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PARENT HANDBOOK HIGHLIGHTS
Pre- Authorized Debit Oty O
{PAD) St
Al of the families
enrolled with Cook’s

School Doy Care Inc., are
required To register with

Medication
Your Provider must have a
completed Medication Form

before any prescription
medication is administeraed to

your child. Mon-prescription

Fre-Authorized Debit to T L
medication i nof administered
and Providers do not supplhy

hiove childcare fees m ES—
autornatically withdrawn QUL B e I medication... See Page 13 for

7 GouR CHILYS E 'rmu e ,
from Wour persoﬁgl viotE! details.
savings or chegquing '

account.. See Fage 7
for detadils.

Receipts

Your child care income tax receipt will be maoiled to you
with vour account update in February of each yvear... See
Fage 11 for details.

Changes to Schedules

Requests for changes to schedules or requests for vacation
time must be submitted in writing two weeks before the
change occurs. There is no credit for unused days unless
Zook’s School Day Care Inc. receives this notice and vou have
free vacation fime remaining... See Page & for details.

Anaphylaxis

Policy Vacation/Free Off-
ls wour child at risk of | . ] . .

a life-threatening @g Time PﬂIIC}f

For Children in Senicr
Kindergarten and Younger [At
January 3, 2011]:

Each child is allowed up to
three weeks vacation fime. No

dllergic reaction?
You must indicate
this on your child’s
registration form

and complete an

Individual poyment is required for this off-
Emergency time only when two weeks
Fesponse Plan... advances notice in writing is
See Page 14 for aiven... See Page & for details,
details. including off-time forschoolage

children.
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The purpose of Cook's School Day Care Inc. is to meet the needs of
the children and families of Northumberand County by providing

both home and centre-based early learing and child care, as well
as, training and suppot services to the community.

Cook's Home Child Care Agency, d division of Cook's School Day Care Inc., has
beensuccessfully operating since 1987, Cook's School Doy Care Inc. is a not-
for-profit charitable organization.

Cook's Homme Child Care Agency employs an Early Childhood Education (ECE)
Corsultant who wil visit and inspect each horme regularky on o drop-in basis.

Cur BExecutive Director can bbe contacted o help with any commrnunications, Our
Adrinistrative Support/Bockkeeper handles the financial matters.

The ECE Consultant /Home Visitor inferviews all Providers. Froviders and any
person eighteen (18] yvears of age or older, residing in the horne must
successfully complete a crimindgl reference check with both the Folice and
Children's Aid Society.  |n addition, each Provider must abide by all the policies
and procedures of the Agency and the Doy Nurseries Act.

The Home Child Care Program is available 1o all children who may benefit from
our service who are between the ages of 3 weeks to 12 years of age.

Cur godlis 1o provide opportunities for being with other children in g setting
conducive 1o the developrment of wholesorne, social relationships both with
caregivers and other children. Meaningful ploy experiences are offered based
on the children’s needs, interests, limitations and abilities. Ourintent is 1o provide
quality care for children and provide opportunities to build important
foundations for future skills and pursuits.

Ecrly Learning and Child Care Agency 2
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Registration

For the safety of yvour child/ren, we must be aware of all pertinent information
relating to yvour child/ren.

BEFORE o placement is arranged and a child may begin care, the following
inforrmation rmust be supplied to the Agency office:

% Completed cpplication form and white information card for each child
Leing enrolled.

* A copy of each child’s up-to-date immunization card. This copy may be
made in the office of the Child Care  Centre.

* A copy of all docurnents relating to the custody of the child/ren being
enrolled, if applicatle.

* The completed pre-authorized debit formn and banking information.

* The completed Individual Emergency Response Flan for every child being
enrolled who moy e at risk of anaphylaxis (life-threatening allergic
reactions).

NOTE: The criginal applicotion (detailed form) is kept in the Agency office at all
tirmes, A copy of the gpplication and the white Z-sided information card
i kept with vour child's Frovider at cll tirnes.

Information vpdate forms and handbooks are distiibuted to all families on or
about every January 19, The information forms must be completed and retumed
in the time directed to ensure current information is always on file.

Registration Fees

Upon Enrollment and Every January 1st

BEFORE o placement is arranged, all farmilies are required to pay o non-
refundable REGISTRATION FEE ($20.00/child or $30.00/family). The Registration
Fee must e paid upon enrcliment by pre-authorized debit and every January
1# thereafter while enrolled in our Frograms.

This fee qssists with covering administration costs.

It wou must ternporarily withdrowe from the Frogram for o period of time, you are
required 1o poy the REGISTRATION FEE upon return to the Progrom unless the
rhinirnurn fee or holding fee s paid o hold and guarantes your child's
placerment.

Ecrly Learning and Child Care Agency 3
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PARENTS/GUARDIANS MUST SIGN ALL CONDITIONS OF THE AGREEMENT
ACCEPTING RESPONSIBILITY OF THE FINANCIAL ARRANGEMENTS AS STATED IN THIS

HANDBOOK ON YOUR CHILD’S REGISTRATION FORM BEFORE YOUR CHILD'S
ENROLLMENT WILL BE ACCEPTED!

The Fee Guide

Full Day Daytirne rate is charged when yvour scheduled day begins before
moon and is 5-10 hours in length.

¢ The Haolf Doy (up to S howrs) rate is charged when your scheduled day begins
before noon.

* The Full Aftermoon/Bvening Shift rate s charged when yvour scheduled day
begins at noon or after and is 5-10 hours in length.

* The Half Afternoon/EBvening Shift (up to 5 hours) is charged when your
scheduled day begins at noon or after.

If vou require further explanation of the guide, pledse ask.

HOURS AND DAYS OF OPERATION

Hours of Operation

Froviders offer flexible hours of care. Some offer full tinme and/or part tirme hours
of care. Care may e available days, evenings and/forweekends To try o meet
the needs of all our families.

Hours of care are contracted with our Froviders before care begins. The
contracted hours of child care are stdted on the registration forrn and agreed
upon by the Frovider.

Statutory Holidays
The Home Child Care Agency office is closed ALLSTATUTORY HOLIDAYS:

wiew Year's Doy (January 1] w Farnily Doy (February)

w Sood Fridory ([ April) w victoro Day (May)

w _onada Day (Juky 1) ¥ Civic Holidoy [ August)

w Labour Day (Septemiboer) w Thanksgiving Doy (October)
w Christrnos Doy (Decemiber 25] w Boxing Day (Decemioer 24)

Providers homes will close at 2:00 p.m. on Christmas & New Years Eve.

REGULAR FEES APPLY TO ALL STATUTORY HOLIDAYS IF IT IS YOUR CHILDREN'§
REGULARLY SCHEDULED DAY.

Ecrly Learning and Child Care Agency 4
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Schedules

Child Care Schedule Request forrms are provided for families 1o specify, in
dchyance, the daoys and hours of care required,  Each form covers an
gpproxirmate two-week period with the deadline it is due to be completed and
submitted 1o the office clearly stated on the Dottorm. The form is availakle in
vour home child care office and on our welbsite www.cooksdaycare.ca
(Application Forms & Hondbooks tab).

Fre-Authorized Debit armounts are calculated directhy frorm the information you
provide onyour schedule request forrn., You are responsible for FULL FAYMENT of
the schedule yvou submit and any approved extra days you mioy reguire.

Extra doys must be approved 1o ensure space is available. Because we adhere
tostrict Providerchild ratios ond space reguirements in the home, NEVER arrive
unannounced without prior approval = your Provider may not be able o
accornmodate an extra child.

Changes to Schedules

Feguests for chonges to schedules or requests for vacation/off-tirne must be
submitted to the office on the change of schedule form (ovailable from the
Agency office) two weeks before the change ocours,

Cook’s School Day Care Inc. will make every attempt to accormmodate
requests for chonges toschedules., The ECE Consultant /Home Visitor and your
Frovider must gpprove changes inyour schedule.

There will be no credit for unused doys unless we receive at least TWO WEEKS
ADWANCE WERITTEN MOTICE of a schedule change and you hawve free vacation
tirne rerndining.

Minimum Atlendance per Week

All children are reguired to be scheduled for a minimum of one 1)
day perweek. |f vour child attends less than the required one (1)

day in the week, vou will be biled for one (1] day.

Vacation / Free Off-Time Policy

Reguests for vacation/off-timme must be submitted to the office on the change of
schedule form (available from the Agency office) two weeks before the change
OC oIS,

For Zhildren in Senior kindergarten and YounQer (A1 January 1, 2012]:

Ecrly Learning and Child Care Agency 5
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Each child will be allowed up to thres weeks of “free” off time ecch yeadr
(January 15t 1o December 319, The numiber of “free™ doys off To which you are
entitled is based on the average numiber of days vour child attends the
[orogram.

I wour child normally attends:

& Sdays fweek, the child may be absent 15 days forwhich no charges apply.
= 4 days fweek, the child may be absent 12 days forwhich no charges apply.
=& 3 days fweek, the child may be abbsent & days forwhich no charges applhy.
= 2 days fweek, the child may be abbsent & days forwhich no charges applhy.
= | days fweek, the child may be atbsent 3 days forwhich no charges apply.

For Children in Srade One and Older (AT January 1, 20129:

= Schooklage children, Grade One and older are not groanted “free™ off doys
during the school year.

2 Mo fees apply for any child, grade one and older, not scheduled o attend
during the Christrngs and March breaks when two week’s notice is given. |If
Two week’s notice is not given regular fees will apply.

& Any other time off during the school vear will require poyrent of the full
reqular fee.

= While we do appreciate and need notice for odd days off for appointrnents,
school trips, etc. yvou will be billed the full regular fee for the days 1o cover
vour child’s space.

=2 During surmmer break, you book and pay for only The days you require. You
rust clearly indicate on, sign and submit the summmer calendar by the
deadline to confirm the doys you need. Two weelk’s notice, inwriting, s
required to chonge your schedule,

Cook’s School Day Care Inc. will make every attempt to accommodate
requests for chonges to schedules.

Pre-Avuthorized Debit Plan

All of the families enrolled with Cook’s School Doy Care Inc. are reguired to
register with Pre-Authorized Debit to howve childcare fees automatically
withidroreyn from your personal savings or cheguing account.

Uppon enroliment, vouwill receive a PRE-AUTHORIZED DEBIT (FAD) AGEEEMENT
form onwhich o complete your banking informdtion and to specify how often
vou wish tronsactions To occur, After completing this form you will receive o PRE-
AUTHORIZED DEEBIT (PAD] CONFIRMATION formn that clearly outlines the details of

Ecrly Learning and Child Care Agency 6
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vour Agreerment with Cook’s School Day Care Inc.. If the need to address an
overpoyrnent or an outstanding armount due arises, yvou will receive a PRE-
AUTHORIZED DEEIT (FAD) AGEEEMENT TO ADDREESS AN OVERFAYMENT OR
EALAMNCE DUE formn. Please refer to the samples at the end of this section.

Flecse be assured that yvou can alworys contact the office to confirm the
grnount of the fransaction. Be advised that the file contdining the armounts of
the funds being withdrown frorm your account is forwarded to the bank by Z2om
on the last day of the month (for the 1¢1 and on the T4th of the month (for tThe
15th), Required changes identified after the Zprm deadline will be addressed at
the next fransaction date.

The office must be informed of any changes to your banking inforrmation
imrmediately. The completion of o new FEE-AUTHORIZED DEBIT (FAD)
AGREEMENT and PEE-AUTHORIZED DEBIT (FAD) CONFIEMATION form will bbe
recjuired.

If ot any tirme yvou need to discuss vour poyment plan - WE ARE ACCESSIBELE!
You are welcome o call to ask guestions or make an appointrent 1o stopin
dnd meet with us. Pledse understand that our phone lines dre offen bbusy, Your
callis irmportant — always leave a message if yvou cannot get through, We
recei/e and respond to messages as guickhy as possible. If yvou wish, pledse call
back.

Although childcare fees moy no longer be paid using chedue or cash,
fundraising iterns rmay still be paid for using chegue or cash.
How do we calculate what you owe?

Payment Method #1 (poving once per month on the 15 or the 15th]
Bosed on the schedule vou submit:

=& The amount for the 13 of the rmonth will pay for care scheduled from the 2nd
of that month to the 1 of the following rmonth or

= The amount for the 15t of the rmonth will poy for care scheduled from the
1&th of that rnonth to the 15 of the following rmonth.

Payment Method #2 [poving twice per month on the 13t and the 15h]
EBosed on the schedule yvou subrmit:

= The amount for the 15t of the monthowill poay for core scheduled from the 2nd
of that month to the 15t of that rmonth and

¥ The amount for the 15t of the rmonth will poy for care scheduled from the
1&th of that month to the 15t of the following month.

Adjustrnents for o particulgr period (overpayments or underpdyments due to
changes inschedules) will be made on the next fransaction date, 1 is your

Ecrly Learning and Child Care Agency 7
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responsitility to maoke certain that we are fully awdare of your care needs in
gchvance to assist with ensuring accuracy in our calculations.

Funds Not Available

Each fimme o transaction cannot be completed on the first attempt (insufficient
funds], you will be charged o $15 administration fee. This $15 charge will be

added to the childcare fees calculated for the next pre-authorized poyrnent
date.

We hove contracted with tThe bank to make one atternpt to secure the funds
within two business doys after the transaction fails.

We will make every effort to notify yvou that a second attempt to receive
poyment for services will occur, If the second atternpt fails, vou will be notified
imrnediately to cover all fees plus an additional 330 administration fee. You
iy e asked 1o pay for services in advance using cash or certified cheque.
Yo risk losing your childodre space if payment foryour child’s care cannot be
secured. COur final measure in securing poyment is To invohlve the local collection
Cgency.

Ifwou stop poyrment on ascheduled fransaction, yvou will be choarged an
autornatic $30 service fee. You will risk having your child care service
discontinued if vou stop a regularly scheduled payment that cowvers the costs of
vour child’s care.

PARENTS MUST SIGN THE PARENT/GUARDIAN AGREEMENT FOUMD ON THE
APPLICATION FORM, ACCEFTING RESFONSIBILITY OF THE FINANCIAL

ARRANGEMENTS ASSTATED IMN THIS HANDBOOE, BEFORE WEWILL ACCEFT YOUR
CHILD/REN'S ENROLLMENT.

Account Updates

Youwil receive an account update approximatel once per month to keep
yvou informed as to the status of vour gccount. Keepin mind that this is only an
update of vour of vour account status, Ifyou hove any questions or concerns
regarding your account, please call the Agency office during the hours frorm
S00crn and 500pm, (P05) 372-5924. The Providers Take care of the children not
the financial arrangements.

Sample Account Update
A sample of an Account Update follows, Short captions howve been added to

helo 1o expldin what yvou will see on your gccount update. BEemermtoer: it is not
i bill.

Ecrly Learning and Child Care Agency &
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VICTORIA PARK CHILD CARE CENTRE
COOK'S HOME CHILD CARE AGENCY
172 Quaan Streat

Cobourg, Ontario. K9A PS8

Phone: P08-372-2143 Fox: R0A-372-244)

COOK'S CHILD CARE PROGRAM

FOO D Arcy Straet,

Building 18, Unif 31

Cobourg, Ontano., KRA AT

Phone: 908-372-45258 Foe P06-372-3227

Email: cocks.on.darey@cooksdayeare.cq c,,ﬁfg?{,.},{g‘g;‘:{}ﬁf“ Email: vic.park@cooksdaycare.ca
Tt Email: cooks.home@eooksdaycdre.cd
STATEMENT
Too SMAITH, JACK & JILL <‘,:<Childrer‘-'5 Marmes STATEMEMT DATE: 01 FER 2012
o Jane & John Smith _ Farrily 's
1 Any Street <::<F'c:r‘ehh‘6uqrdlc:r Cormpter 4 coount Mumber: SKITH JJ
. 5 Marmefs, Code
Ary Towen, Ontario KZA 143 Dloirass
Date Ref § Descriplion Amount Balance
21Dec2010 | DEPOSIT| PRE-AUTH DEBIT: Janl-15, 2012 45%.00- 48%.00-
03Jan2012 | REG.FEE | REGISTRATION FEE: 2012 30,00 45%.00-
03Jan2012 | BILLING | 03-0F JAN 20712:5 DAYS 255.00 204.00-
10Jan2012 | BILLING | 10-14 JAN 2012:4 DAYS 204.00 0.00
14Jan2012 | DEPOSIT| PEE-AUTH DEBIT: JANTS-FEBT, 2012 510.00- 510.00-
17Jan2012 | BILLING | 18-22 JAN 2012:5 DAYS 255.00 255.00-
24Jan2012 | BILLING | 24-28& JAN 2012:5 DAYS 255,00 0.00
21Jan2012 | BILLING | 31 JAN-0T FEB 2012:NOT SCHEDULED 0.00 0.00
TOTALDUE™N OVERPAID .00
ot in one word Bolance
the amount to wcolumﬁ tells Amount CD'”!’”” s
foll i 1h wou if the amount in the column running
cliowsin The . Amount column is a indicated all total of
Amount column is " . InalCated a .
il o £ poyment, billing, trip amounts what is due
@ bring. 1rip Tee, fee, registration fee, biled and or overpaid.
registration fee, Med an O
et id WEMDOYIme
efc, Pl nts are
Poyments are fol db
followed by :?_EWE ¥
Wy, Cooksdaycare.cod
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Receipts
A receipt for payrments mode for child care fees made for the year will be issued
on or before Feboruary 258th to attach to yvour income tax returm.

A separdte receipt s issued for the value of any charitable donations made to
the Organization during the yvear, Many thanks 1o those who are able to make
donations of goods, services and/or cash to Cook’s School Doy Care Inc.

Your receipt will be mailed with your account update.

A service fee of $5.00 is charged to reprint your Income Tax Receipt. A
replacement receipt will not be mailed. It may be picked up atthe Agency

office - 172 Queen Street, Cobourg.

Please allow 24 hours for processing.

Holding Fee
N the event that vou rmust TEMPORARILY WITHDREAW frorn the Frograr, yvou must
subbrnit TWO WEEKS ADVANCE WRITTEN NOTICE.

Only if Your Provider is Agreeable

If vour intfention is to return to care with the same Frovider the minimum fee
edcudl to one day perweek must be paid. This fee will be applied toyour
gccount in order to secure your child’s spaces with yvour current Provider, Faying
this fee ensures that no other placements will fill your child’s spaces when your
child returns If paying the minimnum fee (one day perweek], yvour child iy
attend one day perweek if vou choose rather than withdrcney.

These arrangernents will need 1o be colldborated with bboth the Provider and the
ECE Consultant.

Discounts and Financial Assistance

As per the financial arrangements at the back of this hondbook thereis O
discounted rate for the benefit of those families who enrcl more than one child
i Qur program.

It wou feel you may require finoncial assistance 1o poy your child care costs,
plecse contact Morthurnberland' County Departrment of Social Services at

(PO5) 372-1003 or 1-800-254-7051, A needs assessment will be conducted 1o
determine yvour eligibility for obtdining assistance.

Early Lecrning and Child Care Agency 10
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Over-Time Charge
PROWIDERS MAY CHARGE AN OVERTIME FEE OF $5.00 PER EVERY MINUTE OR

FORTION THEREOF, OVER AND ABOVE THE CONTRACTED HOURS OF CARE
(according to the Frovider’s clock).

¥ Over-time charges dre billed through vour child core account, 100% of the
fee will be paid to your Frovider, Farents are required to provide written
cuthorizotion for the amount o be added to the next scheduled pre-
guthorized debit transaction. An email to the Agency is acceptable
(cooks.home@cooksdaycare.cq). Anincome tax receipt can be issued for
over-tirme fees.

2 Intheevent that a Farent/Guardian is going to be later or earlier than the
scheduled time o courtesy call rmust be placed to inform the Provider.,

2 Insome cases the Provider may not be able to accommodate this externsion
of time if she has appointrments, etc. The Providers are very flexible but
plecse remember that they do howve their own families.

¥ |Tis extremely immportant that we allwork together 1o develop and keep an
open, congenidl relatiorship between Froviders and Parents,/ Guardicns.

M PORTAMNT

= |If no parent/guardicon hos arrived to pick-up yvour child within o half hour of
vour expected time and we cannot reach you, the persons you have
indicated as persons to whorm your child may be relecsed (on the child’s
dpplication forrm and informadtion card), will be contacted to pick up your
child.

2 If Cook’s School Doy Care Inc. cannot reach you or your ermnergency’
contact/dliternate relecse people at a half hour after your expected arrval
time, we will contact the local authorities at that time.

Contagious lliness

Children with contagious disedses or viruses SHOULD NOT ATTENMD Home Child
(Care.

The BCE Consultant rmust be notified. The local Health Unit must be contacted if

vour child hos been diognosed with o contagious disease finfection $05-
&85-9100.

A child should be kept at horme for 24 hours after the onset of fever or bedinning

medication. A doctor’s note rmay be requested thot confirmns the child can
retfurm to care.
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Youwil be contacted to pick up the child if syrmptoms of ill-hedlth appear
cduring the day, Insuch cases, for the protection of the other children and the
Frovider, vour child will irmmediately be separated to another ared of the home
and monitored by the Frovider,

Ifwour child becomes infected with o contagious disease/finfection while not
dttending Home Child Care {albsent due to vacdtion tirme, the weekend, etc.),
plecse call to inforrm the Provider or ECE Consultant as soon s possible so that
other farnilies using the same horme con e notified if necessary. It is imperdtive
that we keep our records up-to-date at all times.

The Doy Nurseries Act stipulates that ALL children participate in outdoor
activities, weather perrmitting for a minimumm of Two hours per day, |f for regsons
of il health your child cannot participate in these activities other care
arrangerents should be rmade for them until tThey are able to enjoy all spects
of the prograrn. The Provider ray not restrict outdoor playtinme for the other
children in care due the illness of one child who is undble to participate.

Clothing

Think of vour child's comfort! Frovide simmple FLAY clothing that is free of
complicated fasteners. Ploytirne can be a ressy time. Pledse provide edsy
care clothing to eliminate feelings of fear of getting dirty.

ALWAYS PROVIDE AT LEAST ONE FULL EXTRA SET OF CLOTHING for your child -
regardless of age. The children may be involved in avariety of activities that
can become quite ressy. 1t is a good ided to check the size of the extrd
clothing periodically as your child grows.

Sweaters and jackets are an absolute must, even on the first days of fall. Life is
rmuch ecsier if vou are prepared for the unexpected. Mud suits and rubber
boots are great forwet and mucky weather,

Y our child needs indoor shoes to wear while inside. These must e worn at all
tirmes., A fire drill is conducted monthby, This safety procedure is practiced s if
there were dredl fire. There is no fime to put onshoes. Providers are not atle 1o
carry all of the children.

To make sure your child's possessions are returned, and to help the Frovider with
identification of all children's possessions, PLEASE LABEL EVERYTHING.
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Diapers and Pull-Ups

Farents/Gudrdians are responsitole for the supply and restocking of diapers and
pull-ups at the Provider’s home, 1t is o good idea to purchase an extra package
to lecave at the Frovider’s home.

Y our Frovider will informn you in advance when the supply is getting low.

Emergency Procedures

Accidental Injury

In cose of accidental injury, every attempt will be made to contact a
Farent/Guardian. Ifwe cannot recach o parent, we will contact the emergency
contact personis) you howve noted onyour child's registration form and
emergency card.

Therefore, it s irmperative that we, the Agency and the Frovider dre informed
immediately of any changes in the numbers where you or your emergency
contacts con be reached.

Ifwe deterrnine that the child requires irmmediate medical care, immediate
trarsportation by an ambulance will be arranged. You will be notified to meet
the child and Frovider at the hospital. Therefore, it will be your responsibility for
any resultant expense that is not covered by insurance. Your signed consent
form with regard to this provision will be kept on file at the Home Child Care
Agency.

It is for your child's benefit and safety that you keep the Horme Child Care
Agency file up-to-date at all tirmes in regard 1o phone numibers, emergency
contact persons, change of address, new place of ermployvrment or newy
telephone numitoer for an emergency contact and all other pertinent
inforrnction.

First Aid and CPR

Al of the Froviders ernployved with Cook's Home Child Care Agency Inc. are
encouraged to hold awvalid 51, John's Ambulance/Eed Cross or equivalent First
Aid and CPE certificate at all times., We keep the safety and wel-being of the
childrer in mind at ll times.

Immunizations

Your child's hedlthis of major irmportance to all of us. Upon enrolment, o copy of
wvour child's irmrmunization record or o written affidovit excluding your child frormn
irmrnunizotion must be subrmitted for our files. 11T is recormmended That an update
rust be submitted affer every immunization booster. You can fax o copy to
(P05) 372-2441 or emcil 1o cooks.home@cooksdoycare.cd . Attention: Heather,
ECE Consultant /Home Visitor,
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Policies

Anaphylaxis

Ifwour child is at risk of anaphylaxis (life-threatening allergic reactions], you must
indicate this fact onyour child’s applicdtion formm and complete an Individual
Ernergency Response Flan. The forms are available in the office and must be
updated irmrmedicately as changes ocour.

Bullying, Harassment and Violence in the Workplace

Cook’s School Doy Care Inc. is committed to providing o work environmment in
which all individuals are freated with respect and dignity, free frorm any form of
Lullving, harassment or violence, To that end, workplace bulying, hargssrnent
and violence will not be tolerated from any person in the workplace, Cook’s
school Doy Care Inc, will toke all regsonatle measures to prevent incidents and
protect workers.

Zero Tolerance Policy Regarding Clients/Public

Although clients and memitoers of the public are not governed by this policy, the
organization does not tolerate any behaviour constituting bullying, harassment
and/forviolence to be exhibited by clients/public toward the workers of the
Crganization.

Ay client or member of the public displaying any of these behaviours may be
restricted future gccess 1o the properties of the Organization. The authorities will
e contacted s required for protection issues.

Medication
Froviders do not supply medication of any kind. Supplyving necessary
rmedication for a child is a Parental/Guardian responsitoility.

If Prowviders are not comfortfable with the administration of o certfain medication
other arrangernents will need 1o be rmade by the Parent /Guardicn.

Cnly Physicion-authorized and Frescription Medications will be adrinistered by
our Home Child Care Froviders, The only exception to this policy invohses:

¥ Childrenwho are prone to spiking high fevers ina short period of fime. A
lirnited supply of fever-reducing medication (Le., Tylenol, Temprd, etc.] moy
be kept on the premises. The Horme Child Care Provider will adrinister only
one dose of the rmedication to a child whose termperature hos risen guickly
to dllow tirme for the child 1o be picked up by his/her Farent or Guardian. The
child oy not e administered the fever-reducing medication at the Centre
and remacin in care for the doy — the child must be picked up by a guardian
Cs quickly as possible and kept home until the fever is controlled.

¥ Children who require digper credm.

¥ We donot accept non-prescription rmedications for any child (i.e. cough
Syrup, vitamins, etc.)

Earty Learning and Child Care Agency 14
“Learning through play, building friendships along the way”



Cook’s Home Child Care Agency — 2012 Parent Handbook

It hos been recommended by the Day Nurseries Branch that we NOT administer
ary kind of medication unless:

1. A Medication Form, which is supplied by Cook’s School Doy Care [Inc., is fully
completed prior 1o any medication being adrministered, including dicper
credm applications.

2. Medication s in the original contdiner.

3. PFrescription Medication states the correct child's name, medicdation narme,
dosage, tirme(s) to be given, length of fime to administer and expiry dote
noted on the pharrmacist's label, The Farent or Guardian must label non-
prescription diqper cream.

4, Alllabels are intact and ecsy to read.

. If the medication s to be administered "os necessany' (e, asthrna
redication), the parent must state, on the Agency's medication form, the
tTwpes of symptomsfreactions 1o be observed when the medication is
MeCcessary.

Parents/guardians MUST complete the medication consent form BEFORE any
medication will be administered.

Foarents must hand-deliver all medication to the Frowvider to be locked in the
appropriate refrigerated/non-refrigerated container.

@

H

For the safety of all children, ALL medication must be stored ina locked
containerwhile on the premises.

Eb Medication wil not be relecsed to o child. It rust be picked up by C
parent/guardicn.

E Itis the parent’s/guardian’ responsibility to ask for the child’s medication at
the end of the day - it is not The Provider’s responsibility 1o remind you 1o toke
rnedications horme.

NEVER LEAVE MEDICATION OF ANY DESCRIPTION IN YOUR CHILD'S BAG, PACK, or
COATROOM BASKET. ALWAYS HAND-DELIVER MEDICATION TO THE PROYIDER.

Photography
Cook’ school Day Care Inc. makes every atternpt to safeguard yvour child’s
safety at all times.

With permission, your child’s photos will be used for agency-approved activities
only (i.e., postings in playrooms, credtive activities, parent gifts, etc.). Your
permission must be granted onyour child’s application form before any photos
will e Taken or displayed of yvour child within the horne child care setting. No
permission, no display of photos.
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Fhotos cannot be sent home when they contdin images of other children.

Sirnilarky, unless you provide written guthorzation, your child will not be involyed
in army media photography. Media photography typically involves our local
newspopers and the child’s full narme is included in the caption in the
publication.

Serious Occurrence

Itis the policy of Cook's S5chool Doy Care Inc. to ensure the safety of the children
and Froviders. In the event of aserious ococurrence, during the Organization's
hiours of operation, the appropriate Ministry-directed reporting and pulblic
notification procedures will be followed.

Serious Occurrence Definition

1. Ary death of a client, which occurs while participating in asenvice.

2. Any serious injury to o client requiring rmedical freatrnent.

3. Any dlleged abuse or mistreatment of a client (including physical, sexual,
mental abuse).

4. Any situation where a client is missing.

5. Any disaster on the premises that inferferes with daily routines (e.g., fire,

flood, power outage, gas leak, carbon rmonoxide, infectious disedse where
public health officials are involyed, lockdown, etc.).

4. Any complaint about the operational, physical or safety standards of the
service that is considered serious by the service Frovider.

oAy complaint mode by or about O client, or any other serious occurrence
imvolving a client that is considered by the service Provider to be of a serious.

Eeporting and Posting o Serious Occurrence

1. Avwerified serious ocourrence is reported immediately to the
porents/guardicans, the Organization’s Administration and Bodrd Executive
Merbers, and all pertinent others (e, Folice, Fire, Childrer’s Aid). A written
report is forwarded to the County and Ministry children’s services
departrments within 24 hours of the occurrence.

2. Aserious occurrence notification formis completed and posted for a
rninirmurn of 10 days in o conspicuous place - adjgcent to the main enfrance
of the home child care settings, depending upon where the occurrence
happens.

3. If the forrn s upddted with additional information and/for additional actions
taken, the form remcins posted for 10 doys from the date of the update.

4. A cormpleted notification form s retained for at least two yvears from the date
of the occurrence and is avdilable, upon request, for current and
prospective parents and licensing and municipal children’s services staff.
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5. Persondl and private information is protected when a SOMNF s posted. No
child or Providers names, initials, ages, dates of birth are used on the posting.
Mo age group identifiers are used on the posting (£.9., preschool room).

Sleep/Rest-time

It is o Ministre-directed policy that the children howve a rest period following the
rid-doy rmeal. The rest period is not longer than two hours in length, Children
whio are unable to sleep during rest-tirme are not kept in bed for longer than one
hour and are permitted to engage in guiet activities.

The children enjoy o wvery busy and interactive doy. Eest-time gives them the
opportunity for “alone time”, Eest-tirme also allows the Frovider time to
complete tasks that cannot be accomplished when the children dre actively
imvohved in activities (i.e. cleaning & disinfecting toys, washing floors, updating
wiitten records, etc

Volunteer & Student Supervision

It is the policy of Cook’s School Doy Care Inc. to help support the safety and
wel-being of children enrolled in the centre-based program locations and
hiome child care settings rmonitored by this agency.

Cook’s School Day Care Inc. abides by Ministry regulations that indicate that
every operatorshall ensure that every child who s in attendance in o day
nursery is supenyised Dy an adult at all tinnes.

Clarification

s+  The agency dllows limited unsupervised access, by approved persons other thanthe
agency provider, who are usually present on the premises of the home child care
setting (i.e.. during an emergency situation).

s The home child care provider is responsible for informing the agency at the earliest
comvenience when limited unsupervised access, by approved persons other than
the agency provider, who are usually present on the premises of the home child
care setting (i.e.. during an emergency situation] has occurred.

s The agency will ensure that, prior to a child being placed at o home child care
setting, the agency provider will identify to the child’s parents any approved person
who has limited unsupervised access.

o |limited unsupervised access may include:
o Anemergency situdtion (il.e., one child rmay require medicdal attention)

o When the agency provider walks children 1o and from school while
vounger children dre sleeping

o When the agency provider must attend an appointrnent that cannot be
scheduled during non-cdre hours (The provider rnay be providing care for
extended daoys and hours]
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o AN approved person:
o s 18 years of age or older

o Hos reviewed and signed off on agency policies (behawiour
ranagernent, confidentiality, anaphyloxis)

o Haos proof of successfully completing crimindl background checks with the
police and children’s qid society

o Hos up-to-date irmmunization including tho-test

Workplace Health & Safety
It is our policy to moke every attempt to make the workplace safe and without
risk o the health and safety of any person. We will endecwvour to:

2 Ensure the safe use, handling, storage and fransport of chermical products.
= FProvide information, instruction, supervision and training 1o Providers.

2 Ensuresafe systerns of work are in place e.q. hygiene practices, safe use of
eduUipment.

= Ensure children, parents, visitors and memiers of The public are not exposed
To activities or agents which moy present risks to their hedlth and safety

= Establish directions and procedures for children, Froviders, volunteers, parents
and rmermtoers of the public 1o ensure health and safety.

Workplace inspections are performed To help identify health and safety risks.
Strategies are developed to address any identified potentical hazard.

Sunscreen

PROVIDERS DO NOT SUPPLY SUNSCREEN DUE TO COST AND ALLERGIES. They are,
however, responsitble for ensuring that it is applied before any outdoor
excursions during seasons of high ultra viclet roys.

All children MUST come with SUNSCREEN and a hat in summer weather and a
warm hat, extra mittens in winter weather.

Smoke-Free Policy

As of Moy 20048, Ontario developed a Nor-smoking Bylowy that includes Home
Child Care Facilities. There shall be no smoking in the home where child care
tokes place and srncking shall not happen in the yvard or garage outside when
childrer in care are present. There will be nor-smoking signs posted at the
entronces to these homes.
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Toilet Training
Again, you must supply all digpers to the Frovider foryour child., Children who

are in the process of toilet training or those prone to accidents must come to the
Frovider's home prepared with an appropricate numibber of chonges of clothing.

Flecse rememiboer to consider yvour child's comfort as well s the corvenience of
vour child's caregiver. The Frovider does not provide extrd clothing or launder
soiled clothing.

Before yvou begin the somewhat tedious adventure of toilet training, vou should
spedk with your Provider, It is important to be on the same routine and
somewyhat the same procedures. (|.e., Readiness can make all the difference in
success and using the sarme procedures). Working together with the Frovider
iy lessen the traurna of this new wventure foryvour child, vou and your Frovider,

Froviders do not rinse soiled clothing or digpers as this causes the spread of
bacteria and gerrms by way of splashing. Soilled clothing will be place in a tied
plostic bag and returned To you at pick up time.

Travel/Excursions

Mary of our Providers plon excursions for the children in care in order to provide
newy learning experiences and opportunities. (Le., Ontario Early Years Cenftre,
Fark, oo, Beach, Shopping Mall. Any trovel excursions outside the immediate
vicinity of the hormetown/area (within approximately o 40 kilometres radius)
require signed permission forrn prior to the event. Car or booster seats may be
supplied by the Agency, as required by the Highway Traffic Act.

Menus are planned based on the guidelines as outlined by the Canada Food
Guide., Only 2% milk is served 1o the children. If vour child has linnitations with
regard o ary food, e sure to inform the Frovider and note them on your child's
registration forrn and emergency card. The Parents/Guardions may e asked 1o

supphy food for a child who has nutritiondl requirernents, as specified, inwriting,
oy the child's physicion, thaot are not provided by the Home Child Care Provider.,

hildren are never forced to eat and privileges are never taken away. Children
dre encourdged to try what is provided.

For those children in care o full day and who eat table food: the Prowvider will
sUpply O mid-rmorning snack, lunch and an affernoon snack.

Farents are required to provide baty food/formuld, amy special dietary iterms
and additional snacks(s) and/or medls, as needed for the child. If desired, the
Frovider maybe poid directly to doso foryour children. If the Provider is willing
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to doso, pledse put this agreement inwriting with a copy of the agreement
forwarded to the ECE Consultant.,

With regard to overnight and weekend care, rmedls will be provided according
to the hours the child s in care.

Infant Feeding

Infant feeding should be flexible and adopted to ecch individual child's needs.

Farents are required to supply food and bottles for their child until The child s
cble to eat table food and drink from a cup.

Bottles and food supplied by the family must be labelled even if your child is the
only child in care - this is a Ministry licensing requirement.

The specific age at which foods should first be given is confroversicl. Howewver,
the gradual infroduction of solid foods, beginning sometinme between four to
eight months, is essenticl for optimum growth and developrnent. The

Farent /Guardicn, in consultation with the child's doctor, will determine when 1o
infroduce solids to the infant's diet. This inforrmation will be provided and
recorded on the Infont Feeding Chart, If yvou howve not received one with yvour
registration package, plecse ask for one, as your Frovider will need this before
cdre beging in order 1o keep the child on his/her regular schedule. These feeding
instructions will need to be updated on o regular basis in consultation with your
Frowvider.

The chart provided on the next page offers feeding recormmendations from the
Ministry of Health.

MINISTRY OF HEALTH GUIDELINES

AGE FOOD REASONS FOR INTRODUCTION
4104 lron-enriched infant Frovides o dietdry source of
months iron.
Cered| Avoid depletion of infant's iron
stores.
109 Fureed wvegetalbles Frovides dietary source of
rnonths vitamins, minerals and energy.

Infroduces neyy food flon ours
cnd starts setting basis for good
ecting hobits.

Fureed meat, fish, and poultry, | Frovides additiondl protein.
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MINISTRY OF HEALTH GUIDELINES

AGE FOOD REASONS FOR INTRODUCTION
&1o 9 Eog volk, vogurt, cottage Irom for rapid groweth.
rnonths cheese, pureed well-cooked
(continued) Iegl_:lmes (i.e., beans, peas, and
lertils).
Dried bread products {i.e., Encourages chewing when
rusks) teeth erupt
1o 12 Mashed 'family' foods without Introduces texture of foods
rmonths sugar, butter, margarine, salt or | other than pureed.

other seqsonings.

Finger foods (i.e., peeled fruit or | Encourages chewing,
cooked vegetable and pieces | coordination, and

dry toast or mild cheeses). independence.
Egg white (delay until 12 Ecrlier introduction right
rhonths) precipitate an allergy

Cur godlin child care is to assist the child to achieve asense of self-discipline by
accepting the conseguences of his/her own behaviour or actions. Limits are set
with not only the health and safety of the child in mind, but also the kinds of
discipline used at horme, Our godlis To complirment whot the parent is doing,
not replace if.

The Ministry provides stringent guidelines with regard to discipline, The program
is desigrned to allowy the child to know what is expected. Consistency on the
part of the Provider cllows for the child 1o develop a secure feeling.

We encourage the child to verbdlize the feelings of frustration and anger. If this
iz not possible, a reminder is given.

If the concern persists, the child is re-directed to another activity. If the problem
iz not resolved, the child is removed from the play situation for some "fime-out" to
calrm dowen and think about what hos hoppened. The child is asked 1o sit,
quietly off to the side, facing the activity (tosee what funis being missed) for o
short tirme. The Provider will returm o talk 1o the child to ensure that it is clearky
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understood why this medsure of discipline was undertaken and the child will
return 1o the play situation.

Cook’s Horne Child Care Providers sign a Behawviour Management Declaration
Formn before child care placernents are made.

ARRIVAL AND DEPARTURE PROCEDURE

For obwvious safety reasons ALL children must be escorted INTO the Frovider's
horme by Parent/Guardian who must informn tThe Frovider of arrval. Sicnilarly, you
rnust inforrn the Frovider when you are departing and escort your child from the
Frovider's home.

Upon arrival, inforrm the Frovider of any relevant information concerning your
child's wel-being. There may e something that hos upset yvour child, either at
hiome or on the way to the Provider's, If so, please be sure to inform the
Frovider, so your child moy be attended to appropriately. The Provider will
midke every effort 1o keep vou up-to-date onyvour child's prograss, adjustrnents,
difficulties, etc. on an ongoing basis. Do not hesitate to discuss any matters of
importance to you and your child (i.e., perhaps hefshe did not howve g good
nights sleep, etc.).

Al s rernernitoer 1o say good-tbye To vour child when vou are dropping
birnfher off, If your child appears upset when yvou ledve, you miay wish To
telephione later in the day to edse vour mind. Lengthy goodibyes offen just
prolong the inevitable, Adjustments 1o new environments can be difficult for
oth the child and the Parents. If possible, we welcome yvou to come and
spend some Time with your Provider so that you can feel comfortatble leaving
yvour child.

Custodial Arrangements

FLEASE BE ADYWISED, in situations where there are custodial concermns, The Home
Child Care Agency rmay not refuse the relecse of a child fo a parent at the
request of The other parent unless we have dlegal docurnent on prermise in the
child's file, specifically outlining the custodial arrangerents to this effect.

If o concern has been brought forth by one of the parents about the other
Farent and an agreement is not vet in place, we will atternpt to detain the
person of concern unftil the other Parent arrives. We cannot legally refuse the
pick-up of a child by o Farent without custody arrangements stating this at our
disposal. With the safety and well-being of the child in mind, plecse be prompt
with providing all necessary documents tThat will dlleviate such problems.
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Avuthorization to Pick Up Your Child

Mo child will be relecsed to a person who hos not been authorized 1o do so by
the child’s Parent /Guardicn. We MUST receive written orverbal guthorization for
changes. If possible, introduce your back-up personis) to the Provider, If thisis
ot possitle, e sure to inforrn this person o provide photo identification to the
Frovider when picking up the child.

If no photo identification is available the child will not be released.

FLEASE BE INFORMED, in the event that any person(s], Parent or Guardicn, or
cuthorized person arriving to pick up their child, whom our Provider consider to
be unable to legally operate awvehicle, the following steps will be taken:

At request of the person who is picking up the child, the Provider will arrange
cditernate transportation. (Le., call o family rmermtoer, 4 friend, a Taxi, etc.)

If the person picking up the child chooses not to accept the arrangernents of
diternative fransportation and chooses to operate a wvehicle, the locdl police
detachrment will be informed imrmediatelhy.

Flecse keep inrmind that our policies dre designed solely for the protection of
YOUR children.

Ddily communicationwith the Provideris important to dllowy you to be aware of
vour child's adjustrment, progress, involqemment, etc. Allow vourself tirme to discuss
your ideds, suggestions, concerns, etc.

Y our Frovider dppreciates vour efforts for a few rmorments in your busy schedule
to chat about your child's day or arnything special that might reflect his/her
rnood or behaviour. They like 1o help enhonce the good experiences 100, The
Frovider, ECE Consultant and/or the Executive Director are at yvour disposal to
discuss any concerms. We are alvwoys open to input, suggestions, and new ideds.

Resources for Parents

It vou wish 1o obtain information on o particular topic, we will attermpt to provide
what you require, We may be able to give you information atbout o person,
dgency, or serdice That may be of assistonce to yvou if we dre not directly able

to doso. We hove a nurmber of resources and pamphlets on hand for yvour use,
Ifwe hove something you dre interested in having a look at, you are welcome
to borrow what you need.

Whien you enroll vour child with us, we accept the responsibility of giving you
gssistance with special needs in relation to your child's adjustrnent, growth and
developrnent. If yvou wish o arrange for conferences with the ECE Cornsultant,
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we will Ao so upon request. Y our child will be given rmaximum considerdtion s
anindividual, Frograrms are planned to meet the developrmental and
educdtiondl needs of the children and families we serve.

Qccasionally the Child Care Centre is involved in activities tThat may reguire the
additional assistance of volunteers. When such occasions arise, please make

everny effort to offer your assistance.

To followy is o list of functions/activities for which Farent /Guardian/Farmily
involvernent is critical to assist Cook's school Doy Care Inc. with ensuring that our
standard of quality and service to the families we serve is maintained.

1. Becoming amemitoer of the Cook's school Doy Care Inc. Board of
Directors (which includes Farents and Cormrmunity Mernbers) or a memtoer
of 4 Board Committes (which includes Parents, Cormmunity Memiers,
Child Care Centre 5taff, and Home Child Care Providers), Mermbers must
successfully complete background checks with the Folice Departrment
dnd Children’s Aid Society.

2. Attending the Annuadl Farent Meeting (usually once peryear - June] and
cll special meetings organized to benefit yvour childocdre service.

3. Assisting with fundraising activities: Bingos, Eaffle Tickets, Flant Sales,
Chocolate Sales, Golf Tournament, efc.

Flease keep us in mind when you are disposing of your BEAUTIFUL JUMNEK. What
oy seerm like JUMNEK to vou could be aninteresting addition o our dramatic
play ared or g piece of some child's armozing sculpture. Before you throwy it
crycly, sk us if we could use it

Living Arrangements
At no time should ary mermtoers of farilies enrolled with Cook's Homne Child
Care Agency reside with the Hormme Child Care Frovider who cares for their child.

The Ministry stipulates that no child shall be in the Horme Chilld Care Provider's
care for more than a 24-hour period at one time.

Y our child care arrangements Toke place in a home environrment. 11 is
sometirnes egsy 1o forget that it is the horme of the Frovider, There are
circumstances where this must be respected. One of these is authorization of
whio may enter the home, 1T stands to regson that just s you expect 1o govern
whio is in your home, the Frovider expects to do the sarme. The Farent/Guardian
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st obtain approval from the Home Prowvider prior 1o organizing wvisitor
arrangerents. The Frovider should receive the reguest no later than 24 hours
prior 1o the visit. The request moy not be approved if the Provider is not
comfortable with the arrangerments. The Frovider will informn the office of ary
Visit requests.

Under no circurnstances is the Frovider 1o legve the child unattendaed during the
visitation in herfher home, In the event that the visit is to Take place outside the
Frovider's home, written aguthorization frorn the Farent /Guardian must be
submitted prior 1o the event, thus relieving the Frovider of any responsibility to
the child during the visit. (l.e., Uncle Bolo is picking Sarah up for lunch at 12:00
.. todory. He will return her to the Frovider's horme at 1:30 pan.).

Y our child will be marked out as having left the home and marked in as hawving
returned to the home when pick up and drop off occur, This clleviates ary
Frovider responsibility for the children during the wisitation fime for insurance
pUMDosEs,

Flecse be awdare that both the Frovider and the Agency have the utmost
concern foryvour child’s safety and well being.

It is our policy to discourage children frorm bringing toys from home. Aside from
those special "things" needed during o child's adjustrnent to his/her new Horme
Child Care experience, dll other tfrecsures should not come to the Frovider's
hiome. Problerms with missing or broken toys and sharing situations quite often
drise.

If the child hos a special blanket or toy hefshe likes to rest with, it is acceptable.
Fledse consult your Provider before ringing arny iterns from home.,

Your assistance in this matter is gredatly apprecicted.

In the event that o Farent/Guardian chooses to send a specidl treat to the
Frovider's home for their child you oy want to consider the other children who
will e present in the Provider's horme 1o avoid hard or aw kv ard moments,
Sharing is animmportant aspect of children’s developrnent.

Cook’s Horne Child Care Agency is designed To care for those children who dre
Jwwesks 1o 12 years. We welcome all children who moy benefit from our
Frogram in this age group. Children are encouraged to be themsehes and
hiave respect for others.,
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TWO WEEKS ADVANCE WRITTEN NOTICE s reguired if yvou plan to

TEMPORARILY or PERMANENTLY withdromw your child from our
program.

Your regular schedule will be biled 1o vour account until this office
recelves this notice inwriting. You may fax it 1o (F05) 372-2441.

WACATIONSSICK TIME CANNOT BE USED IN LIEL OF WITHDRAWAL
NOTICE.
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FEE GUIDE: danuciry 2, 2012 o Jonuary i, 2013

ANNUAL REGISTRATION FEE: $20.00 PER CHILD or $30.00 PER FAMILY
(DUE UPON ENROLLMENT AND EVERY JANUARY 18 THEREAFTER)

INFANT & TODDLER: 3 WEEKS TO 2 172 YEARS 1STCHILD | ADDITIONAL
Full Day Daytime {5-10 hours) $37.00 £35.00

Weekend Overnight: Fri, Sat, Sun (8- 14 Hrs) $70.00 $63.00
PLEASE SPEAK WITH THE ADMINSTRATIOMN REGARDING FINANCIAL ASSISTANCE.
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