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PARENT HANDBOOK
HEartFarTs

Medication

Your Provider must have @
completed Medication Form
before any prescription
medication is administered to
your child. Non-prescription
medication is not administered
and Providers do not supply
medicaficn... See Page 19 for
details.

Pre-Avuthorized
Debit (PAD)

All of the families
enrolled with Cook's
School Day Care Inc. are
required to register with
Pre-Authorized Debit to
have childcare fees _ b |
automatically withdrawn | ™7 FeuR CRILPS HoMe AWAR Feon ™
from your personal - e/ -
savings or chequing
account... See Page 11
for details.

Receipts

Your child care income tax
receipt will be mailed to you
with your account upddate in
February of each year... See
Page 14 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 Cook's School
Day Care Inc. receives this notice and you have free vacation time remaining... See Page 10
for details.

Anaphylaxis |- 7 Vacation/Free Off-

Time Policy

For Children in Senior Kindergarten
and Younger (At January 3, 2017):
Each child is allowed up to three
weeks vacation tfime. No
payment is required for this off-
fime only when fwo weeks

Policy

Is your child at risk of @
life-threatening
dllergic reaction? You
must indicate this on
your child's
registration form and

complete an advance notice in writing is
Individual Emergency given... See Page 10 for details,
Response Plan... See including off-time for school-age

Page 19 for details. children.
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M550 NESITIATEMENITy

Cook’s School Day Care Inc provides quality home and
centre-based early learning and child care for the families in
our community in a safe, engaging and inclusive environment
that promotes friendship and life-long learning.

FIFEEE T i BS U} TR

INRODUGIHON

Cook's Home Child Care Agency, a division of Cook's School Day Care Inc, has been

successfully operating since 1987. Cook's School Day Care Inc is a not-for-profit
charitable organization.

Cook's Home Child Care Agency employs an Early Childhood Education (ECE)
Consultant who will visit and inspect each home regularly on a drop-in basis. Qur
Executive Director can be contacted to help with any communications. Qur
Administrative Support/Bookkeeper handles the financial matters.

The ECE Consultant/Home Visitor interviews all Providers. Providers and any person
eighteen (18) years of age or older, residing in the home must successfully complete a
criminal reference check with both the Police and Children's Aid Society. |In addition,

each Provider must abide by all the policies and procedures of the Agency and the
Day Nurseries Act.

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

Qur godl is to provide opportunities for being with other children in a setting conducive
to the development of wholesome, social relationships both with caregivers and other
children. Meaningful play experiences are offered based on the children's needs,
interests, limitations and abilities. Our intent is to provide quality care for children and
provide opportunities to build important foundations for future skills and pursuits.

Wage Subsidy funds are provided by Northumberland County to assist Cook's programs
with establishing and maintaining adequate compensation levels for employees and
payments made to home child care providers.

Early Learning and Child Care Agency S
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ENROLCMENT;

REGISTRATION

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

BEFORE a placement is arranged and a child may begin care, the following
information must be supplied to the Agency office:

* Completed application form and white information card for each child being
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 documents relating to the custody of the child/ren being enrolled, if
applicable.

% The completed pre-authorized debit form and banking information.

% The completed Individual Emergency Response Plan for every child being enrolled
who may be atrisk of anaphylaxis (life-threatening allergic reactions).

NOTE: The original application (detailed form) is kept in the Agency office at all times.
A copy of the application and the white 2-sided information card is kept with
your child's Provider at all fimes.

Information update forms and handbooks are distributed to all families on or about
every January 1st. The information forms must be completed and returned in the time
directed to ensure current information is always on file.

FEES

A copy of the current Fee Guide is provided in the back of this handbook.

Your child care fees are used 1o pay our ongoing expenses: primarily provider
payments, office space expenses, storage costs, program eqguipment & supplies, office
supplies, etc.

The amount we collect in fees is stretched to the limit making it essential for us to
fundraise to cover the costs for enhancements to our programs.

REGISTRATION FEES: UPON ENROLLMENT AND EVERY JANUARY 157
BEFORE a placement is arranged, all families are required to pay a non-refundable
REGISTRATION FEE ($20.00/child or $30.00/family). The Registration Fee must be paid

upon enroliment by pre-authorized debit and every January 15t thereafter while enrolled
in our Programs.

Early Learning and Child Care Agency 6
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This fee assists with covering administration costs.

If you must temporarily withdraw from the Program for a period of time, you are
required to pay the REGISTRATION FEE upon return to the Program unless the minimum
fee or holding fee is paid 1o hold and guarantee your child's placement.

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 Daytime rate is charged when your scheduled day begins before noon and
is 5-10 hours in length.

® The Half Day (up to 5 hours) rate is charged when your scheduled day begins before
noon.

® The Full Afternoon/Evening Shift rate is charged when your scheduled day begins at
noon or after and is 5-10 hours in length.

® The Half Afternoon/Evening Shift (up to § hours) is charged when your scheduled day
bbegins at noon or after.

If you require further explanation of the guide, please ask.

INEORM MO NFECHANGES

Although all forms will be updated annually (approximately January 1), you must inform
the office of any and all changes as they occur. We must ensure that all information
remains up-to-date and valid. A revised Parent Handbook will be distributed with
application update forms every January.

All changes to the information you have provided on your child's application
form/information card must be submitted to the office on the form provided by Cook’s
School Day Care Inc as soon as possible.

BEUNDRASiNGR/ECHRRGIINBEEIDO NN ONSS;

Cook's School Day Care Inc is a NOT-FOR-PROFIT, CHARITABLE Organization. Any
person or group who donates goods and/or services will receive a tax receipt for the
value of such (which can be used for income tax deduction purposes).

Bingo Fundraisers provide the most profitable return for our fundraising efforts.
Fundraising activities assist us with keeping our fee increases to a minimum and the
purchase of program supplies and equipment.

To that end, ALL families are ENCOURAGED to either:

Early Learning and Child Care Agency 7
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1. Assist our Fundraising Committee with running one (per family) of our
FUNDRAISING BINGO EVENTS during the period January 15 to December 31+, or

2. Pay a $50 per child annual fundraising fee each January. This fee, for which a tax
receipt is issued, is also used to assist with keeping our fee increases down and to
assist with the purchase of program supplies and equipment. The amount of $50
per child has been set high because we do not want parents to choose this
option - we want and need Bingo help.

Please read on for more details about Bingo duties, etc...

TIPS FOR BINGO VOLUNTEERS

1. IT'S ALOT OF FUN - believe it or not!ll We can refer you to people who have
dlready assisted us to affirm that “IT'S REALLY NOT THAT BAD".

2. You are given a great opportunity to meet other families and friends of Cook's
School Day Care Inc

3. "FREE" childcare is provided when helping with a matinee (1pm) bingo if
advance notice is given.

4. The Bingo events are held at Bingo Country on Division Street in Cobourg (behind
Sine's Flooring).

5. Snacks are provided for assisting volunteers.

6. You will help with selling Bingo cards, calling back winning Bingo #'s to the Bingo
Caller, and general clean-up of the play area (an Employee - usually Heather
A'Court - and/or Board Member of Cook's will be present to give guidance, if
needed).

THE BINGO VOLUNTEER'S COMMITMENT

When your family (guardian, family member, and/or friend) chooses to assist with a
fundraising bingo, you MUST:

1. Schedule the date selected with the Administration (Heather A'Court).

2. YOU ARE COUNTED ON TO SHOW UP on the date and time you book or provide a
replacement volunteer in your place.

3. If you or areplacement volunteer does not show up on the date and time you
schedule, a second chance to volunteer is not granted. Payment of the $50 fee
per child is due immediately if you fail to fulfill your commitment 1o help.

4. Questions or comments may be directed 1o Heather A'Court, our Fundraising
Committee Chairperson, or the Executive Director, Lynn Stubbings.

Early Learning and Child Care Agency 8
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HOURSEANDIDNSEOFJORERMNIGION

HOURS OF OPERATION

Providers offer flexible hours of care. Some offer full fime and/or part time hours of care.
Care may be available days, evenings and/or weekends to try to meet the needs of all
our families.

Hours of care are contracted with our Providers before care begins. The contracted
hours of child care are stated on the registration form and agreed upon by the
Provider.

STATUTORY HOLIDAYS / DAYS OF CLOSURE
The Home Child Care Agency office is closed ALL STATUTORY HOLIDAYS:

¥New Year's Day (January 1) ¥ Family Day (February — 39 Monday)
¥ Good Friday (April) ¥ Victoria Day (May)

¥ Canada Day (July 1) ¥ Civic Holiday (August)

¥ Labour Day (September) ¥ Thanksgiving Day (October)

¥ Christmas Day (December 25) ¥ Boxing Day (December 26)

Provider's 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'S REGULARLY
SCHEDULED DAY.

SICHEDULES:

SCHEDULES

Child Care Schedule Request forms are provided for families to specify, in advance, the
days and hours of care required. Each form covers an approximate two-week period
with the deadline it is due 1o be completed and submitted to the office clearly stated
on the bottom. The form is available in your home child care office and on our website
www.cooksdaycare.ca (Application Forms & Handbooks tab).

Pre-Authorized Debit amounts are calculated directly from the information you provide
on your schedule request form. You are responsible for FULL PAYMENT of the schedule
you submit and any approved extra days you may require.

Extra days must be approved 1o ensure space is available. Because we adhere to strict
Provider:child ratios and space requirements in the home, NEVER arrive unannounced
without prior approval — your Provider may not be able to accommodate an extra
child.

Early Learning and Child Care Agency 7
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CHANGES TO SCHEDULES

Requests for changes to schedules or requests for vacation/off-time must be submitted
to the office on the change of schedule form (available from the Agency office) two
weeks before the change occurs.

Cook's School Day Care Inc will make every attempt to accommodate requests for
changes to schedules. The ECE Consultant/Home Visitor and your Provider must
approve changes in your schedule.

There will be no credit for unused days unless we receive at least TWO WEEKS ADVANCE
WRITTEN NOTICE of a schedule change and you have free vacation time remaining.

MINIMUM ATTENDANCE PER WEEK

All children are required to be scheduled for a minimum of one (1) day per
week. If your child attends less than the required one (1) day in the week,
you will be billed for one (1) day.

VACATION / FREE OFF-TIME POLICY

Requests for vacation/off-time must be submitted 1o the office on the change of
schedule form {available from the Agency office) two weeks before the change
occurs.

FOR CHILDREN IN SENIOR KINDERGARTEN AND YOUNGER (AT JANUARY 157)
Each child will be allowed up to three weeks of "free" off time each year (January 15t to
December 315t). The number of "free" days off to which you are entitled is based on
the average numbser of days your child attends the program.

If your child normally attends:

< 5days / week, the child may be absent 15 days for which no charges apply.
S 4 days / week, the child may be absent 12 days for which no charges apply.
< 3 days / week, the child may be absent 9 days for which no charges apply.
< 2 days / week, the child may be absent 6 days for which no charges apply.
S 1 days / week, the child may be absent 3 days for which no charges apply.

FOR CHILDREN IN GRADE ONE AND OLDER (AT JANUARY 15T)
< School-age children, Grade One and older are not granted "“free" off days during
the school year.

< No fees apply for any child, grade one and older, not scheduled to attend during
the Christmas 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 year will require payment of the full regular fee.

Early Learning and Child Care Agency 10
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< While we do appreciate and need nofice for odd days off for appointments, school
trips, etc. you will be billed the full regular fee for the days to cover your child's
space.

< During summer break, you book and pay for only the days you require. You must
clearly indicate on, sign and submit the summer calendar by the deadline to confim
the days you need. Two week's noftice, in writing, is required to change your
schedule.

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

RPANMENTRFO BiCi ES;

PRE-AUTHORIZED DEBIT PLAN

All of the families enrolled with Cook's School Day Care Inc are required to register with
Pre-Authorized Debit to have childcare fees automatically withdrawn from your
persondl savings or chequing account.

Upon enrollment, you will receive a PRE-AUTHORIZED DEBIT (PAD) AGREEMENT form on
which to complete your banking information and to specify how often you wish
fransactions to occur. After completing this form you will receive a PRE-AUTHORIZED
DEBIT (PAD) CONFIRMATION form that clearly outlines the detqils of your Agreement
with Cook's School Day Care Inc. If the need to address an overpayment or an
outstanding amount due arises, you will receive a PRE-AUTHORIZED DEBIT (PAD)
AGREEMENT TO ADDRESS AN OVERPAYMENT OR BALANCE DUE form. Please refer to the
samples at the end of this section.

Please be assured that you can always contact the office to confirm the amount of the
fransaction. Be advised that the file containing the amounts of the funds being
withdrawn from your account is forwarded to the bank by 2pm on the last day of the
month (for the 1st) and on the 14t of the month (for the 15th). Required changes
identified after the 2pm deadline will be addressed at the next transaction date.

The office must be informed of any changes to your banking information immediately.
The completion of a new PRE-AUTHORIZED DEBIT (PAD) AGREEMENT and PRE-
AUTHORIZED DEBIT {(PAD) CONFIRMATION form will be required.

If at any time you need to discuss your payment plan — WE ARE ACCESSIBLE! You are
welcome fo call to ask questions or make an appointment to stop in and meet with us.
Please understand that our phone lines are often busy. Your call is important — always
leave a message if you cannot get through. We receive and respond to messages as
quickly as possible. If you wish, please call back.

Although childcare fees may no longer be paid using cheque or cash, fundraising items
may still be paid for using cheque or cash.

Early Learning and Child Care Agency 1
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HOW WE CALCULATE WHAT YOU OWE

PAYMENT METHOD #1 (PAYING ONCE PER MONTH ON THE 1¢ OR THE 15th)

Based on the schedule you submit

< The amount for the 15t of the month will pay for care scheduled from the 2nd of that
month to the 1st of the following month or

< The amount for the 15t of the month will pay for care scheduled from the 16th of that
month to the 15" of the following month.

PAYMENT METHOD #2 (PAYING TWICE PER MONTH ON THE 15t AND THE 15th)

Based on the schedule you submit

< The amount for the 15t of the month will pay for care scheduled from the 2nd of that
month to the 15th of that month and

< The amount for the 15t of the month will pay for care scheduled from the 1é6th of that
month to the 1st of the following month.

Adjustments for a particular period (overpayments or underpayments due to changes
in schedules) will be made on the next fransaction date. It is your responsibility to make
certain that we are fully aware of your care needs in advance to assist with ensuring
accuracy in our calculations.

FUNDS NOT AVAILABLE

Each time a transaction cannot be completed on the first attempt (insufficient funds),
you will be charged a $15 administration fee. This $15 charge will be added to the
childcare fees calculated for the next pre-authorized payment date.

We have contracted with the bank to make one attempt to secure the funds within two
business days after the transaction fails.

We will make every effort to notify you that a second attempt to receive payment for
services will occur. If the second attempt fails, you will be notified immediately to cover
all fees plus an additional $30 administration fee. You may e asked to pay for services
in advance using cash or certified cheque. You risk losing your childcare space if
payment for your child's care cannot be secured. Our final measure in securing
payment is to involve the local collection agency.

STOP PAYMENTS

If you stop payment on a scheduled fransaction, you will be charged an automatic $30
service fee. You will risk having your child care service discontinued if you stop a
regularly scheduled payment that covers the costs of your child's care.

PARENTS MUST SIGN THE PARENT/GUARDIAN AGREEMENT FOUND ON THE APPLICATION

FORM, ACCEPTING RESPONSIBILITY OF THE FINANCIAL ARRANGEMENTS AS STATED IN THIS
HANDBOOK, BEFORE WE WILL ACCEPT YOUR CHILD/REN'S ENROLLMENT.
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ACCOUNT UPDATES

You will receive an account update approximately once per month to keep you
informed as to the status of your account. Keep in mind that this is only a statement of
your account status.

If you have any questions or concerns regarding your account, please call the Agency
office during the hours from 8:00am and 5:00pm, (905) 372-5926. The Providers take care
of the children not the financial arrangements.

SAMPLE ACCOUNT STATEMENT

Parents must request to have account statements printed. Remember:. An account
statement is not a bill.

A sample of an Account Statement follows. An imaginary daily fee of $51 for the year
2099 has been used in the example. Short captions have been added to help to
explain what you will see on your account statement.

COQK'S CHILD CARE PROGRAM

700 D'Arcy street,

Building 18, Unit 31

Cobourg, Ontario. K9A 5T3 Cobourg, Ontario. KA 5Pé

Phone: 05-372-4525 Fax: ?05-372-3227 Phone: 905-372-2143 Fax: 905-372-2441

Email: cooks.on.darcy@cooksdaycare.ca Email: vic.park@cooksdaycare.ca
TR Email: cooks.home@cocksdaycare.ca

STATEMENT

To: SMITH, JACK & JILL = ,‘::Chﬂdren's Names STATEMENT DATE: O1 FEB 2012

C/o Jane & John Smith — Farrily's

1 Any Street < PS&?;//?U:J;;;S COCW‘ZU@ 'Account Number: SMITH JJ
Ahy Town, Ontario K9A 143 - ode

VICTORIA PARK CHILD CARE CENTRE
COOK’S HOME CHILD CARE AGENCY
172 Queen Street

COOK'S
SCHOOL

Date Ref # Description Amount Balance
31 Dec 2098 | DEPOSIT | PRE-AUTH DEBIT: Jan1-15, 2099 48%.00- 489.00-
03 Jan 2099 | REG.FEE | REGISTRATION FEE: 2099 30.00 459.00-
03 Jan 2099 | BILLING | 03-07 JAN 20%%:5 DAYS 255.00 204.00-
10 Jan 2099 | BILLING | 10-14 JAN 2012:4 DAYS 204,00 0.00
14 Jon 2099 | DEPOSIT | PRE-AUTH DEBIT: JAN15-FEB1, 2012 510.00- 510.00-
17 Jan 2099 | BILLING | 18-22 JAN 2012:5 DAYS 255.00 255.00-
24 Jan 2099 | BILLING | 24-28 JAN 2012:5 DAYS 255.00 0.00
TOTAL DUE N\ OVERPAID 0.00
Ret # column tells
S= T PRy Balance
you in one word if Desc‘:rlghon co\ump fells Amount column b o
the amount to you if the Qmounli in the column runting
follow in the Amount column is indicated all total of
Amount column is poymer?t, b\ll\mg, frip armcurils whatt Is due
a billing, trip fee, fee, registration fee, billed and or pvamaid
registration fee, efc. paid. Overpoymé
elc. Payments are nts are
followed by followed by

WWW.CooKsddycare.ca
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RECEIPTS

A receipt for payments made for child care fees made for the year will be issued on or
before February 28th to attach to your income tax return.

A separate receipt is issued for the value of any charitable donations made 1o the
Organization during the year. Many thanks fo those who are able to make donations of
goods, services and/or cash to Cook's School Day 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 at the Agency office - 172 Queen
Street, Cobourg.

Please allow 24 hours for processing.

HOLDING FEE — ONLY IF YOUR PROVIDER IS
AGREEABLE

If your intention is to return to care with the same Provider the minimum fee equal to
one day per week must be paid. This fee will be applied to your account in order to
secure your child's spaces with your current Provider. Paying this fee ensures that no
other placements will fill your child's spaces when your child returns If paying the
minimum fee (one day per week), your child may attend one day per week if you
choose rather than withdraw.

These arrangements will need to be collaborated with both the Provider and the ECE
Consultant.

In the event that you must TEMPORARILY WITHDRAW from the Program, you must submit
TWO WEEKS ADVANCE WRITTEN NOTICE.

DISCOUNTS AND FINANCIAL ASSISTANCE

As per the financial arrangements at the back of this handbook there is a discounted
rate for the benefit of those families who enrol more than one child in our program.

If you feel you may require financial assistance to pay your child care costs, please
contact Northumberland' County Department of Social Services at

(?05) 372-1003 or 1-800-354-7051. A needs assessment will be conducted fo determine
your eligibility for obtaining assistance.

OVER-TIME CHARGE

PROVIDERS MAY CHARGE AN OVERTIME FEE OF $5.00 PER EVERY MINUTE OR PORTION
THEREOF, OVER AND ABOVE THE CONTRACTED HOURS OF CARE (according to the
Provider's clock].
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< Over-time charges are billed through your child care account. 100% of the fee will
be paid to your Provider. Parents are required to provide written authorization for the
amount to be added 1o the next scheduled pre-authorized debit transaction. An
email to the Agency is acceptable (cooks.home@cooksdaycare.ca). Anincome
tax receipt can be issued for over-time fees.

< Inthe event that a Parent/Guardian is going to be later or earlier than the scheduled
time a courtesy call must be placed to inform the Provider.

< Insome cases the Provider may not be able to accommodate this extension of time
if she has appointments, efc. The Providers are very flexible but please remember
that they do have their own families.

< Itis extremely important that we all work together to develop and keep an open,
congenial relationship between Providers and Parents/Guardians.

IMPORTANT

< If no parent/guardian has arrived 1o pick-up your child within a half hour of your
expected time and we cannot reach you, the persons you have indicated as
persons to whom your child may be released (on the child's application form and
information card), will be contacted to pick up your child.

< If Cook's School Day Care Inc cannct reach you or your emergency
contact/dlternate release people at a half hour after your expected arrival time, we
will contact the local authorities at that time.

HEAGTHS AR RINENNDRW ECISBE NG

ACCESSIBILITY STANDARDS FOR CUSTOMER SERVICE

Cook's School Day Care Inc strives at all times to provide our service in a way that
respects the dignity and independence of people with disabilities. We are committed
to giving all people the same opportunity to access our service. Our complete policy is
available upon request or can be found on our website at
hitp://www.cooksdaycare.ca/access.htm.

Cook's received areport in January 2012 from Access Ontario indicating we are fully in
compliance with the Provincial standards.

A copy of the report is available upon request and on our website at
http://www.cooksdaycare.ca/pdf/AccessibilityReportJan2012.pdf.

CONTAGIOUS ILLNESS
Children with contagious diseases or viruses SHOULD NOT ATTEND Home Child Care.

The ECE Consultant must be notified. The local Health Unit must be contacted if your
child has been diagnosed with a contagious disease/infection 205-885-9100.
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A child should be kept at home for 24 hours after the onset of fever or beginning
medication. A doctor's note may be requested that confirms the child can return to
care.

You will be contacted to pick up the child if symptoms of ill-health appear during the
day. Insuch cases, for the protection of the other children and the Provider, your child
will immediately be separated to another area of the home and monitored by the
Provider.

If your child becomes infected with a contagious disease/infection while not attending
Home Child Care (absent due to vacation time, the weekend, etc.), please call to
inform the Provider or ECE Consultant as soon as possible so that other families using the
same home can be noftified if necessary. It is imperative that we keep our records
up-to-date at all times.

The Day Nurseries Act stipulates that ALL children participate in outdoor activities,
wedather permitting for a minimum of two hours per day. If for reasons of ill health your
child cannot participate in these activities other care arrangements should be made
for them until they are able to enjoy all aspects of the program. The Provider may not
restrict outdoor playtime for the other children in care due the illness of cne child who is
unable to participate.

CLOTHING

Think of your child's comfort! Provide simple PLAY clothing that is free of complicated
fasteners. Playtime can be a messy time. Please provide easy 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 a variety of activities that can become quite
messy. It is a good idea to check the size of the extra clothing periodically as your child
Qrows.

PROVIDERS DO NOT HAVE A SUPPLY OF EXTRA CLOTHING
SO PLEASE SEND YOUR CHILD PREPARED.

Sweaters and jackets are an absolute must, even on the first days of fall. Life is much
eqsier if you are prepared for the unexpected. Mud suits and rubber boots are great
for wet and mucky weather.

Your child needs indoor shoes to wear while inside. These must be worn at all times. A
fire drill is conducted monthly. This safety procedure is practiced as if there were a real
fire. There is no time to put on shoes. Providers are not able to carry all of the children.

To make sure your child's possessions are returned, and 1o help the Provider with
identification of all children's possessions, PLEASE LABEL EVERYTHING.
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DIAPERS AND PULL-UPS

Parents/Guardians are responsible for the supply and restocking of diapers and pull-ups
at the Provider's home. Itis a good idea to purchase an extra package to leave at the
Provider's home.

Your Provider will inform you in advance when the supply is getting low.

EMERGENCY PROCEDURES
ACCIDENTAL INJURY

In case of accidental injury, every attempt will be made to contact a Parent/Guardian.
If we cannot reach a parent, we will contact the emergency contact person(s) you
have noted on your child's registration form and emergency card.

Therefore, it is imperative that we, the Agency and the Provider are informed
immediately of any changes in the numbers where you or your emergency contacts
can be reached.

If we determine that the child requires immediate medical care, immediate
fransportation by an ambulance will be arranged. You will be notified to meet the child
and Provider at the hospital. Therefore, it will be your responsibility for any resultant
expense thatis 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 Home Child Care Agency file
up-to-date at all times in regard to phone numbers, emergency contact persons,
change of address, new place of employment or new telephone number for an
emergency contact and all other pertinent information.

FIRST AID AND CPR

All of the Providers employed with Cook's Home Child Care Agency Inc are
encouraged to hold a valid St. John's Ambulance/Red Cross or equivalent First Aid and
CPR cerfificate at all fimes. We keep the safety and well-being of the children in mind
at all fimes.

EXTREME WEATHER CAN AFFECT OUR SERVICE

The safety of the children and staff in our programs is top priority for us!

Decisions to modify our service are given careful consideration because we fully
understand the impact the decision will have on families. The deciding factor comes
down 1o one simple statement, "lIs there real or potential risk to the children and/or
provider if we continue with the "expected"” service." If the answer is an cbvious, "yes",
a choice to modify the service, at that time, for that particular circumstance, must be
made. Every measure will be taken to inform those affected by the decisiocn at the
earliest convenience, with as much nofice as possible.

To follow are the extraordinary circumstances that can affect our service:
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< Severe heavy snowfall; families may be unable to get to the home.

< A power outage that was expected to last for a significant period of the day on a
harshly cold winter day; during winter it may be impossible to maintain a safe
temperature indoor temperature without power.

< Severe high wind warnings issued by Environment Canada may keep us outdoor
activities including walking children to/from School.

We maintain a direct link to Environment Canada and receive regular emergency
situation updates from the County of Northumberland during all seasons.

Situations involving infense heat, extreme wind chill factors, electrical storms, ice storms,
heavy rainfall, etc. do keep us from participating in outdoor activities on occasion. At
fimes, our outdoor periods are simply reduced to allow for some outdoor active play.
Again, decisions to modify our service and our programs are directly affected by any
“real or potential threat to our children's and staff's safety".

Please ensure your back-up contact people indicated on your child's application form
are current and can be reached in the event that you are not available.

IMMUNIZATIONS

Your child's health is of major importance to all of us. Upon enrolment, a copy of your
child's immunization record or a written affidavit excluding your child from immunization
must be submitted for our files. It is recommended that an update must be submitted
after every immunization booster. You can fax a copy to (?05) 372-2441 or email to
cooks.home@cooksdaycdre.cd . Attention: Heather, ECE Consultant/Home Visitor.

OFF-SITE SAFETY
APPROPRIATE BEHAVIOUR AND ACTIONS ARE REQUIRED - NO EXCEPTIONS!

Safety is a priority to us at all times!

Displaying appropriate behaviour and actions are critical to us — especially when off-
site when the potential for risk is greater. We expect and insist that all children follow
the strict safety rules we have in place at all times to help ensure that the off-site activity
is not affected because of any child displaying inappropriate behaviour or actions.

Should we have challenges with any child interfering with the safety of any off-site
activity because he/she is behaving/acting inappropriately, the parent will be informed
and it is possible that the child will no longer be able to participate in off-site activities
(including being escorted to and/or from school).

Please support us in our efforts and talk to you children about respecting our rules, the
other children, and the adults responsible for all children in our care — it is for the safety
of all that we request your assistance and support.
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POLICIES

ANAPHYLAXIS

If your child is at risk of anaphylaxis (life-threatening allergic reactions), you must
indicate this fact on your child's application form and complete an Individual
Emergency Response Plan. The forms are available in the office and must be updated
immediately as changes occur.

BULLYING, HARASSMENT AND VIOLENCE IN THE WORKPLACE

Cook's School Day Care Inc is committed to providing a work environment in which all
individuals are freated with respect and dignity, free from any form of bullying,
harassment or violence. To that end, workplace bullying, harassment and violence will
not be tolerated from any person in the workplace. Cook's School Day Care Inc will
take all reasonable measures to prevent incidents and protect workers.

ZERO TOLERANCE POLICY REGARDING CLIENTS/PUBLIC

Although clients and members of the public are not governed by this policy, the
organization does not tolerate any behaviour constituting bullying, harassment and/or
violence to be exhibited by clients/public foward the workers of the Organization.

Any client or member of the public displaying any of these behaviours may be
restricted future access to the properties of the Organization. The authorities will be
contacted as required for protection issues.

MEDICATION

Providers do not supply medication of any kind. Supplying necessary medication for a
child is a Parental/Guardian responsibility.

If Providers are not comfortable with the administration of a certain medication other
arrangements will need to bbe made by the Parent/Guardian.

Only Physician-authorized and Prescription Medications will be administered by our
Home Child Care Providers. The only exception 1o this policy involves:

¥ Children who are prone 1o spiking high fevers in a short period of fime. A limited
supply of fever-reducing medication (l.e., Tylenol, Temprq, etc.) may be kept on the
premises. The Home Child Care Provider will administer only one dose of the
medication to a child whose temperature has risen quickly to allow time for the child
to be picked up by his/her Parent or Guardian. The child may nhot be administered
the fever-reducing medication at the Centre and remain in care for the day — the
child must be picked up by a guardian as quickly as possible and kept home until
the fever is conftrolled.

» Children who require diaper cream.

» We do not accept non-prescription medications for any child (i.e. cough syrup,
vitamins, etc.)

It has been recommended by the Day Nurseries Branch that we NOT administer any
kind of medication unless:
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1. A Medication Form, which is supplied by Cook's School Day Care Inc, is fully
completed prior to any medication being administered, including diaper cream
applications.

2. Medication is in the original container.

3. Prescription Medication states the correct child's name, medication name, dosage,
time(s) to be given, length of time to administer and expiry date noted on the
pharmacist's label. The Parent or Guardian must label non-prescription diaper
cream.

4. Alllabels are intact and easy to read.

5. If the medication is 1o be administered "as necessary” (l.e., asthma medication), the
parent must state, on the Agency's medication form, the types of
symptoms/reactions 1o bbe observed when the medication is hecessary.

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

M Parents must hand-deliver all medication to the Provider to be locked in the
appropriate refrigerated/non—efrigerated container.

M For the safety of all children, ALL medication must be stored in a locked container
while on the premises.

M Medication will not be released to a child. It must be picked up by a
parent/guardian.

M Itis the parent's/guardian’s responsibility to ask for the child's medication at the end
of the day - it is not the Provider's responsibility to remind you 1o take medications
home.

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

NO-NIT POLICY (HEAD LICE)

Head lice is not considered a communicable disease and head lice infestation does
not spread disease, but it can be transmitted through head to head contact with an
infested person or through contact with personal objects (for example: combs, hats,
etfc).

In order to minimize the spread of head lice in our programs, we have a nit-free policy
in place. Children who are found to have head lice (nits and/or live lice) will be sent
home for treatment and will not be dllowed to return until they are nit free.

While parents have the primary responsibility for the detection and treatment of head
lice, we will work in a cooperative and collaborative manner to assist all families 1o
manage head lice effectively (i.e., conducting regular inspections of all children - ddily,
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weekly, monthly depending on whether nits/live lice are found in our program or an
associated school).

Talk to:
M Your children and let them know we conduct regular inspections in our programs.

M A trusted professional (doctor, pharmacist, naturopath, etc.) to determine the
treatment that is appropriate and effective for your family.

M Us. Please keep us informed if you have detected and/or have been treating your
children for head lice.

A child who was absent from the program due to an infestation will be re-admitted
after the provider has determined that no further signs of the infestation are present. Itis
important that families allow fime for the inspection upon return to the program.

PHOTOGRAPHY

Cook' School Day Care Inc makes every attempt to safeguard your child's safety at all
fimes.

With permission, your child's photos will be used for agency-approved activities only
(i.e., postings in playrooms, creative activities, parent gifts, efc.). Your permission must
be granted on your child's application form before any photos will be taken or
displayed of your child within the home child care setting. No permission, no display of
photos.

Photos cannot be sent home when they contain images of other children.

Similarly, unless you provide written authorization, your child will not be involved in any

media photography. Media photography typically involves our local newspapers and
the child's full name is included in the caption in the publication.

SERIOUS OCCURRENCE

Itis the policy of Cook's School Day Care Inc to ensure the safety of the children and
Providers. In the event of a serious occurrence, during the Organization's hours of
operation, the appropriate Ministry-directed reporting and public notification
procedures will be followed.

SERIOUS OCCURRENCE DEFINITION

1. Any death of a client, which occurs while participating in a service.

2. Any serious injury to a client requiring medical treatment.

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 interferes with daily routines (e.g., fire, flood,

power outage, gas leak, carbon monoxide, infectious disease where public health
officials are involved, lockdown, etc.).

Early Learning and Child Care Agency 21
“Learning through play, building friendships along the way”



Cook’s Home Child Care Agency — 2013 Parent Handbook

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

7. Any complaint made by or about a client, or any other serious occurrence involving
a client that is considered by the service Provider to be of a serious.

REPORTING AND POSTING A SERIOUS OCCURRENCE

1. A verified serious occurrence is reported immediately to the parents/guardians, the
Organization's Administration and Board Executive Members, and all pertinent others
(i.e., Police, Fire, Children's Aid). A written report is forwarded to the County and
Ministry children's services departments within 24 hours of the occurrence.

2. A serious occurrence nofification form is completed and posted for a minimum of 10
days in a conspicuous place - adjacent to the main enfrance of the home child
care settings, depending upon where the occurrence happens.

3. If the form is updated with additional information and/or additional actions taken,
the form remains posted for 10 days from the date of the update.

4. A completed nofification form is retained for at least two years from the date of the
occurrence and is available, upon request, for current and prospective parents and
licensing and municipal children’s services staff.

5. Personal and private information is protected when a SONF is posted. No child or
Providers names, initials, ages, dates of birth are used on the posting. No age group
identifiers are used on the posting (e.g., preschool room).

SLEEP / REST-TIME

Itis a Ministry-directed policy that the children have a rest period following the mid-day
meal. The rest period is not longer than two hours in length. Children who are unable to
sleep during rest-time are not kept in bed for longer than one hour and are permitted to
engage in quiet activities.

The children enjoy a very busy and interactive day. Rest-time gives them the
opportunity for "alone time". Rest-time also allows the Provider time to complete tasks
that cannot be accomplished when the children are actively involved in activities (i.e.
cleaning & disinfecting toys, washing floors, updating written records, etc

VOLUNTEER AND STUDENT SUPERVISION

It is the policy of Cook's School Day Care Inc to help support the safety and well-being
of children enrolled in the centre-based program locations and home child care
settings monitored by this agency.

Cook's School Day Care Inc abides by Ministry regulations that indicate that every
operator shall ensure that every child who is in attendance in a day nursery is supervised
by an adult at all times.

CLARIFICATION

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

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

Limited unsupervised access may include:
o An emergency situation (i.e., one child may require medical attention)

o When the agency provider walks children to and from school while younger
children are sleeping

o When the agency provider must attend an appointment that cannot be
scheduled during non-care hours (the provider may be providing care for
extended days and hours)

An approved person:
o Is 18 years of age or older

o Hasreviewed and signed off on agency policies (behaviour management,
confidentiality, anaphylaxis)

o Has proof of successfully completing criminal background checks with the police
and children's aid society

o Has up-to-date immunization including thb-test

WORKPLACE HEALTH AND SAFETY

It is our policy to make every attempt to make the workplace safe and without risk to
the health and safety of any person. We will endeavour to:

=
=
=

=

=

Ensure the safe use, handling, storage and tfransport of chemical products.
Provide information, instruction, supervision and fraining to Providers.

Ensure safe systems of work are in place e.g. hygiene practices, safe use of
equipment.

Ensure children, parents, visitors and members of the public are not exposed to
activities or agents which may present risks to their hedlth and safety

Establish directions and procedures for children, Providers, volunteers, parents and
members of the public to ensure health and safety.

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

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

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 May 2006, Cntario developed a Non-Smoking Bylaw that includes Home Child
Care Facilities. There shall be no smoking in the home where child care takes place
and smoking shall not happen in the yard or garage outside when children in care are
present. There will be non-smoking signs posted at the entrances 1o these homes.

TOILET TRAINING

Again, you must supply all diapers to the Provider for your child. Children who are in the
process of toilet training or those prone 1o accidents must come to the Provider's home
prepared with an appropriate number of changes of clothing.

Please rememibber to consider your child's comfort as well as the convenience of your
child's caregiver. The Provider does not provide extra clothing or launder soiled clothing.

Before you begin the somewhat tedious adventure of toilet training, you should speak
with your Provider. It is important to be on the same routine and somewhat the same
procedures. (l.e., Readiness can make all the difference in success and using the same
procedures). Working together with the Provider may lessen the trauma of this new
venture for your child, you and your Provider.

Providers do not rinse soiled clothing or diapers as this causes the spread of bacteria
and germs by way of splashing. Soiled clothing will be place in a tied plastic bag and
returned to you at pick up fime.

TRAVEL / EXCURSIONS

Many of our Providers plan excursions for the children in care in order to provide new
learning experiences and opportunities. (l.e., Ontario Early Years Centre, Park, Zoo,
Beach, Shopping Mall. Any travel excursions outside the immediate vicinity of the
hometown/area (within approximately a 40 kilometres radius) require signed permission
form prior 1o the event. Car or booster seats may be supplied by the Agency, as
required by the Highway Traffic Act.
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ROODRNNDIMENT

Menus are planned based on the guidelines as outlined by the Canada Food Guide.
Only 2% milk is served to the children. If your child has limitations with regard to any
food, be sure to inform the Provider and note them on your child's registration form and
emergency card. The Parents/Guardians may be asked to supply food for a child who
has nutritional requirements, as specified, in writing, by the child's physician, that are not
provided by the Home Child Care Provider.

Children are never forced to eat and privileges are never taken away. Children are
encouraged tfo try what is provided.

For those children in care a full day and who eat table food: the Provider will supply a
mid-morning snack, lunch and an afternoon snack.

Parents are required to provide baby food/formula, any special dietary items and
additional snacks(s) and/or meals, as needed for the child. If desired, the Provider
maybe paid directly to do so for your children. If the Provider is willing to do so, please
put this agreement in writing with a copy of the agreement forwarded to the ECE
Consultant.

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

INFANT FEEDING

Infant feeding should be flexible and adapted to each individual child's needs.

Parents are required to supply food and bottles for their child until the child is able 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 controversial. However, the
gradual intfroduction of solid foods, beginning sometime between four to eight months,
is essential for optimum growth and development. The Parent/Guardian, in
consultation with the child's doctor, will determine when to introduce solids to the
infant's diet. This information will be provided and recorded on the Infant Feeding
Chart. If you have not received one with your registration package, please ask for one,
as your Provider will need this before care begins in order to keep the child on his/her
regular schedule. These feeding instructions will need to be updated on a regular basis
in consultation with your Provider.

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

MINISTRY OF HEALTH GUIDELINES
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AGE FOOD REASONS FOR INTRODUCTION
Iron-enriched infant Provides a dietary source of
410 6 iron.
months Ceredl Avoid depletion of infant's iron
stores.
Pureed vegetables Provides dietary source of

vitamins, minerals and energy.

Introduces new food flavours
and starts setting basis for good
eating habits.

Pureed meat, fish, and poultry. | Provides additional protein.

6to9
months Egg yolk, yogurt, cottage Iron for rapid growth.
cheese, pureed well-cooked
legumes (i.e., beans, peas, and
lentils).
Dried bread products (i.e., Encourages chewing when
rusks) teeth erupt
Mashed family' foods without Introduces texture of foods
sugar, butter, margarine, salt or | other than pureed.
other seasonings.
Finger foods (i.e., peeled fruit or | Encourages chewing,
21012 cooked vegetable and pieces | coordination, and
months dry toast or mild cheeses). independence.
Egg white (delay until 12 Earlier infroduction might
months) precipitate an allergy

BEHAV QU REMNNIAGEMENT

Qur goal in child care is to assist the child to achieve a sense of self-discipline by
accepling the consequences of his/her own behaviour or actions. Limits are set with
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not only the health and safety of the child in mind, but also the kinds of discipline used
at home. Our goalis to compliment what the parent is doing, not replace it.

The Ministry provides stringent guidelines with regard to discipline. The program is
designed to allow the child to know what is expected. Consistency on the part of the
Provider allows for the child to develop a secure feeling.

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

If the concern persists, the child is re-directed to another activity. If the problem is not
resolved, the child is removed from the play situation for some "time-out" to calm down
and think about what has happened. The child is asked to sit, quietly off to the side,
facing the activity (to see what fun is being missed) for a short time. The Provider will
return to talk to the child to ensure that it is clearly understood why this measure of
discipline was undertaken and the child will return to the play situation.

Cook's Home Child Care Providers sign a Behaviour Management Declaration Form
before child care placements are made.

ARRG\V/ACINNDIDERARTUREFFROGEDURE;

For obvious safety reasons ALL children must be escorted INTO the Provider's home by
Parent/Guardian who must inform the Provider of arrival. Similarly, you must inform the
Provider when you are departing and escort your child from the Provider's home.

Upon arrival, inform the Provider of any relevant information concerning your child's
well-being. There may be something that has upset your child, either at home or on the
way to the Provider's. If so, please be sure to inform the Provider, so your child may be
attended to appropriately. The Provider will make every effort o keep you up-to-date
on your child's progress, adjustments, difficulties, etc. on an ongoing basis. Do not
hesitate to discuss any matters of importance to you and your child (i.e., perhaps
he/she did not have a good nights sleep, etc.).

Always remember to say good-bye to your child when you are dropping him/her off. If
your child appears upset when you leave, you may wish to telephone later in the day
to ease your mind. Lengthy goodbyes often just prolong the inevitable. Adjustments to
new environments can be difficult for both the child and the Parents. If possible, we
welcome you to come and spend scme time with your Provider so that you can feel
comfortable leaving your child.

AUTHORIZATION TO PICK UP YOUR CHILD

No child will be released to a person who has not been authorized to do so. We MUST
receive written or verbal authorization for changes. If possible, infroduce all guardians
and your back-up person(s) to your provider.
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PHOTO IDENTIFICATION IS A MUST

If you are sending someone to pick up your child, please ensure the person has valid
photo identification with him/her at the fime of pick-up.

A child will not be released until identification is confirmed - this may take scme time.
Unfortunately, we have experienced some upset people who have arrived to pick-up
children and we have had to detain them while we obtain verification to release a
child to their care.

There is no exception to this rule and we know you understand our position.
IMPORTANT: The person you designate to pick-up your child/ren must be at least 14

years of age and be able to supply a form of photo identification (Driver's Licence,
Health Card, Student Card, etc).

IF A CHILD IS BEING PICKED UP OR DROPPED OFF BY A TAXI

* Taxi arrangements, including costs, are the full responsibility of the parent/guardian.

* You must ensure that Cook's School Day Care Inc is fully aware of the arrangements.
We must be given the parent's / guardian's prior authorization (written or verbal)
informing us of this arrangement. Prior consent is especially important if a taxiis
picking up your child because we cannot release the child without your permission.
This nofification must specify the name of the taxi company being used and the time
the child is expected to arrive or be picked up.

* You must inform the taxi company you have authorized to pick-up or drop-off your
child, that the driver must have direct contact with the provider to confirm the pick-
up or drop-off (adult to adult transfer). The provider will not leave the group to go
outdoors to meet a taxi. If the taxi company cannot agree to the adult-to-adult
transfer, we will not allow pick-ups or drop-offs by taxi.

* |f you are using a taxi service to drop-off or pick-up your child at school, you must
ensure that the school is aware of the arrangements.

CUSTODIAL ARRANGEMENTS

PLEASE BE ADVISED, in situations where there are custodial concerns, the Home Child
Care Agency may not refuse the release of a child to a parent at the request of the
other parent unless we have a legal document on premise in the child's file, specifically
outlining the custodial arrangements to this effect.

If a concern has been brought forth by one of the parents about the other Parent and
an agreement is not yet in place, we will attempt to detain the person of concern until
the other Parent arrives.

We cannot legally refuse the pick-up of a child by a Parent without custody
arrangements stating this at our disposal.
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With the safety and well-being of the child in mind, please be prompt with providing all
necessary documents that will alleviate such problem:s.

COMMUNCMNIHON

Daily communication with the Provider is important to allow you to be aware of your
child's adjustment, progress, involvement, etc. Allow yourself fime to discuss your ideas,
suggestions, concerns, etc.

Your Provider appreciates your efforts to spend a few moments in your busy schedule to
chat about your child's day and communicate anything special that might reflect
his/her mood or behaviour. Providers like to share and help to enhance the child's
experiences.

The Provider, ECE Consultant and/or the Executive Director are at your disposal to
discuss any concerns. We are always open to input, suggestions, and new ideas.

HELP US TO BE ENVIRONMENTALLY-FRIENDLY

In an effort to cut down on the paper communications we provide for families
(newsletters, memos, reminders, notices, etc), we are requesting that families provide
an email address to which we can send our information (if internet access is available).

A spotis available on the first page of the children's information form to provide your
email address.

Because we respect and appreciate the fact that we all receive many emails each
day, the communication from us may simply be directing families to a new item posted
to our webssite rather than sending a large file to everyone. An attempt will always be
made to keep it direct and to the point.

Our email addresses are printed on the cover of this handbook. Please contact us
using email if and when it is convenient.

If Internet access is not available, we will continue 1o provide hard copies of our
information for those families.
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EARENTR/AGUANRD ENNI/AEA MY

i NG EWIEMIENT;

Occasionally the child care centre is involved in activities that may require the
additional assistance of volunteers. When such occasions arise, please make every
effort to offer your assistance.

To follow is a list of functions/activities for which Parent/Guardian/Family involvement is
critical to assist Cook's School Day Care Inc with ensuring that our standard of quality
and service to the families we serve is maintained.

1. Becoming a member of the Cook's School Day Care Inc Board of Directors (which
includes Parents and Community Members) or a memibber of a Board Committee
(which includes Parents, Community Members, child care centre Staff, and Home
Child Care Providers). Members must successfully complete background checks
with the Police Department and Children's Aid Society. The forms may be obtained
from the child care centre office.

1. Attending the Annual General Meeting. The meetings are held the in September -
notice will be provided one month in advance regarding date, time and location.
Our annual meeting presents one of the best opportunities for families to come and
learn about how our Programs are managed; learn more about their child’s care
and early education; meet other families who use our service; and spend some
time with ocur Organization's amazing Teachers and Care Providers.

Attending dll special meetings organized to benefit your child care service.

Assisting with fundraising activities: selling items provided through a fundraising
organization; assisting with Bingo's; bake / yard sales; etc.

Reminder

Any volunteer of this Organization is not permitted to smoke while involved in a function
of this Organization or while in the presence of any child/ren of this Organization during
a child care event.

WAYS TO HELP EACH OTHER

Swap. Barler. Trade. Donafe. Help each other.
You may have skills or talents that could benefit our organization. If you do, let's talk.
We have a couple of options for you to consider.

Because we are a charitable organization, we have the ability 1o issue a tax receipt for
any charitable donation (including services).

With the approval of the administration, the value of a service provided may be used to
off-set some of your child care costs.
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The Board and Administration continue to consider creative options to keep our
expenses to a minimum (without jecpardizing the quality of our Programs). We are
open to suggestions. Qur efforts are paying off and we want to continue.

We continually review our costs. In recent years, we have readlized significant cost-
savings relating to our food/kitchen expenses. We switched 1o the locally operated
Campbellford Wholesale for our bulk products and enjoy the benefits of obtaining
much of our menu and kitchen needs from Northumberland Foocd-4-All. We are happy
to announce that we are being thrifty yet continue to offer the best possible nutrition to
the children in our care.

We, too, have been able to realize some significant cost savings in other areas,
including our garbage pick-up service. It fruly is worthwhile to shop around — many
costs are negoftiable. It never hurts to ask.

If you have suggestions regarding suppliers who offer products at reasonable costs or
services with reasonable rates, please let us know. We are always on the lookout to
save where we can!

Important: When we are able 1o reduce our expenses, it can help to keep our fee
increases to a minimum. We all winl

ALSO

Please keep us in mind when you are disposing of your BEAUTIFUL JUNK. What may
seem like JUNK to you could be an interesting addition to our dramatic play area or a
piece of some child's amazing sculpture. Before you throw it away, ask us if we could
use itl

Li\ViiNGEARRANGEMENTS;

At no time should any members of families enrolled with Cook's Home Child Care
Agency reside with the Home Child Care Provider who cares for their child.

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

EARDYECH LDHO G DREDUCANIIO RENNDRCH LD

CARERWIO RIERFNEFREG ATy O NJD A

The third Wednesday, every October, is designated Ontario-wide as Early Childhood
Educator and Child Care Worker Appreciation Day. Please take the opportunity to
offer your thanks to the important person/people who provide care, education and fun
for your child every day.

A simple "thank-you" goes a long way any day of the year!
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RESIOURGESIEO RFEARENTS;

If you wish to obtain information on a particular topic, we will attempt to provide what
you require. We may be able to give you information about a person, agency, or
service that may be of assistance to you if we are not directly able to do so.

We have a number of resources and pamphlets on hand for your use. If we have
something you are interested in having a look at, you are welcome to borrow what you
need.

When you enroll your child with us, we accept the responsibility of giving you assistance
with special needs in relation to your child's adjustment, growth and development. If
you wish to arrange for conferences with the ECE Consultant, we will do so upon
request.

Your child will be given maximum consideration as an individual. Programs are planned
1o meet the developmental and educational needs of the children and families we
serve.

ViSHTORS;

Your child care arrangements take place in a home environment. It is sometimes easy
to forget that it is the home of the Provider. There are circumstances where this must be
respected. One of these is authorization of who may enter the home. It stands to
reason that just as you expect to govern who is in your home, the Provider expects to
do the same.

The Parent/Guardian must obtain approval from the Home Provider prior to organizing
visitor arrangements. The Provider should receive the request no later than 24 hours
prior 1o the visit. The request may not be approved if the Provider is not comfortable
with the arrangements. The Provider will inform the office of any visit requests.

Under no circumstances is the Provider to leave the child unattended during the
visitation in her/her home. In the event that the visit is to take place outside the
Provider's home, written authorization from the Parent/Guardian must be submitted
prior to the event, thus relieving the Provider of any responsibility to the child during the
visit. (l.e., Uncle Bob is picking Sarah up for lunch at 12:00 p.m. today. He will return her
1o the Provider's home at 1:30 p.m.).

Your child will be marked out as having left the home and marked in as having returned
to the home when pick up and drop off occur. This alleviates any Provider responsibility
for the children during the visitation time for insurance purposes.

Please be aware that both the Provider and the Agency have the utmost concern for
your child's safety and well being.
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NONSEANDESUND RS ESEEROMIHOMIE

It is our policy to discourage children from bringing toys from home. Aside from those
special "things" needed during a child's adjustment to his/her new Home Child Care
experience, all other tfreasures should not come 1o the Provider's home. Problems with
missing or broken toys and sharing situations quite often arise.

If the child has a special blanket or toy he/she likes to rest with, it is acceptable. Please
consult your Provider before bringing any items from home.

Your assistance in this matter is greatly appreciated.

In the event that a Parent/Guardian chooses to send a special tfreat to the Provider's
home for their child you may want to consider the other children who will be present in
the Provider's home to avoid hard or awkward moments.

Sharing is an important aspect of children's development.

JLICLVSE@] POLIGY

Cook's Home Child Care Agency is designed to care for those children who are 3
weeks to 12 years.

We welcome ALL children who may benefit from our Program. Children are
encouraged to be themselves and have respect for others.

Please note that the Board of Directors and Administration review the policy annually to
determine if revisions are necessary.

NORTHUMBERLAND CHILD DEVELOPMENT CENTRE - NCDC
At times, our professionals find it necessary to call upon the added expertise of NCDC to
aid in supporting children who are enrolled in our programs.

Assistance is given in a variety of ways (training, resources, and enhanced staffing
support) for a variety of reasons (physical development, behaviour management, play
therapy, occupational therapy, sensory integration, speech & language, etc).

Some support is given for the entire group while other assistance may be required for a
specific child.

Before any support is requested from NCDC for a specific child, the family must
complete a consent form.

It is the desire of NCDC and Cook's to create conditions and provide opportunities for
each child in our care to develop to his/her fullest potential.
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(WiTTHORIAW ANIYFO LG

TWO WEEKS ADVANCE WRITTEN NOTICE is required if you plan to
TEMPORARILY or PERMANENTLY withdraw your child from our program.

Your regular schedule will be billed to your account until this office receives
this notice in writing. You may fax it to (?05) 372-2441.

VACATION/SICK TIME CANNOT BE USED IN LIEU OF WITHDRAWAL NOTICE.
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REERGUsDE

January 1, 2013 to January 1, 2014
ANNUAL REGISTRATION FEE: $20.00 PER CHILD or $30.00 PER FAMILY
(DUE UPON ENROLLMENT AND EVERY JANUARY 1% THEREAFTER)

INFANT: 3 WEEKS TO 18 MONTHS 1ST CHILD | ADDITIONAL
Full Day Daytime (5-10 hours) $38.00 $36.00
Half Day (up to 5 hours) $29.00 $28.50

p Full Afternoon/ Evening Shift: Mon-Fri (5-10hrs) $48.00 $46.00

é Half Afternoon/ Evening Shift: Mon-Fri (up to 5hrs) $34.00 $32.00

ml Extended Full Day: Mon-Fri (10-14 Hrs) $47.50 $45.50

= Extended Full Day: Mon-Fri (14-20 Hrs) $83.50 $81.50
Extended Full Day: Mon-Fri {20-23 Hrs) $88.00 $86.00
Overnight: Mon-Thur (8-14 Hrs) $52.00 $50.00
Weekend Full Day: Sat & Sun (5-10hrs) $48.00 $46.00
Weekend Half Day: Sat & Sun (up to 5hrs) $34.00 $32.00

a Weekend Afternoon/ Evening Shift: Sat & Sun (5-10hrs) $53.00 $51.00

é \(/L\jgeklie;hdrsl)-mlf Afternoon/ Evening Shift: Sat & Sun $47.00 $45.00

"N Weekend Extended Full Day: Sat & Sun (10-14 Hrs) $57.00 $55.00

= Weekend Extended Full Day: Sat & Sun (14-20 Hrs) $115.00 $113.00
Weekend Extended Full Day: Sat & Sun (20-23 Hrs) $124.50 $122.50
Weekend Overnight: Fri, Sat, Sun (8 -14 hours) $70.00 $68.00

TODDLER: 18 MONTHS TO 2 Y2 YEARS 1STCHILD  ADDITIONAL
Full Day Daytime (5-10 hours) $38.00 $36.00
Half Day (up to 5 hours) $22.00 $28.50

) Full Afternoon/ Evening Shift: Mon-Fri (5-10hrs) $48.00 $46.00

é Half Afternoon/ Evening Shift: Mon-Fri (up to 5hrs) $34.00 $32.00

ml Extended Full Day: Mon-Fri (10-14 Hrs) $47.00 $45.00

= Extended Full Day: Mon-Fri (14-20 Hrs) $83.50 $81.50
Extended Full Day: Mon-Fri (20-23 Hrs) $88.00 $86.00
Overnight: Mon-Thur (8-14 Hrs) $52.00 $50.00
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TODDLER: 18 MONTHS TO 2 %2 YEARS (contfinued)

1ST CHILD  ADDITIONAL

WEEKEND

Weekend Full Day: Sat & Sun (5-10hrs) $48.00 $46.00
Weekend Half Day: Sat & Sun (up to 5hrs) $34.00 $32.00
Weekend Afternoon/ Evening Shift: Sat & Sun (5-10hrs) $53.00 $51.00
\(/L\:Fejeklie5nholrsl)-lolf Afternoon/ Evening Shift: Sat & Sun $47.00 $45.00
Weekend Extended Full Day: Sat & Sun (10-14 Hrs) $57.00 $55.00
Weekend Extended Full Day: Sat & Sun (14-20 Hrs) $115.00 $113.00
Weekend Extended Full Day: Sat & Sun (20-23 Hrs) $124.50 $122.50
Weekend Overnight: Fri, Sat, Sun (8 -14 hours) $70.00 $68.00

PRESCHOOL: 2 1/2TO 5 YEARS (MUST BE TRAINED)

’ 1ST CHILD |ADDITIOI\IAL

Full Day Daytime (5-10 hours) $35.00 $33.00
Half Day (up to 5 hours) $27.50 $27.00
2 Full Afternoon/ Evening Shift: Mon-Fri (5-10hrs) $48.00 $46.00
@ Half Afternoon/ Evening Shift: Mon-Fri (up to 5hrs) $34.00 $32.00
ml Extended Full Day: Mon-Fri (10-14 Hrs) $45.00 $43.00
= Extended Full Day: Mon-Fri (14-20 Hrs) $83.50 $81.50
Extended Full Day: Mon-Fri {20-23 Hrs) $88.00 $86.00
Overnight: Mon-Thur (8-14 Hrs) $52.00 $50.00
Weekend Full Day: Sat & Sun (5-10hrs) $48.00 $46.00
Weekend Half Day: Sat & Sun (up to 5hrs) $34.00 $32.00
N Weekend Full Afternoon/ Evening Shift: Sat & Sun (5-10hrs) $51.00 $49.00
g \(/L\:zefée;hdrsl)-lolf Afternoon/ Evening Shift: Sat & Sun $47.00 $45.00
N Weekend Extended Full Day: Sat & Sun (10-14 Hrs) $58.00 $56.00
= Weekend Extended Full Day: Sat & Sun (14-20 Hrs) $115.00 $113.00
Weekend Extended Full Day: Sat & Sun (20-23 Hrs) $124.50 $122.50
Weekend Overnight: Fri, Sat, Sun (8 - 14 Hrs) $70.00 $68.00
36
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JK/SK ’ 1ST CHILD | ADDITIONAL
Full Day Daytime (5-10 hours) $35.00 $33.00
Half Day (up to 5 hours) $27.50 $27.00
Before and After School (up to 3 1/2 hours) $20.00 $12.00
Before School (up to 1 1/2 hours) $15.00 $14.00

% After School (up to 2 hours) $17.00 $16.00

T Full Afternoon/ Evening Shift: Mon-Fri (5-10hrs) $48.00 $46.00

§ Half Afternoon/ Evening Shift: Mon-Fri (up to 5hrs) $34.00 $32.00
Extended Full Day: Mon-Fri (10-14 Hrs) $45.00 $43.00
Extended Full Day: Mon-Fri (14-20 Hrs) $83.50 $81.50
Extended Full Day: Mon-Fri (20-23 Hrs) $88.00 $86.00
Overnight: Mon-Thur (8-14 Hrs) $52.00 $50.00
Weekend Full Day: Sat & Sun (5-10hrs) $48.00 $46.00
Weekend Half Day: Sat & Sun (up to 5hrs) $34.00 $32.00

N Weekend Full Afternoon/ Evening Shift: Sat & Sun (5-10hrs) $51.00 $49.00

é \(/L\jgeklze5n;:rlsl)-lolf Afternoon/ Evening Shift: Sat & Sun $47.00 $45.00

"N Weekend Extended Full Day: Sat & Sun (10-14 Hrs) $58.00 $56.00

= Weekend Extended Full Day: Sat & Sun (14-20 Hrs) $115.00 $113.00
Weekend Extended Full Day: Sat & Sun (20-23 Hrs) $124.50 $122.50
Weekend Overnight: Fri, Sat, Sun (8 - 14 Hrs) $70.00 $68.00

SCHOOL-AGE: Grade One and Older | 1sTcHILD | ADDmONAL
Full Day Daytime (5-10 hours) $35.00 $33.00

. Half Day (up to 5 hours) $27.50 $27.00

ai Before and After School (up to 3 1/2 hours) $20.00 $12.00

ﬁ Before School (up to 1 1/2 hours) $15.00 $14.00

§ After School (up to 2 hours) $17.00 $16.00
Full Afternoon/ Evening Shift: Mon-Fri (5-10hrs) $48.00 $46.00
Half Afternoon/ Evening Shift: Mon-Fri (up to 5hrs) $34.00 $32.00
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SCHOOQOL-AGE: Grade One and Older (continued) 1STCHILD  ADDITIONAL
Z Extended Full Day: Mon-Fri (10-14 Hrs) $45.00 $43.00
9 Extended Full Day: Mon-Fri (14-20 Hrs) $83.50 $81.50
ml Extended Full Day: Mon-Fri (20-23 Hrs) $88.00 $86.00
S Overnight: Mon-Thur (8-14 Hrs) $52.00 $50.00
Weekend Full Day: Sat & Sun (5-10hrs) $48.00 $46.00
Weekend Half Day: Sat & Sun (up to 5hrs) $34.00 $32.00
a Weekend Full Afternoon/ Evening Shift: Sat & Sun (5-10hrs) $51.00 $49.00
g \(/L\jgeklie;hdrsl)-mlf Afternoon/ Evening Shift: Sat & Sun $47.00 $45.00
"N Weekend Extended Full Day: Sat & Sun (10-14 Hrs) $58.00 $56.00
= Weekend Extended Full Day: Sat & Sun (14-20 Hrs) $115.00 $113.00
Weekend Extended Full Day: Sat & Sun (20-23 Hrs) $124.50 $122.50
Weekend Overnight: Fri, Sat, Sun (8 - 14 Hrs) $70.00 $68.00

PLEASE SPEAK WITH THE ADMINSTRATION TO OBTAIN INFORMATION

REGARDING APPLYING FOR FINANCIAL ASSISTANCE.
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