Welcome to Cindy’s 
Cindy’s Child Care 

We are elated that your family is going to become a part of our family at Cindy’s Child Care.

This Handbook has been put together to familiarize yourself with the policies and procedures found in our centre.

If you have any questions, concerns, comments or suggestions we invite you to share them with us.

We sincerely hope you enjoy being a part of our family. Once again, WELCOME!





Cindy Hulbert-Colborne





Director/ Operator

OUR MISSION

Cindy’s Child Care strives to meet the needs of the whole child. Through fun and games, tempered with positive guidance, we are helping children develop habits of observation, questioning, listening and independence. Our program prepares children to utilize their intellectual and creative abilities thus giving them a stimulating environment in which to grow. Cindy’s Child Care provides quality care for children 6mths to 5yrs, with diverse abilities and those who are typically developing. Our programs for children with diverse abilities will include individual program plans for each child, specially trained Caregivers and a range of specialized services for early intervention and integration.

PHILOSOPHY STATEMENT

Cindy’s Child Care believes that children learn through play and exploration of their environment. It is important to give children opportunities that support all areas of their development. Cindy’s Child Care believes in fostering active learning, creativity and independence, multiculturalism, integration all children deserve an equal opportunity.

 It is our goal to provide an age and developmentally appropriate curriculum that is a blend of child-centered and teacher directed activities that encompass the whole child.

Programming will be based on:

· Enhancing the social, emotional, physical and intellectual development of the child

· The understanding of age and developmentally appropriate programs             

· The children’s interests, personal experiences(family) and strengths

*
The understanding that children learn from, hands on experiences, asking questions and by observing and interacting with others.

Parents also play a crucial role in planning for children as equals and as partners. We encourage parents to share their interests with us to provide a warm and supportive environment for their child, and to continue with family oriented learning and values.

ADMINISTRATIVE STRUCTURE:

The staff of Cindy’s Child Care Centre will consist primarily of the owner/director, ten Early Childhood Educators, and a cook. Other positions may include Special Needs Teachers, substitutes, volunteers and practicum students.

CAREGIVERS
Whenever possible, the Caregivers of Cindy’s Child Care will be trained in Early Childhood Education (ECE), all are subject to a search through the National Child Abuse Registry, Criminal Records Check and are to be trained in Child First Aid and CPR. The Director reserves the right to hire a suitable caregiver even if they have no had formal training. Ongoing training is a hiring requirement for all Caregivers; they must complete an orientation course within one year from their date of hire. Cindy’s Child Care will encourage non-trained Caregivers to work towards getting their level 1 and we will help in this process in whatever way possible. The provincial requirements for Caregivers is 2/3 of the staff is to have their Level 1, 2 or 3 the director will have ECE training as well. Substitutes with their ECE will be used whenever possible but we will have substitutes that have experience working in a child care setting.
HOURS OF OPERATION

Cindy’s Child Care is open from 7:30am to 5:45pm. The Caregivers scheduled for a nine-hour day. This is to maintain ratio on either end of the day to allow time for children to be dropped off and picked up. Drop off and pick up times will be discussed with the Director upon registration. In order to maintain provincially mandated caregiver to child ratio, caregivers may need to stay past their regular scheduled shifts when parents are late picking their child up. Caregivers work long enough days.

Enrolment Requirements
When enrolling your child in Cindy’s Child Care you will be required to complete a parent package. This package is information about the parents and your child, there is a health questionnaire, permission for outings, medication as well as a permission form for use to use your child’s photos on our Facebook and website pages.

This package must be completed prior to your child starting.

Fees and FINANCIAL ARRANGEMENTS

Tuition fees are to be collected in advance of care, on the first day of the month. This allows the centre to pay current expenses as they occur. Tuition fees are set based on the cost of providing quality care for your child’s age group. Tuition fees are payable with post dated cheques for the year, E-Transfers, Debit/Credit Card (as of May 1st, 2014)

A fee schedule will be provided to you for the year. A full year of post dated cheques according to your payment schedule must be into the office by December 31st of each year. All credit cared information will be kept in the filing cabinet locked inside the office to ensure security. If you have two or more children fees are to be paid on the 1st and 15th.
Full-time tuition fees are as follows:

6mths to 18mths


$43.26 per day

18mths to 3yrs



$39.39 per day (part-time)
3yrs-5yrs



$39.39 per day (part-time)
Fees are paid at a monthly rate, Infants is $937.30 per month and 18 months to 5 years is $853.45 per month. Fees are to be paid the fist of the month, in advance of care.
Please note that only full time care is available for infants.

A registration fee of $100.00 is payable when your child is enrolled (this is a non-refundable fee). This will hold a position for your child for 2 weeks and will be deducted from your FIRST bi-weekly payment. All cheques should be made payable to Cindy’s Child Care. A NSF cheque fee of $35.00 will be charged for any cheques returned. A late fee of $5.00 per day will be added to you next invoice for each day your payment is late. A summary of childcare expenses will be issued at tax time.

There will also be a $5.00 deposit on keys you will receive this deposit back with the return of all keys upon your child’s withdrawal of Cindy’s Child Care. 

SUBSIDIZED SPACES

If applying for Subsidy please contact community services at (902)424-2084 and they will aid you with your application. Subsidy allows the following:

* 15 vacation days a year after you have been here 4 weeks

* 5 sick days per month

* 3 absent days per month

If your child exceeds the allowable days, you must provide a doctors note or you will be responsible for paying for those additional days. In the event that your child misses a lot of time each month it will be reported to your subsidy worker and you will be required to contact your case worker.
WITHDRAWAL FROM CENTRE

Parents are required to give two weeks written notice before your child is withdrawn from the program or two weeks’ tuition paid in lieu of notice.

We reserve the right to ask you to remove your child immediately from the centre if there are concerns for the other children’s safety. Inappropriate behaviour or any behavioural concerns will be assessed prior to notification.

VACATION & HOLIDAYS

No credits are given for vacations and Holidays you are still required to pay whether or not your child attends. The centre will be closed the following days:

New years Day


Labour Day

Good Friday



Thanksgiving

Easter Monday


Remembrance Day

Victoria Day



Christmas Day

Canada Day



Boxing Day

Halifax Natal Day

The centre will be open from 7:30am until 12:00pm Christmas Eve and New Years Eve.

LATE PAYMENT POLICY

Any accounts unpaid by the 15th day of the month will be charged a $5.00 fine for each day late. Interest at the rate of 1.75% pre week will be added to any unpaid balance at the end of each month. If you are having difficulty meeting the scheduled payments, please contact the Director in writing so that an alternate payment plan can be approved.

If fees are not paid regularly and on time, the following policy will be applied.

OVERTIME CHARGES

Cindy’s Child Care closes at 5:45pm. There is a late fee charge of $10.00 from 5:45-6:00 (or their part of), and a dollar a minute after that. This money goes directly to the Caregivers that stays late and is to pay them for their inconvenience. Consistent lateness will be cause for dismissal from the centre. We appreciate a phone call from you whenever you will be late.

Pick up and Drop off

Upon arrival, parents should make eye contact with a caregiver and try to give them an expected time of pick up. Never allow your child to enter the classroom alone and with out letting the teacher know they have arrived. If someone other than normal is picking up you child please notify the day care, please inform additional people to have the appropriate identification on hand we will be asking for a photo ID before allowing your child to leave.

For as little disruption as possible to your child and your Childs’ class please have your child at the centre by 9:30am this is when all programming begins, and if they have outings planned they usually leave the centre at this time.
Child Care Program
Our class schedules are very flexible, allowing the children to explore all that their classrooms have to offer. Through self-directed play, they have the freedom to investigate the various learning activities and learning centers that have been prepared before their arrival. These activity centres change from week to week, day to day and sometimes hour to hour. Dramatic play, paint, art material, texture play, water play, blocks, dolls, construction and of course musical instruments are all a part of everyday. Special things for special days, but we make everyday special. There are enough interest centres and an activity going on at one time that a child is motivated just by knowing they are there. There is always something new, or some way that is new, but enough remains the same to provide the securities and comfort of familiarity.

A caregiver is always nearby to lend support when needed- to help the children when they momentarily lose control of materials, equipment, or even their emotions. A caregiver is always nearby to answer a question, offer a challenging statement, or to make a suggestion but always keeping in mind the current level of interest, ability and needs.

Cindy’s Child Care is a structured program where the teachers plan a weekly curriculum, but if a child shows an interest in a particular subject then the teachers will try to find items and activities to allow the children to be creative, to explore and to interact with their subject of interests. This allows structure to be a part of the children’s daily activities but still allows for the opportunity for the children to share their own ideas.

Cindy’s Child Care will be making an emphasis on music not only is it a part of the everyday program but we have also purchased as special music program that the teachers put into practice in the Jr. Toddler to the preschool classrooms once a week.

In the infant room musical instruments are available to the babies through out the day so they can explore the different sounds each musical instrument makes.

Along with our music program, Cindy’s Child Care provides a French program to the two preschool rooms, as well as a Yoga program that is put on by Halifax Yoga an instructor comes in once a week for a ½ hour class with each of our preschool classes.

Structured group activities are filled with self-help tasks and group awareness. The Children are learning to develop their own sense of space, while also realizing the importance of respecting another’s space, patience and cooperation are key components of participating in-group settings. Children are not only encouraged to be mindful of another child’s boundaries, but to set their own and have the other children respect their boundaries. No one wants their child to be the one who always give in or who always demands their own way, there must be a good balance of both, children learn from the examples of others, not only their parents and caregivers, but each other.

REST PERIOD

Infants sleep times are 9:30 to 10:30 then again from 1:00 to 3:00. Cindy’s Child Care has a two-hour rest period for the Jr. Toddles to Preschoolers, some preschoolers do not nap but are required for 45 minutes to rest quietly on their mats, after that they can sit with a quiet activity such as a book, puzzle, links etc, in a designated area until our rest period is over.

BEHAVIOUR GUIDANCE POLICY:

Behaviour guidance
 In accordance with Regulation 19(1) each licensee, facility director, agency director, family home consultant, care provider, staff member and volunteer of a licensee must behave in a manner that does not harm any child who is attending the day care program, and in particular must not do or permit any of the following: 

1)
Corporal punishment, including but not limited to the following 


* Striking a child directly or with any physical object



* Shaking, shoving, spanking or other forms of aggressive physical 


   contact



* Require or force a child to repeat physical movements

2) Harsh, humiliating belittling or degrading responses of any form, whether verbal, emotional or physical.

3) Confine or isolate a child.

4) Deprive a child of basic need, including food, shelter, clothing and bedding.

Behaviour Management Policy

Behaviour management is intended to foster self-reliance, self esteem and self discipline.

This self-control is facilitated by the caregivers through:

1. Setting consistent and clear limits for behaviour

2. Valuing mistakes as learning experiences

3. Providing explanations and choices

4. Being firm but flexible

5. Anticipating the child’s needs

6. Recognizing the child’s differences in age, temperament and experiences

7. Ignoring behaviour, where appropriate and distracting and removing the child from the situation- redirection

8. Preparing the children for transitions

9. Interaction with the children

If a child is having difficulty interacting with the other children in a particular area, they will be redirected to another area of play. Chances are always give to try again
NUTRITION Standards
Cindy’s Child Care uses the Food and Nutrition Guidelines to develop our four week menu.
 The Manual for Food and Nutrition in Regulated Child Care Settings is located in the office and is available for your review at anytime.
Modeling Positive Attitudes towards Food and Nutrition
When adults consistently model healthy eating practices and positive attitudes towards food and nutrition, they directly influence and encourage children to develop positive ideas and attitudes about food and nutrition. 

Whenever possible, the Caregivers are to sit down and eat with the children, either the same lunch that is provided or a similar healthy choice. This will also encourage children to try things they may normally be unwilling to try.
Breastfeeding

Nova Scotia has a Provincial Breastfeeding Policy that promotes, protects and supports breastfeeding. Providing a supportive environment in regulated child care settings is essential to promote continued breastfeeding.

Cindy’s Child Care welcomes mothers to breastfeed anywhere in the facility, we will provide a comfortable area for breastfeeding mothers (e.g. a chair in a quiet space) with in the classroom or in a private area. 

Allergies & Special food requirements

Every effort is made to accommodate children with allergies to certain food. If your child has any special food requirements you are asked to provide the day care with your child’s food for that day. We ask that you review the menu for that day and try to provide something similar to what will be served that day. 

A menu is provided to the parents in the Infant room to help you with the transition from baby food to solid food. All recipes are kept in the kitchen so you can request information on preparation and ingredients. 

Caregivers and care provides are responsive to children’s cues and hunger and will provide snacks and meals outside of the regular schedule as required. Caregivers and care providers encourage children to respond to hunger and feelings of fullness and children are not forced to finish food that has been served.

Items that have been donated to or purchased for the facility must have all ingredients listed on the outside of the package, must be labelled, must be in its original container, and must be Nut free. 

HEALTH AND SAFETY
The health and safety of all the children is a matter of great concern for all of us. Children are to be sent home if any of the following symptoms of illness appear during the day.

* Fever

* Diarreah

* Vomiting

* Persistent cough

* Breathing difficulty

* Rash with fever

If this occurs, the parents are to be called immediately and the child should be isolated as much as possible from the rest of the group until their parent arrives. Please, refer to the “Common Childhood Illness” chart in the classroom for the correct amount of time that the child should be kept at home. Also posted in the classroom is “Strategies for Prevention of Spreading Communicable Diseases.” Children are not to return to the centre until they can participate FULLY in the daily program, including outdoor activities. 

Children with a fever of 102 or greater are to be sent home. Children can not return to the centre until they are without fever or fever medication for 24 hours. Parents are to be reminded of this policy when they are phoned or when they come to pick up their child.

Emergency Closing Procedures
In the event the centre has to close due to fire or other emergency, you or an authorized person will be contacted immediately to pick your child up immediately at the designated location. In the event the day care has to close prior to opening a message will be left on the answering machine by 6:30am (due to storm, power outage etc), if we know in advance the daycare will be closing advance notice will be given in writing.
Children’s First Day

Prior to your child’s start date we have a transitional week, this is to allow you and your child a smoother transition into full-time care. This is also a time for you to ask questions about the daily routine, get to know your child’s teachers and to discuss any concerns you may have. The transition week goes as follow.

Monday- You spend an hour together visiting the classroom

Tuesday- You spend 30 minutes and leave your child for an hour or two

Wednesday- Your child stays for lunch

Thursday- Your child stays for rest period

Friday- Your child spend the day

Children’s Needs/

APPROPRIATE WEAR

Cindy’s Child Care programs are designed to encourage and facilitate active learning and development through exploration and play.

1) Children should wear inexpensive, comfortable clothing so that they can participate in all aspects of the program.

2) All items of clothing should be clearly labelled with your child’s name or initials.

3) Your child will need indoor shoes (sneakers are best) and a complete change of clothing (socks, underwear, pants, shirt etc.)

4) Your child’s possessions will be stored in his/her cubby. Please check here for notices, artwork, solid clothing etc.

5) Your child may bring a small, safe, soft quiet toy for rest period, such as a plush or stuffed toy, a doll, or a favourite naptime blanket or pillow.

6) Please send your child in the 
appropriate outdoor clothing for the day. We try to go outside at least once a day, at the playground, for walks, or field trips, and in all kinds of weather.

7) Please supply your classroom with diapers, wipes, cream(if needed) also if your child is still on baby food and formula you must supply this as well until your child is on menu and whole mild.

At the centre we encourage the children to explore with many different creative materials, we play outside often and encourage the children to handle their own dressing and undressing as much as possible. Simple, durable clothing that cannot be ruined by the odd mishap with a paintbrush or on the playground are best.

It is much easier to take off unnecessary clothing than it is to put on something that is not there. Extra sweaters, a change of clothing, and headwear should always be kept in your child’s cubby. All outerwear should be clearly labelled with your child’s name. Lost and found items will be kept for one month if not claimed than will become the property of Cindy’s Child Care.

Please do not send your child in anything that you are not willing to get messy/dirty.

Family Involvement and Parent Communication
(1) We always welcome your assistance in the classrooms and out. Whether you have time in your morning to sit and read a story to a few children or you can accompany the class on a field trip, we enjoy having your help. We would appreciate it if on all outings that a few parents would volunteer to help. If any parent has a special skill or ability that they would like to share with the class, especially if it fits in with our weekly themes, please inform your Childs teachers. Other ways in which to help include: being a member of our parent committee and assisting in fundraising events.
Ways in Which We May Be Help To You

(2) When you enrol your child into Cindy’s Child Care, we have the responsibility of assisting you with any special needs in relation to your Childs adjustment, growth, and development.


a) Parent/Teacher conferences will be held twice a year. The primary purpose of these conferences is to discuss each Childs progress. In an effort to measure progress, progress reports are completed in compliance with the Department of Education and Early Childhood Development (EECD) guidelines. 


b) We have someone come into the Day Care before your child goes to school from the language and Speech centre to asses all children going to school.


c) Seminars can be provided with the request of parents on topics of interest such as behaviour (biting, hitting ect.) aggression, development ect.

PARENT/TEACHER CONFERENCE

The primary purpose of parent/teacher conference is to discuss each child’s progress. In an effort to measure progress reports are completed in compliance with the Department of Education and Early Childhood Development (EECD) guidelines. Portfolios outlining children’s work are completed for preschool children and progress reports are done for infants. Parents are encouraged to set up appointment times teachers, and to converse regularly with Caregivers.

Child Progress Reports

Progress reports are completed twice a year to help the Caregivers determine the developmental needs and capabilities of your child. This helps the Caregivers to develop a well planned program and meets the requirements of the Department of Education and Early Childhood Developmental. These evaluations are tools for care giver’s use and not meant to be a “Report Card” for this reason they will remain in your child’s file for the care giver to refer to.

Parent Committee:
The parent committee is to provide a forum in which parents provide input and receive notice of any matters of interest or concern to the parents. The Parent Committee is to meet twice a year (all parents are welcome).
The Following information will be posted on the Parent Board in our Foyer
Section 2 – Information for Parents and Caregivers REG #

     Act and Regulations posted in a conspicuous location 45(1)

     Parent handbook posted in a conspicuous location 45(1)

     License for the facility is posted in a conspicuous location 45(1)

     Most recent LIR posted in a conspicuous location 45(1)

     Behaviour guidance policy posted in a conspicuous location 45(1)

     Current menu posted in a conspicuous location 45(1)

     Daily program plan and routine are posted in a conspicuous location 45(1)

     List of current members of parent committee posted in a conspicuous location 45(1)

     Most recent minutes of the parent committee posted in a conspicuous location 45(1)

     Notification of funding provided by Minister posted in a conspicuous location 45(1)

     Parent handbook includes a statement on required items to be posted* 44(2) (a)

     Parent handbook includes a statement on breastfeeding 25(1), s.3.2

     Parent handbook includes statement on food purchased or donated to facility 25(1), s.5.5

     Parent handbook includes statement on self‐feeding and hunger/fullness cues 25(1), s.4.4

     Parent handbook includes a statement on the meal and snack environment 25(1), s.8.1

     Written policies on permitted and prohibited behaviour guidance practices 1
