w i t h  t h e  s t a f f  a n d  f o l l o w  t h e i r  i n p u t  a n d  s u g g e s t i o n s
r e g a r d i n g  y o u r  c h i l d  b e c a u s e  t h e i r  g o a l  i s  t o  h e l p  y o u  a n d  y o u r  c h i l d
t h r o u g h  t h e  t r a n s i t i o n .  



P o l i c y

R e l e a s e  O f  A  C h i l d

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

T h e  p e r s o n ' s  n a m e  a p p e a r s  o n  t h e  r e g i s t r a t i o n  f o r m  a n d  t h e  p a r e n t s  h a v e
n o t i f i e d  t h e  s t a f f  t h a t  t h i s  p e r s o n  w i l l  p i c k  u p  t h e  c h i l d .  P i c t u r e  i d e n t i f i c a t i o n
w i l l  b e  r e q u i r e d  f o r  u n f a m i l i a r  a d u l t s  a t  t h e  t i m e  o f  p i c k  u p .  I n  a n  e m e r g e n c y ,
p a r e n t s  m a y  c a l l  t h e  c e n t e r  t o  i n f o r m  s t a f f  t h a t  a n  a l t e r n a t e  p e r s o n  i s  b e i n g
s e n t .  P a r e n t s  m u s t  g i v e  t h e  p e r s o n ' s  n a m e  a n d  e x p l a i n  t h e  c i r c u m s t a n c e s .  W E
W I L L  C H E C K  I D E N T I F I C A T I O N  A N D  W I L L  N O T  R E L E A S E  T H E  C H I L D  W I T H O U T
T H I S .  
T h e  p a r e n t s ’  n a m e s  s h o u l d  b e  c l e a r l y  i d e n t i f i e d  o n  t h e  r e g i s t r a t i o n  f o r m .  I n
t h e  c a s e  o f  d i f f e r e n t  s u r n a m e s ,  t h e  p a r e n t s  s h o u l d  p r o v i d e  i n f o r m a t i o n  i f  t h e
c h i l d  i s  a d o p t e d  o r  f o s t e r e d ,  a n d  p r o v i d e  c o p i e s  o f  s u c h  a g r e e m e n t s  i n  t h e
c h i l d ' s  f i l e  a t  t h e  c e n t e r .  
T h e  p a r e n t s  s h o u l d  p r o v i d e  a  c o p y  o f  t h e  c u s t o d y  p a p e r s  i f  t h e r e  a r e  s u c h
a g r e e m e n t s ,  a n d  i f  i t  i s  f u l l  c u s t o d y  t o  o n e  o f  t h e  p a r e n t s ,  t h e  p a r e n t  s h o u l d
i n f o r m  t h e  c e n t e r  i f  t h e  o t h e r  p a r e n t  i s  a u t h o r i z e d  t o  p i c k  u p  o r  m e e t  t h e  c h i l d
a t  t h e  c e n t e r .  T h i s  c o u l d  b e  d o n e  i n  t h e  a u t h o r i z e d  l i s t  t o  p i c k  u p  t h e  c h i l d  o n
t h e  r e g i s t r a t i o n  f o r m .  
T h e  s t a f f  h a s  t h e  r i g h t  n o t  t o  r e l e a s e  t h e  c h i l d  t o  a  p e r s o n  w h o s e  n a m e  i s  n o t
o n  t h e  a u t h o r i z e d  p i c k  u p  l i s t  a n d  i f  t h e r e  w a s  n o  e m e r g e n c y  n o t i f i c a t i o n  f r o m
t h e  p a r e n t s .  
T h e  s t a f f  w i l l  n o t  r e l e a s e  t h e  c h i l d  a l o n e ,  o r  t o  a  p e r s o n  w h o  i s  l e s s  t h a n  1 9
y e a r s  o l d .  T h e  p a r e n t s  s h o u l d  k n o w  t h e  c e n t e r ' s  p o l i c y  r e g a r d i n g  t h i s .  

P i c k u p  P o l i c y

P a r e n t s  m u s t  h a v e  t h e i r  c h i l d r e n  l e a v e  t h e  c e n t e r  b y  6 : 0 0  P M  w i t h o u t  f a i l .  I f
a n  e m e r g e n c y  o c c u r s ,  t h e y  s h o u l d  c a l l  a n d  i n f o r m  t h e  s t a f f  w h e n  t o  e x p e c t
t h e i r  a r r i v a l .  I f  n o  c a l l  w a s  m a d e ,  t h e  p r o c e d u r e  a t  6 : 0 0  P M  w i l l  i n c l u d e  t h e
f o l l o w i n g :
 
S t a f f  w i l l  a t t e m p t  t o  r e a c h  p a r e n t s  a t  t h e i r  p l a c e  o f  e m p l o y m e n t  o r  h o m e .  
I f  s t a f f  a r e  u n a b l e  t o  c o n t a c t  t h e  p a r e n t s ,  a n  a t t e m p t  w i l l  b e  m a d e  t o  r e a c h  a n
a l t e r n a t i v e  e m e r g e n c y  c o n t a c t  l i s t e d  o n  t h e  c h i l d  r e g i s t r a t i o n  f o r m .  P L E A S E
K E E P  T H I S  I N F O R M A T I O N  C U R R E N T .  
A s  a  l a s t  r e s o r t ,  w e  w i l l  c o n t a c t  t h e  M n i s t r y  o f  C h i l d r e n  a n d  F a m i l i e s .



L a t e  P i c k u p  C h a r g e

N o t e :  T h i s  p o l i c y  a p p l i e s  t o  e a c h  c h i l d — e v e n  w i t h  a  s i b l i n g  g r o u p .  P a r e n t s
w h o  a r r i v e  a t  t h e  c e n t e r  l a t e r  t h a n  6 . 0 0  P M  w i l l  b e  c h a r g e d  $ 1 . 0 0  p e r
m i n u t e ,  p a y a b l e  a t  t i m e  o f  p i c k u p  

I m p a i r e d  P i c k u p  

T h e  s t a f f  h a s  t h e  r i g h t  n o t  t o  r e l e a s e  t h e  c h i l d  t o  s o m e o n e  w h o  a p p e a r s
i n c a p a b l e  o f  p r o v i d i n g  s a f e  c a r e  t o  t h e  c h i l d ,  e v e n  i f  t h i s  p e r s o n ’ s  n a m e  i s
o n  t h e  a u t h o r i z e d  p i c k  u p  l i s t  ( D r u g s  o r  a l c o h o l  i m p a i r  t h e  p e r s o n  p i c k i n g
u p  a  c h i l d ) .  T h e  c e n t e r  i s  r e q u i r e d  b y  l a w  t o  m a k e  a l t e r n a t e  a r r a n g e m e n t s
f o r  t h e  c h i l d ,  a n d  a n  i n c i d e n t  w i l l  b e  r e p o r t e d  t o  t h e  R C M P  a n d  t h e  M i n i s t r y
o f  C h i l d r e n  a n d  F a m i l y  D e v e l o p m e n t .  I n  t h e  c i r c u m s t a n c e s  t h a t  t h e  p e r s o n
i n s i s t s  o n  t a k i n g  t h e  c h i l d ,  t h e  s t a f f  i s  r e q u i r e d  t o  t a k e  t h e  p e r s o n ' s  l i c e n s e
p l a t e  n u m b e r  a n d  h i s / h e r  f u l l  n a m e  a n d  d e s c r i p t i o n ,  c a l l  9 1 1  a n d  i n f o r m  t h e
p o l i c e  s t r a i g h t  a w a y ,  t h e n  r e p o r t  t o  t h e  M i n i s t r y .

K i n d e r g a r t e n  K i d s  D r o p - O f f  /  P i c k  U p  P o l i c y  

P l e a s e  n o t e  t h a t  o u r  c e n t e r  d o e s  p r o v i d e  K i n d e r g a r t e n  d r o p - o f f / p i c k u p
s e r v i c e .  T h i s  i s  h o w e v e r  r e s t r i c t e d  t o  d r o p - o f f / d e l i v e r y  o f  t h e  c h i l d  t o  t h e
w a i t i n g  c l a s s  l i n e - u p .  D u e  t o  t h e  n a r r o w  t i m e  f r a m e  i n v o l v e d  d u r i n g  t h e s e
t i m e s ,  w e  a r e  u n a b l e  t o  r e m a i n  w i t h  y o u r  
c h i l d  u n t i l  t h e  c l a s s r o o m  d o o r  i s  o p e n e d .  T h e r e  i s  h o w e v e r  s u p e r v i s i o n  o n
t h e  s c h o o l  g r o u n d s  d u r i n g  t h i s  t i m e  a n d  t h e r e  a r e  a l w a y s  o t h e r  p a r e n t s
p r e s e n t .  

S c h o o l  A g e  P r o g r a m  S u m m e r  R e g i s t r a t i o n

F u l l  t i m e  s u m m e r  c a r e  i s  a v a i l a b l e .  T w o  m o n t h ' s  n o t i c e  m u s t  b e  g i v e n  f o r
a n y  c h a n g e  o f  s c h e d u l e .  C h i l d r e n  c u r r e n t l y  e n r o l l e d  w i l l  b e  g i v e n  p r i o r i t y
b u t  m u s t  r e g i s t e r  b y  A P R I L  3 0 t h .

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



P a r e n t  /  S t a f f  R e l a t i o n s

P a r e n t  a n d  s t a f f  c o m m u n i c a t i o n  i s  c r u c i a l  t o  y o u r  c h i l d ' s  a d j u s t m e n t  t o
t h e  c e n t e r  a n d  w e l l b e i n g .  A n y t i m e  p a r e n t s  w i s h  t o  d i s c u s s  t h e i r  c h i l d
w i t h  t h e  s t a f f ,  a n  a p p o i n t m e n t  s h o u l d  b e  m a d e  w i t h  t h e  s u p e r v i s o r  o f  t h e
p r o g r a m  y o u r  c h i l d  i s  e n r o l l e d  i n .

I n f o r m a l  c o n v e r s a t i o n  b e t w e e n  p a r e n t s  a n d  s u p e r v i s o r s  c a n  t a k e  p l a c e
a n y t i m e  e s p e c i a l l y  w h e n  c h i l d r e n  a r e  a r r i v i n g  o r  d e p a r t i n g .  A n y
d i s c u s s i o n  o f  a  c h i l d ' s  d i f f i c u l t i e s  o r  p r o b l e m s  W I L L  N O T  t a k e  p l a c e  i n
t h e  p r e s e n c e  o f  o t h e r  f a m i l i e s .

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

S a f e t y  

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

G a t e s  

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

D r i l l s  F o r  F i r e  A n d  E a r t h q u a k e

F i r e  d r i l l s  m u s t  b e  c o n d u c t e d  o n c e  p e r  m o n t h .  I f  y o u  a r e  a r r i v i n g  d u r i n g
t h e  t i m e  o f  a  f i r e  d r i l l ,  p l e a s e  p a r t i c i p a t e .  A l l  p a r e n t s ,  s t a f f  a n d  c h i l d r e n
m u s t  b e  c o m m i t t e d  t o  t h e  s a f e t y  o f  a l l  c o n c e r n e d ,  a s  w e l l  a s  t h e  f a c i l i t y .
E a r t h q u a k e  e m e r g e n c y  p l a n s  a r e  a l s o  d i s c u s s e d  w i t h i n  o u r  p r o g r a m .  A n
e a r t h q u a k e  e m e r g e n c y  k i t  i s  r e q u i r e d .  T h e  p a r e n t s  f o r  e a c h  c h i l d  m u s t
p u t  t o g e t h e r  a n  e m e r g e n c y  k i t  t h a t  p r o v i d e s  t h e  f o l l o w i n g  i t e m s :  d r i n k i n g
b o x e s ,  r a i s i n s ,  f r u i t  s n a c k s ,  g r a n o l a  b a r s ,  g r e e n  g a r b a g e  b a g s  t o  w e a r  i f
r a i n i n g ,  e m e r g e n c y  f o i l  b l a n k e t ,  a n d  a  f a m i l y  p i c t u r e  w i t h  t h e  n a m e s  o n
b a c k .  A l l  t h e s e  i t e m s  a r e  t o  b e  p l a c e d  i n  a  l a r g e  Z i p l o c  b a g  w i t h  t h e
c h i l d ' s  n a m e  a n d  b i r t h d a t e  o n  i t  ( i n c l u d i n g  t h e  y e a r ) .  o u r  a l t e r n a t e
l o c a t i o n  i s  t h e  G u i l d f o r d  P a r k  H i g h s c h o o l  o r  G u i l d f o r d  R e c  C e n t e r
w h i c h e v e r  i s  c l o s e r  t o  t h e  i n d i v i d u a l  C e n t e r .  



I n f a n t  &  T o d d l e r  E a r t h q u a k e  K i t s

D i a p e r s  a n d  w i p e s  
E m e r g e n c y  b l a n k e t  
G a r b a g e  b a g  ( f o r  p r o t e c t i o n  f o r  r a i n y  w e a t h e r )  
P h o t o g r a p h  o f  c h i l d  w i t h  f a m i l y  ( i n c l u d e  c h i l d ' s  n a m e  &  d a t e  o f  b i r t h  o n  t h e
b a c k )  
 N o n - p e r i s h a b l e  f o o d  i t e m s  s u c h  a s  r a i s i n s ,  g r a n o l a / f r u i t  b a r s ,  e t c .  ( m u s t  b e
n u t - f r e e )  
E x t r a  s p o o n  
D r i n k s  ( j u i c e  b o x e s ,  b o t t l e d  w a t e r ,  e t c . )  
B o t t l e  ( o p t i o n a l )  
E x t r a  c l o t h e s  

P l a c e  a l l  l a b e l e d  i t e m s  i n  a  Z i p l o c  b a g  w i t h  t h e  c h i l d ' s  f u l l  n a m e  a n d  b i r t h d a t e
( i n c l u d i n g  y e a r ) .  

G r o u p  D a y c a r e  ( A g e s  3 - 5 )  E a r t h q u a k e  K i t s  

D a y c a r e  w i l l  p r o v i d e  f o r  $ 2 5 . 0 0  o r  p a r e n t s  c a n  s u p p l y  t h e  f o l l o w i n g  l i s t .

E m e r g e n c y  b l a n k e t  
G a r b a g e  b a g  ( f o r  p r o t e c t i o n  f o r  r a i n y  w e a t h e r )  
P h o t o g r a p h  o f  c h i l d  w i t h  f a m i l y  ( i n c l u d e  c h i l d ' s  n a m e  &  d a t e  o f  b i r t h  o n  t h e
b a c k )  
N o n - p e r i s h a b l e  f o o d  i t e m s  s u c h  a s  r a i s i n s ,  g r a n o l a / f r u i t  b a r s ,  e t c .  ( m u s t  b e  n u t -
f r e e )  
E x t r a  s p o o n  
D r i n k s  ( j u i c e  b o x e s ,  b o t t l e d  w a t e r ,  e t c . )  
E x t r a  c l o t h e s  

P l a c e  a l l  l a b e l e d  i t e m s  i n  a  Z i p l o c  b a g  w i t h  t h e  c h i l d ' s  f u l l  n a m e  a n d  b i r t h d a t e
( i n c l u d i n g  y e a r ) .  

A c c i d e n t s  

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

M a j o r  a c c i d e n t s  w i l l  b e  h a n d l e d  i n  t h e  f o l l o w i n g  m a n n e r :

A  s u p e r v i s o r  w i l l  a d m i n i s t e r  f i r s t  a i d .  A l l  s u p e r v i s o r s  h o l d  c u r r e n t  f i r s t  a i d
c e r t i f i c a t e s .  
P a r e n t s  o r  e m e r g e n c y  c o n t a c t  w i l l  b e  n o t i f i e d .  
I f  t h e  c h i l d  n e e d s  t o  g o  t o  t h e  h o s p i t a l ,  a  s t a f f  m e m b e r  w i l l  a c c o m p a n y  h i m / h e r .  
T h e  s u p e r v i s o r  w i l l  c a l l  a n  a m b u l a n c e  a n d  t h e  c h i l d ' s  d o c t o r  i f  n e c e s s a r y .  
T h e  c o s t  w i l l  b e  b o r n e  b y  t h e  p a r e n t .  
F o l l o w i n g  a n y  i n j u r y  r e q u i r i n g  m e d i c a l  a t t e n t i o n  a  d e t a i l e d  r e p o r t  w i l l  b e
s u b m i t t e d  t o  L i c e n s i n g  w i t h i n  2 4  h o u r s .  

E m e r g e n c y  C o n t a c t  I n f o r m a t i o n

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



P o l i c y  O n  A b u s e

W e  a r e  r e q u i r e d  B Y  L A W  t o  r e p o r t  s u s p e c t e d  o r  d i s c l o s e d  a b u s e .
F a i l u r e  t o  r e p o r t  c a n  r e s u l t  i n  p r o s e c u t i o n  u n d e r  t h e  F a m i l y  a n d  C h i l d
S e r v i c e  A c t .

W e  a r e  N O T  p e r m i t t e d  t o  c o n t a c t  t h e  p a r e n t  u n l e s s  s p e c i f i c a l l y
d i r e c t e d  t o  d o  s o  b y  e i t h e r  t h e  M i n i s t r y  o f  C h i l d r e n  a n d  F a m i l y
D e v e l o p m e n t .  R e p o r t i n g  p r o c e d u r e s  a r e  d e s i g n e d  t o  p r o t e c t  t h e  c h i l d .  

O u r  r e s p o n s i b i l i t y  i s  t o  r e p o r t  s u s p i c i o n s  o r  d i s c l o s u r e s  a n d  N O T  t o
d e t e r m i n e  i f  a b u s e  h a s  o c c u r r e d .  I t  i s  t h e  r e s p o n s i b i l i t y  o f  t h e  M i n i s t r y
f o r  C h i l d r e n  a n d  F a m i l i e s  t o  i n v e s t i g a t e  a n d  d e c i d e  i f  t h e  c h i l d  i s  i n
n e e d  o f  p r o t e c t i o n .
S h o u l d  a  p a r e n t  s u s p e c t  a b u s e  a t  d a y c a r e ,  t h e y  s h o u l d  c o n t a c t
L i c e n s i n g .  
O u r  c o n c e r n  i s  a l w a y s  t h e  s a f e t y  a n d  w e l l b e i n g  o f  t h e  c h i l d .

T o y s  F r o m  H o m e  

T o y s ,  o t h e r  t h a n  n a p t i m e  " s n u g g l e s "  m u s t  b e  l e f t  a t  h o m e .  T o y s
b r o u g h t  f r o m  h o m e  m a y  b r e a k ,  g e t  m i s p l a c e d ,  o r  b e  d i f f i c u l t  t o  s h a r e .
O u r  p r o g r a m  h a s  a  v a r i e t y  o f  t o y s  a n d  m a t e r i a l s  f o r  s h a r i n g .  S p e c i f i c
" T o y  D a y s "  m a y  b e  a d d e d  t o  t h e  d a i l y  p r o g r a m  f r o m  t i m e  t o  t i m e .  W E
D O  N O T  P E R M I T  V I O L E N T  T O Y S  ( i n c l u d i n g  t o y  g u n s / w e a p o n s  o f  a n y
k i n d )  I N  O U R  C E N T E R .  A l l  p e r s o n a l  i t e m s  m u s t  b e  l a b e l e d .

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

P o w e r  F a i l u r e  

I f  t h e  p o w e r  i s  o f f  a t  7 : 0 0  A M  w h e n  t h e  c e n t e r  o p e n s  a n d  i f  i t  h a s  b e e n
o f f  f o r  s o m e  t i m e  p r i o r  t o  t h a t  t i m e  a n d  t h e r e  i s  n o  h e a t ,  c h i l d r e n  w i l l
n o t  b e  a c c e p t e d  i n t o  t h e  p r o g r a m .  
I n  t h e  e v e n t  o f  a  p o w e r  f a i l u r e  d u r i n g  t h e  d a y ,  t h e  p r o g r a m  w i l l  c l o s e
i f  p o w e r  i s  o f f  f o r  m o r e  t h a n  o n e  h o u r .  P a r e n t s  o r  e m e r g e n c y  c o n t a c t s
w i l l  b e  c o n t a c t e d  a n d  c h i l d r e n  M U S T  b e  p i c k e d  u p .



Rest Time 

It is the policy of the center for all children to have a nap/rest period. If a child is not in the
habit of sleeping, he/she will be placed on his/her cot with some books for a period of time to
allow him/her to rest. 

If your child has a favorite blanket or stuffed toy that helps him/her sleep at home, please
bring it to the center, clearly labeled with the child's name. It is the parent’s responsibility that
these items be laundered every Friday or as frequently as needed. 

Field Trips 

Short walking field trips are a regular part of the center's program. Please ensure your child is
prepared for the weather with appropriate clothing and food items for traveling. 

Any major excursion requiring transportation by bus will be pre-announced and a small fee may be
requested to cover the cost of the transportation or event.



B i r t h d a y s

Y o u r  c h i l d  c a n  c e l e b r a t e  h i s / h e r  b i r t h d a y  a t  t h e  c e n t e r .  P l e a s e
d i s c u s s  t h i s  p r i o r  t o  t h e  e v e n t  w i t h  t h e  s t a f f  m e m b e r s  t o  a l l o w  t h e
s t a f f  t o  p l a n  a c c o r d i n g l y .  P a r e n t s  a r e  w e l c o m e  t o  b r i n g  a  b i r t h d a y
c a k e  o r  s n a c k  t o  s h a r e  w i t h  t h e  c h i l d r e n .  H O M E  M A D E  F O O D  I S
P R O H I B I T E D  D U E  T O  H E A L T H  C O N C E R N S ,  O N L Y  F O O D  F R O M
C O M M E R C I A L L Y  L I C E N S E D  E S T A B L I S H M E N T S  A R E  A L L O W E D   

E x t r a  C l o t h i n g  A n d  C u b b i e s

I n  p r e p a r a t i o n  f o r  t h e  i n e v i t a b l e  p o t t y  “ a c c i d e n t s ”  o r  w e t  c l o t h e s
f r o m  w a t e r  p l a y  o r  i n c l e m e n t  w e a t h e r ,  w e  a r e  a s k i n g  e a c h  p a r e n t
t o  p r o v i d e  a  f u l l  s e t  o f  c l o t h e s  ( i n c l u d i n g  u n d e r w e a r  a n d  s o c k s )
w h i c h  w i l l  r e m a i n  i n  t h e i r  c u b b y .  S t a f f  w i l l  a d v i s e  p a r e n t s  w h e n
t h e  e x t r a  c l o t h i n g  h a s  b e e n  u s e d  a n d  w i l l  s e n d  t h e  u n c l e a n
c l o t h i n g  h o m e  i n  a  p l a s t i c  b a g  t o  b e  w a s h e d .  I f  a  s e c o n d
“ a c c i d e n t ”  o c c u r s  d u r i n g  t h e  s a m e  d a y ,  w e  w i l l  h a v e  e x t r a  c l o t h e s
a v a i l a b l e  i n  w h i c h  t o  s e n d  a  c h i l d  h o m e .  P l e a s e  w a s h  t h e s e  a t  y o u r
e a r l i e s t  c o n v e n i e n c e  a n d  r e t u r n  t h e m  t o  t h e  d a y c a r e .  E x t r a
c l o t h i n g  m u s t  b e  k e p t  a t  t h e  c e n t e r  i n  y o u r  c h i l d ' s  c u b b y  a t  a l l
t i m e s .

I n s i d e  s h o e s  a r e  r e q u i r e d .  
P l e a s e  e n s u r e  c l o t h i n g  i s  w e a t h e r  a p p r o p r i a t e  d e p e n d i n g  o n  t h e
s e a s o n .  
A l l  p e r s o n a l  b e l o n g i n g s  M U S T  b e  l a b e l e d  w i t h  t h e  c h i l d ' s  f i r s t  a n d
l a s t  n a m e .  
P a r e n t s ,  s t a f f  a n d  c h i l d r e n  t o g e t h e r  a r e  e x p e c t e d  t o  k e e p  c u b b i e s
c l e a n  a n d  t i d y .



Toilet Training For Group Daycare Program 

For the children who are still not fully potty trained, parents must follow the requirements of our
potty training policy .

Children having more than one accident per week are not considered completely potty trained. 
The parents must provide diapers/pull-ups, flushable wipes, and extra clothing. 
The caregiver will implement a training plan for your child that follows their potty training
development. This includes a star chart, encouragement awards, etc. 
The parents should encourage the child to wipe themselves at home. However, the caregiver at
the center will wipe the child (if needed) under the vision of another worker and this will be
documented in the daily change and wipe report posted in the bathroom. 
Support your child’s training at the daycare by sending them with easy clothing (pull on pants,
sweat pants, etc). 
Avoid belts, zippered pants and overalls during this period. 
Support your child’s caregivers and follow their suggestions, as their goal is to help your child
become independent when using the toilet. 
Parents are encouraged to continue the positive reinforcement at home.
 
Supply List For Infant And Toddler 

Diapers and wipes 
Outdoor footwear (weather appropriate) 
Indoor shoes or slippers 
Earthquake kit 
Drink cup or sippy cup 
Sheet 
Two sets of spare clothes (including underwear and socks) 

Supply List For Daycare Program (3-5 Years) 

Earthquake kit 
Drink cup 
Indoor shoes or slippers 
Photograph of the child 
Full change of clothes (including underwear and socks)

Additional Seasonal Supply Lists: Spring & Summer (Sunny Days)

Hat                     
Bathing suit & towel 
Sunscreen (staff will apply) 



Fall & Spring (Rainy Weather) 

Boots 
Raincoat 
Mud pants (splash pants)
Full change of clothes (including underwear and socks)

Winter (Cold Weather) 

Mittens 
Snow pants 
Toque/hat 
Full change of clothes (including underwear and socks)
 

“Cuddles” or blankets are welcome if your child needs comfort from home. 

For Your Child’s Benefit And Safety (I/T Program) 

Please empty your child's lunch bag before you leave the daycare. Each item should be placed
in the designated basket in the fridge. Teachers are going to help you at the beginning. 

Please make sure to cut your child's lunch, fruits and veggies to bite size pieces to help your
child’s independence.
 
All items in your child's lunch kit should be marked or labeled clearly with your child's name or
initials. Labeling should include lunch containers/bags, bottles, morning snacks, afternoon
snacks, sippy cups, soothers, etc. Try to do this at home for your own convenience. If you
forget, there will be a basket beside the fridge with markers and tape. 

Lunch kit should be placed on the designated shelf in the kitchen. 

Please label all your child’s items clearly including diaper packs, wipes containers, bedding
items, toys, teething rings, clothes, socks, and shoes. 

If you are using a stroller, please carry your child inside. No strollers are allowed inside for
hygiene and safety reasons. 

Please remember to take an information slip daily and put your child’s name on it
and the date. 

All children registered in the Infant and Toddler group having reached the age of 2 years of
age will be introduced into the Group Daycare (ages 3-5) program. This transition will be
based on the availability of space in the 3-5 group. 



Health 
Personal Hygiene 

The staff promotes good personal habits. Children must wash their hands with soap and
water before food preparation or eating, and after using the washroom.

Medications 

Non-prescription medication (such as aspirin, cough syrup, etc.) WILL NOT be given to
children under ANY circumstances without a doctor's note.

Prescription medication can only be given to your child by the staff if it is specifically
entered into his or her records and is properly prescribed by a licensed physician. The
procedure for giving medication is as follows: 

Medication must be received in the original container, clearly labeled by the pharmacist
with the current date and dosage, child's name, name of medication and specific
instructions. 
Parents must complete a medication consent form. 
Medication must be kept locked up and out of reach of children. We maintain a locked box
in the refrigerator and a locking cabinet in the kitchen. Please notify a staff member directly
when medication is brought to the center. 

Illness

The daycare is a busy, communicable place. Therefore it is in the best interest of everyone
that children not well enough to participate in our regular program, or who have an
infectious illness, NOT be brought to the center. The staff will refuse to accept a child
deemed too ill to attend, or call parents and request the child be taken home immediately. 

Parents should keep their children at home or seek alternate care arrangements for the
following conditions: 

Pain - any complaints of unexplained or undiagnosed pain. 

An acute cold with any of the following: fever, runny nose and eyes, coughing or sore
throat. 

Difficulty in breathing - wheezing or a persistent cough. 

Fever (100 degrees F /38.3 degrees C or more) accompanied by general symptoms
such as listlessness (may be an early sign of illness that requires a doctor's attention). 

Sore throat or trouble swallowing. 

Infected skin or eyes, or an undiagnosed rash. 
Headache and stiff neck - should see a doctor immediately. 

Diarrhea or loose stool combined with nausea, vomiting or abdominal cramps.
These symptoms may indicate a bacterial or viral (gastrointestinal) infection, which is
very easily passed between children. The child should be kept at home until ALL
symptoms have stopped. If a child has more than one bowel movement of diarrhea or
loose stool while at the center, the parents will be contacted to pick him or her up. 

Severe itching of body or scalp. 

Child has known or suspected communicable disease. 

Emotional distress that requires a long period of one on one attention. 
 



Communicable Disease
➢ Parents are urged to notify the center when their child is known to have been

exposed to a communicable disease outside of the center
➢ When a child has contacted a communicable disease, the parents are

required to provide a statement from the physician stating that the child is able
to return and is no longer infectious 

➢ When a communicable disease has been introduced to the center, the
parents will be notified. 

➢ The center will also report these occurrences to the local Fraser Health
Authorities when required

Reportable Incident Procedures 
➢ If a reportable incident happens at the Center, a reportable incident form will
be filled by the staff as required by Fraser Health and submitted to the licensing

office within 24 hours. The definitions of reportable incidents are listed under
Schedule H in Child Care Licensing Regulations. All minor incidents are

recorded in the center communication book as needed and will be
communicated between staff and parents.

➢ Please be advised that it is our legal duty to report any suspected child abuse
or neglect to the local health authorities and the Ministry of Children and Family
Development. Written documentation of the suspected abuse or neglect will be

submitted. 
➢ We take all claims of child abuse seriously and do not tolerate any kind of
physical, emotional, sexual abuse or neglect. All of our staff are required to

complete a Criminal Record Check prior to employment.



YOU ARE REQUIRED TO KEEP (OR TAKE) A CHILD HOME WHEN THE CHILD IS:

Suffering from one or more of the above noted symptoms 
Is not well enough to take part in the regular program 

WE ARE NOT LICENSED TO CARE FOR ILL CHILDREN 

Parents are expected to make IMMEDIATE arrangements to have their child picked up when
requested by a staff member. If the parents cannot be reached, the emergency phone numbers
on the child's registration form will be called. 

When a child returns after a lengthy illness of 3 days or more, or from a communicable disease,
a doctor's note may be requested to certify that your child is not contagious and can participate
in the regular program.

Nutrition 

Our staff provides guidance on nutrition to children and parents as appropriate and makes
an effort to model good eating habits. Parents are responsible for ensuring their child has a
nourishing breakfast before arriving at the center. In the event that time prevents you from
serving your child breakfast at home, you are welcome to set up your child with their
breakfast in the designated area when dropping them off. 

Please DO NOT send sweets, chocolate, or candy with your child. Chewing gum is never
permitted. Ideas for nutritious snacks could include: fruit, veggies, cheese, crackers, hard
boiled eggs, breads or muffins, yogurt, custard, fruit leather or dried fruit. Please don't send
popcorn, uncut grapes, or uncut hot dogs with the 3 - 5 year olds as they are easily choked
on in a daycare setting. Please be sensitive about nuts as well. 

All persons handling food items must follow the rules of cleanliness as required by the
Public Health Department. The staff is also encouraged to participate in the Food Safe

Program. 

Parents are required to make staff aware of any food allergies or sensitivities, which will
then be posted in the kitchen. 



Child Guidance 
Parent / Child Guidance At The Center 

Other parents at our center will not discipline children. We ask that parents are discreet in
disciplining their children in front of others out of respect for the child. Should you require a
private place to speak with your child, please ask a supervisor. 

Guidance And Discipline

We follow the guidelines from the Ministry Of Health's Handbook on Guidance and Discipline. 

Setting limits is part of the guiding and caring process. The best way to teach children limits is to
have a consistent, non-punitive approach. To this end, the staff set reasonable limits and
support each child's growth towards self-control and social awareness. 
The staff is happy to discuss any specific guidance procedures with parents. 

The guidance policy at Bonnycastle Montessori Preschool Daycare states that NO child while in
our care shall be: 

Subjected to shoving, hitting, shaking, spanking or any other form of corporal punishment. 

Subjected to harsh, belittling or degrading treatment, whether verbal, emotional or physical, that
would humiliate the child or undermine the child's self respect.

Confined, physically restrained or kept, without adult supervision, apart from other children. 

Deprived of meals, snacks, rest, or use of the toilet as a form of punishment.

Our Approach 

Meeting the children at their own level. We encourage the expression of feelings and using
words to problem solve.
 
We address the behavior and help to provide an alternative method for the children to express
themselves. 

We use logical consequences and choices as a means of guidance. 

We use redirection to another area or activity. 

We may use time out as a form of Stop, Calm & Try Again. 

A preventative approach is strongly in place. A child may be tired, hungry, sad, or simply in need
of a hug 

From time to time, a survey will be given to parents asking for ways on how we could improve
our services.

Lunches & Snacks program is available at extra cost, we follow the Canadian food guide,
ex,.chicken vegetale soup with bun, side of seasonal fruit or egg fried rice with vegetables
and seasonal fruit. 
We are a nut free zone.
the weekly menu will be sent by Whatsapp in our parent group for each individual Cente. 



Daily Routine
(Subject to change)

Multi Age Program

7:00 – 8:00 am Center opens, free play
8:00 - 9:15 am Free play and table activity
9:15 - 9:30 am Clean-up, washroom and diaper change
9:30 - 10:00 am Snack time 
10:00 - 10:45 am Book time and circle time
10:45 - 11:30 am Outside play (backyard) or 
Walk around neighborhood or 
Physical activities or 
Music and movement 
11:30 - 11:45 am Clean up, washroom and diaper change
 11:45 - 12:15 pm Lunchtime 
12:15 - 12:30 pm Washroom and diaper change 
12.30-1.00 pm

1:00 - 3:00 pm  Naptime 
3:00 - 3:45 pm Tracing letters and numbers or Arts & crafts
3:45 - 4:00 pm Clean up, washroom and diaper change
4:00 - 4:30 pm Snack time 
4:30 - 5:00 pm Story time 
5:00 - 5:30 pm  Home time prep and table play



Program for 3-5 Year Old’s

The daycare offers a flexible routine that is based on the children’s needs
as a group. 

7:00 – 8:30 am Center opens, free play
8:30 - 9:00 am Clean-up and washroom
Snack
9:00 - 11:15 am Classroom
11:15 - 11:45 am Lunch
11:45 - 12:30 pm Story Time or Outdoor play  
12:30 - 2:30 pm Nap/quiet time
2:30 - 3:15 pm Art
3:15 - 4:00 pm Snack
4:00 - 5:30 pm Outdoor play or
Free play

NOTE: This is a general schedule and activities change daily based on the
children's interests. The day may also include field trips, special activities
such as baking, theme days and other special events. We will keep you
informed through the parents’ notice board.



Financial Policies And Information 

Bonnycastle Montessori Preschool Daycare is completely funded through parent fees. Parent
participation throughout the program will maintain our competitive childcare rates. 
Government subsidies for eligible clients are available from the Ministry of Children and Family
Development. You can determine if you may be eligible for a subsidy by completing the online
Child Care Subsidy Eligibility Evaluator at: 

http://www.childcaresubsidy.gov.bc.ca/ChildCareSubsidyEvaluator/Step00.aspx 

To apply for Child Care Subsidy: 

Application information and necessary forms are available online at
 http://www.mcf.gov.bc.ca/childcare/application.htm 

You may also call the Child Care Help Line at 1 888 338-6622 and ask for an application and
guide. 

The application and guide may also be picked up at a Child Care Resource and Referral office, or
an Immigrant Settlement Services Agency. 

If you are eligible for a government subsidy, the forms must be given to the center by the first of
the month. If the forms are not in on time, you will have to pay the fee in full and you will be
reimbursed when subsidies are received.

All fees are to be paid by e-transfer to the center on the first day of each month, unless
arrangements are made with Manager, there will be a charge of $10.00 per day for delayed
payments.

Receipts will be issued either at the end of the year or within one week from the date of request. 

You are responsible for full payment of your childcare fees. If fees are more than seven days
overdue and no arrangement for payment has been made, you will be asked to withdraw your
child.

A non-refundable administrative fee of $125.00 and 1 month deposit  per child is required at
time of registration.

 If applicable, your waitlist application deposit will be used to cover this registration. 

ONLY E-TRANSFER PAYMENT IS ACCEPTED FOR ALL PAYMENTS

Note: Fees are subject to change. At least one month's written notice will be given for changes in
the fee schedule.

Part time fees are based on pre-booking one month in advance.

 There is no refund for days the child is absent.

 It is not possible to substitute days when the child is absent or if the scheduled days fall on a
statutory holiday. 



Summer And/Or Extended Absence 

If you decide to take your child out for 1-2 weeks or for an extended period of time, we cannot
hold their “spot” without payment. 
You are paying for a "reserved spot" specifically for your child that cannot be filled on a short-
term basis. We must receive at least a month's notice and the leave must be for no longer
than 2 months. If payment is not received on the 1st weekday of each month during the
extended leave, we will assume he/she is not returning and childcare services are terminated. 

Professional Days, Early Dismissal, School Breaks And School Strike For School Age Program
Only 

You will be charged an additional $10 for full days prior to the actual day of care required.
Please notify staff at least one week in advance if your child WILL NOT be attending the full
day (Program and staff schedules must be arranged). 

Screen Time Policy

Screen time policy due to new requirements by Child Care Licensing is 30 mins maximum
time per day for children over 2 years old (screen time means TV, Tablets, computers, etc.)

Children under the age of 2 will get no screen time as per regulations for that age.

Outdoor policy 

We will be taking the children outside for outdoor play on a daily basis for an hour as per
regulations.This hour may get broken up during the day be it 15-30 minute intervals
throughout the day rain or shine.

The daycare outdoor play areas will be used as well as going on nature walks, going to
community parks, school playgrounds, which will be considered local field trips, children will
wear daycare T-shirts or pinnies for these outings. Please make sure that your child has the
appropriate clothing and footwear at the daycare at all times.

If the weather does not allow us to go outside we will be doing large motor activities and
games indoors.



BONNYCASTLE PRESCHOOL & OUT OF SCHOOL
CARE

PRESCHOOL SCHEDULE

9:00 - 11:15 am Classroom
11:15 - 11:45 am Lunch

11:45 - 12:30  Story Time / Outdoor play  
12:30 --1 Nap/quiet time

1-2 Arts / Crafts

Bonnycastle Preschool Program

Age Group: 2.5 to 5 Years

Program Philosophy: At our Preschool, we believe that the early years of a child's life are crucial for
their cognitive, emotional, and social development. Our preschool program combines the renowned
Montessori and Reggio Emilia educational approaches to create a holistic and enriching learning
environment. We understand that every child is unique, and our curriculum is designed to foster
individuality, curiosity, and a love for learning.

Program Schedule:
Operating Hours: Our preschool program runs from 9:00 AM to 2:00 PM, Monday to Friday.

Montessori Approach:
The Montessori method emphasizes self-directed learning within a carefully prepared environment. In
our Montessori-inspired classrooms, children are encouraged to explore, discover, and learn at their
own pace. Key elements of our Montessori approach include:

Mixed Age Groups: Children from 2.5 to 5 years old share the same classroom, promoting
collaboration and mentorship among peers. 
Individualized Learning: Our classrooms are equipped with Montessori materials that allow
children to choose activities that match their interests and developmental levels. 
Teacher as Guide: Our teachers act as facilitators, observing each child's progress and providing
guidance when needed. 
Peace Education: We teach conflict resolution and encourage respect and empathy to foster a
harmonious classroom environment. 

Reggio Emilia Approach:
The Reggio Emilia approach places a strong emphasis on art, creativity, and child-led learning. In our
Reggio-inspired program, we nurture children's natural curiosity and creativity through:

Project-Based Learning: Children engage in long-term projects that emerge from their interests
and questions, fostering in-depth exploration. 
Documentation: We document children's learning experiences through photographs, artwork, and
written reflections, creating a record of their educational journey. 
Environment as the Third Teacher: Our classrooms are designed to be aesthetically pleasing and
stimulating, encouraging children to explore and express themselves. 
Collaborative Learning: Children work together on projects, developing teamwork, communication
skills, and a sense of community. 

.



Our Curriculum:
Our curriculum is a carefully curated blend of Montessori and Reggio Emilia
principles, covering various subject areas, including:

Language and Literacy: Building vocabulary, storytelling, and early reading and
writing skills. 
Mathematics: Developing numeracy skills through hands-on activities and
mathematical concepts. 
Science and Nature: Exploring the natural world through observation, experiments,
and outdoor activities. 
Art and Creativity: Encouraging self-expression through painting, sculpture, music,
and other artistic mediums. 
Social and Emotional Development: Promoting empathy, cooperation, and emotional
intelligence through group activities and discussions. 
Physical Development: Fostering gross and fine motor skills through active play and
movement. 
Conclusion:
At our preschool, we are dedicated to providing a nurturing and stimulating
environment that promotes the holistic development of children aged 2.5 to 5 years.
Our unique blend of Montessori and Reggio Emilia methods creates a dynamic and
enriching experience that lays the foundation for a lifetime of learning and
exploration. We invite you to join us on this exciting educational journey, where
every child is celebrated as an individual with unlimited potential



TRANSPORTATION POLICY

At our centers, we provide convenient transportation for field trips, and pickup and drop off to and from
school. We have designated, labeled and certified vans/buses to transport your child safely. All drivers
undergo safety training and a driving history is reviewed to ensure safety.

, will make sure that the following guidelines are met anytime children are being transported to/from a
destination:

The driver of the vehicle is 19 years of age or older

The driver holds a drivers license that permits the driver to operate the type of vehicle being used
If more than 7 children are transported in a single vehicle, our centers will ensure that at least one
responsible adult, not including the driver, is in the vehicle being used. This does not apply to the school
age program. 

If more that 12 children of our school age program are transported in a single vehicle, we will ensure that
at least one responsible adult, not including the driver, is in the vehicle being used. 

Children will be transported to and from school in our van, and in case of emergencies or field trips, in an
approved vehicle.
A headcount of children will happen before every departure to ensure all children are on the bus and
accounted for. 
Safety checks of the vehicles will be made before every trip.
All vehicles will be checked and maintained regularly by a certified mechanic. 
All children will be seated in appropriate car seats/booster seats when and if necessary.
Children from grade 1-7 will be dropped off at the school’s main doors and expected to walk to class.
Children in kindergarten will be walked to class either by the driver or responsible adult. 
There will be times posted in the center to inform parents/guardians of what time the vans/vehicles will be
departing the center. 
 
The Following rules and guidelines are for parents of our centers that must be met:



The following are rules and guidelines that all children must follow when transportation is
provided.

Children are to remain seated at all times
Seat belts are to be worn at all times until the driver instructs children to unbuckle/or assist to
unbuckle.
Children must sit in designated seats, depending on their height/weight/age. They will be
designated a booster seat, child seat or other according to the law.
Children are encouraged to talk amongst themselves, this is a social part of their day, however we
do discourage loud/screaming voices.
Children are reminded that there is no food or drinks allowed during travel to ensure safety.
The windows on the vans/buses are to be adjusted by the driver to ensure the children feel
comfortable in warm weather.
Children are not allowed to get out of their seat while the vans/buses are in operation. In case of an
emergency, they may comply with the driver’s directions to do so.
There is a mobile phone on the vans/buses for emergency calls.
If there is a behavior concern or safety concern, the driver will pull over to remind children of
behavior requirements, and the driver will relay the information back to the Supervisor and Director
of Operations and may then be relayed to the parent/legal guardian if necessary.
If behavior concerns continue with a child, transportation will be refused for that child to ensure the
safety of all passengers on the vans/buses.
 
Our centers have the right to refuse transportation for your child with limited notice.



BONNYCASTLE  PRESCHOOL  & OUT OF SCHOOL (PRESCHOOL SECTION)

SCHEDULE

MONDAY - FRIDAY 9AM - 2 PM

PRESCHOOL CLOSURES

STAT HOLIDAYS
PRO D DAYS  ( RIVERDALE AND HOLLY ELEMENTARIES)

SUMMER VACATION ( RIVERDALE AND HOLLY ELEMENTARIES)
SPRING BREAK ( RIVERDALE AND HOLLY ELEMENTARIES)

CHRISTMAS BREAK ( RIVERDALE AND HOLLY ELEMENTARIES)

APPLICABLE TO ALL CENTERS

WE ARE CLOSED ON ALL STATUTORY HOLIDAYS 
PLUS THE WORKING DAYS​ IN BETWEEN 
CHRISTMAS AND NEW YEAR HOLIDAY. 

NEW YEAR'S DAY
FAMILY DAY

GOOD FRIDAY 
EASTER MONDAY

VICTORIA DAY 
CANADA DAY 

B.C. DAY 
LABOR DAY

TRUTH AND RECONCILIATION DAY
THANKSGIVING DAY 
REMEMBRANCE DAY 

CHRISTMAS EVE DAY (1/2 DAY) 
CHRISTMAS DAY 

BOXING DAY 

IF THE STATUTORY HOLIDAY FALLS ON A WEEKEND, 
THE NEXT WORKING DAY WILL BE CONSIDERED A HOLIDAY.

Important links

Dealing with separation Anxiety
https://www.ahaparenting.com/ages-stages/toddlers/helping-your-toddler-with-

separation-anxiety
https://www.parenting.com/article/separation-anxiety-age-by-age 

Earthquake Kits
Earthquake Kits are available at our center for purchase at $25.00 each or items can be

purchased individually at Walmart or Superstore etc

 

 



Daycare Policy: Immediate Notice for Unsafe or Unmanageable Child Behavior

Purpose
The purpose of this policy is to ensure the safety and well-being of all children and staff
members in our daycare facility. It outlines the procedure for giving immediate notice to parents
or guardians when a child's behavior becomes unsafe or unmanageable by staff members.

Scope
This policy applies to all children enrolled in our daycare program and all staff members.
Definitions
- *Unsafe Behavior:* Actions that pose a risk of harm to the child, other children, or staff
members. Examples include physical aggression, self-harm, and dangerous actions.
- *Unmanageable Behavior:* Persistent behaviors that cannot be effectively controlled or
redirected by staff despite reasonable efforts. Examples include continuous non-compliance,
extreme disruptive behavior, and severe emotional outbursts.

Policy

1. *Assessment of Behavior:*
   - Staff members will assess the behavior to determine if it falls under the categories of unsafe
or unmanageable.
   - Immediate intervention will be taken to ensure the safety of all children and staff.

2. *Documentation:*
   - The incident will be documented in detail, including the nature of the behavior, time, location,
involved parties, and actions taken by staff.

3. *Immediate Parent/Guardian Notification:*
   - Parents or guardians will be contacted immediately by phone.
   - A detailed description of the behavior and the actions taken by staff will be provided.
   - Parents or guardians will be requested to pick up their child immediately.

4. *Temporary Suspension:*
   - The child may be temporarily suspended from the daycare program until a meeting with the
parents or guardians can be arranged.
   - The length of the suspension will be determined on a case-by-case basis, depending on the
severity of the behavior.

5. *Parent/Guardian Meeting:*
   - A meeting will be scheduled with the parents or guardians to discuss the incident, review
the behavior, and develop a plan to address the behavior.
   - The meeting will include the daycare director, relevant staff members, and, if necessary,
external professionals.



6. Behavioral Support Plan:

   - A behavioral support plan will be created in collaboration with the parents or guardians, and
potentially external professionals.
   - The plan will outline strategies to manage and improve the child's behavior, responsibilities
of all parties involved, and a timeline for review.

7. Reinstatement:
   - The child may return to the daycare once the behavioral support plan is agreed upon and
there is confidence that the behavior can be managed safely.
   - The child's progress will be monitored, and regular updates will be provided to the parents
or guardians.

8. Termination of Enrollment:
   - If the child's behavior remains unsafe or unmanageable despite all efforts and interventions,
the daycare reserves the right to terminate the child's enrollment.
   - A formal notice of termination will be provided to the parents or guardians, along with any
recommendations for alternative care or support services.

 Responsibilities
- Staff Members: Ensure immediate safety, document incidents, and communicate with parents
or guardians.
- Daycare Director: Oversee the process, facilitate meetings, and develop behavioral support
plans.
- *Parents/Guardians:* Participate in meetings, collaborate on behavioral support plans, and
ensure timely pickup when notified.
Review and Compliance
This policy will be reviewed annually and updated as necessary to ensure compliance with
relevant regulations and best practices in childcare management.

By following this policy, we aim to maintain a safe and nurturing environment for all children
and staff at our daycare facility.



Daycare Policy: Maximum Attendance Hours for Children

Purpose
The purpose of this policy is to ensure the well-being and optimal development of all children by
regulating the maximum number of hours they can spend at the daycare each day. For children with
special needs, the maximum hours may be adjusted based on their individual requirements.

Scope
This policy applies to all children enrolled in our daycare program and their parents or guardians.

Policy

1. Maximum Attendance Hours:
   - Children are permitted to be at the daycare for a maximum of 10 hours per day.
   - This includes all activities from drop-off to pick-up.

2. Special Needs Adjustments:
   - For children with special needs, the maximum attendance hours may be shorter, depending on
their individual needs and recommendations from professionals.
   - Adjustments will be determined on a case-by-case basis through consultation with parents or
guardians and relevant specialists.

3. Procedure for Special Needs Adjustments:
   - Parents or guardians of children with special needs should provide relevant medical or professional
documentation outlining the child’s requirements.

4. Parent/Guardian Responsibilities:
   - Ensure that their child is picked up within the designated maximum hours.
   - Communicate any changes in their child’s needs or circumstances that may affect the agreed-upon
hours.

5. Staff Responsibilities:
   - Monitor the attendance hours of each child to ensure compliance with this policy.
   - Communicate with parents or guardians if a child’s attendance approaches the maximum hours.
   - Work collaboratively with parents or guardians to support children with special needs.

6. Non-Compliance and Late Fee Charges:
   - Parents or guardians who fail to adhere to the maximum attendance hours will be charged a late
fee of $1 per minute for each minute beyond the designated hours.
   - Repeated non-compliance may result in a review of the child’s enrollment in the daycare program.

Review and Compliance
This policy will be reviewed annually and updated as necessary to ensure it meets the needs of the
children and complies with relevant regulations and best practices in childcare management.



By adhering to this policy, we aim to provide a balanced and supportive environment that promotes
the well-being and development of all children in our care.

Late fees of $1 per minute will be enforced for noncompliance of above policy

Regarding Camera installation

We are pleased to inform you that we have installed cameras in our childcare centers. This decision has

been made to enhance the quality of our services and support the ongoing professional development of

our staff.

Purpose of Camera Monitoring

The cameras will be monitored off and on solely  by our Director of Operations, Kiran Virk 

The primary purposes of this monitoring are:

Staff Training: The footage will be used as a tool for staff training, helping our team to review and improve

their interactions and caregiving techniques.

Service Improvement: By observing our daily operations, we can identify areas for improvement and

implement best practices to ensure the highest quality of care for your children.

Privacy and Confidentiality

We understand that the privacy of your children is paramount. Please be assured that:

The cameras are installed in common areas and not in private spaces such as bathrooms.

Footage will be reviewed solely by authorized personnel for the purposes stated above.

All recordings will be handled with strict confidentiality and will not be shared outside our organization.

Consent and Agreement

By enrolling your child in our childcare center, you acknowledge and consent to the use of cameras for the

purposes outlined. This addition to our parent handbook and contract ensures that we maintain

transparency and continue to provide a safe, nurturing, and high-quality environment for your child.

If you have any questions or concerns regarding the installation of cameras and their usage, please do not

hesitate to contact our Director of Operations, Kiran Virk, or any member of our management team.

We appreciate your cooperation and understanding as we strive to continually improve our services.


