COOK’S SCHOOL DAY CARE INC - POLICY AND PROCEDURE

VOLUNTEER & STUDENT SUPERVISION
POLICY

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.

_ook’s School Doy Care Inc abides by O, Reg. 262 under the Doy Murseries Act
(DNA) which indicates that eveny operator shiall ensure that every child who s in
attendance in a day nursery or in g private-horme day care location is
supervised by an adult at all tirmes.

PROCEDURE

Beginning September 2011, the administration of Cocok’s School Day Cdre Inc.
wll:

o Review and evaludate, in coordination with the Board of Directors, this
policy at least annually,

e« Ersure thot the policy is reviewed with ernployees, agency providers, with
volunteers orstudents who will be providing care or guidance at the day
nursery, and with volunteers, students and persons ordinarily resident at, or
usudally on the premises of, the location where home child care is provided
before they begin providing that care or guidance and at least annually
Cffersards.

«  Ensure thot staff, providers, volunteers and students sign and date the
review ds with other policy reviews.,

N REESPECT OF WOLUNTEERS AND STUDENTS, O REG. 262
UNDER THE DMA ALSO PROVIDES THAT:

o  Behoaviour rmandgement policies and procedures are reviewed with
volunteers orstudents who will be providing care or guidance at the day
nursery before they begin providing that care or guidance and at least
cnnudily affensards;

s A5 per the Behaviour Managerment Folicy, the behaviour monagement
practices of volunteers or students who provide care or guidance at O
day nurseny or at o location where horme child care is provided is formally
rmonitored on a quarterly basis; an observation is conducted and the
checklist and notes are completed on the Behoviour Managernent
Monitoring Record; the individual ond the administrative staff conducting
the obseryation will sign and date the form following discussion of the
findings.
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s A3 per the Anaphylaxis Folicy, the individuadl response plans for all children
with ancphyloxis and the emergency procedures dre reviewad by
volunteers and students who will be providing care or guidance at the
daoy nursery or private-home doy care location before they begin
providing thot care or guidance before they begin providing that care or
guidance and at lecst annually affers ards;

« Criminal reference checks are required for all volunteers having direct contact
wiith children in licensed child care programs and for all persons usually on the
premises of the private-home day care location.

s The ministry criminal reference check policy does not apphy o students under 18
vedrs of age placed in the child care program by an educational institution:
howewver criminal reference checks are routinely required by community
colleges and universities prior to students beginning a placement in child care.

s A Clearly defined job description and staff manual are provided fo volunteers
and students that outline responsibilities and limitations of the positions.

CLARIFICATIONS

CENTREE-BASED ANMND HOME CHILD CTARE LOCATIONS
« Mo childis supervised by a person less than 18 years of age.

CENTRE EASED LOCATIONS
onky emplovees will hawve direct unsupervised access to children.

s olunteers and students are not counted in the staffing ratios in child care
centres.

+ The supervisory staff is responsible for wolunteer and student orientation to help
students and volunteers

o Understond the operation of the child care program

o Understand the expectations for their placement Avolunteer
experience [receive job description and staff manual)

o Become familiar with the organization’s policies and procedure
o Become familiar with the parent handbook.
o Become familiarwith relevant Ministry regulations [DNA Manual)

« A3 perthe job description, the BECE head teacher of the group inwhich o
volunteer or student is placed, is designated as the individual’s mentor.

s+  The mentor is responsible to review the volunteer and student jolb description
and any pertinent documents pertaining to an individual’s responsibilities to
outside organizations (i.e.. secondary school, post-secondary institution).
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HOME CHILD

CARE SETTINGS

o The agency dlows limited unsupervised access, by approved persons other than
the agency provider, who are usudlly present on the premises of the home child
care setting (i.e., during an emergency situation].

e The home

child care prowvider is responsible for informing the agency at the

edrliest convenience when limited unsupervised access, by approved persons
other than the agency provider, who are usually present on the premises of the

home chil

d care setting (i.e., during an emergency situation)] has occurred.

* 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 hos limited unsuperyised access.

s |limited unsupervised access may include:

o]

Anernergency situation (i.e., one child may require medical
dttention)

When the agency provider walks children to and frorn school
while yvounger children dre sleeping

YWhen the agency provider rmust attend an appointrment that
cannot be scheduled during non-care hours (the provider mcy
be providing care for extended days and hours]

o AN approved person:

o]

o]

o]

Is 18 years of age or older

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

Hos proof of successfully completing criminal background
checks with the police and children’s did society

Hos up-to-date imrmunization including tho-test

ADDITIONAL POINTS:

« Al matters involving professional misconduct, as defined by the College
of Early Childhood Educators Code of Ethics and Standards of Fractice
and O. Req. 223 /08 under the Early Childhood Educators Act, 2007, will e
referred to the appropriate agencies and organizations (.. Ministry of
Children and Youth Services, College of Early Childhood Educators,
County of Northumiberland, Folice Services, Children’s Ald Society, Cook’s
School Doy Care Inc. Board of Directors).

s Cook’s School Doy Care Inc.’s liability insurcnce covers volunteers and

students.
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« Farents are informed in writing that:

o Nolunteers and students do not howve unsupenvised access 1o
children in the child care centres.

o Agency providers moy howve another approved person ordinarily
resident on the premises of a horme doy child care location
providing limited unsupervised access to children in specific
instances (os noted abowvel.

o When the Farent Handbooks for 2012 are prepared, the above
information will be included under the section Yolunteers &
Students.

ACCOMPANYING FORMS

YWolunteer & Student Supervision Annual Policy Rewviewy
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