White Bear Daycare Policy Manual


Our objectives here at White Bear Daycare are as follows: 

 	~ To ensure a enhanced future for the children of the 				community	

~ To allow children to learn through play, interactions with their 	peers, and exploration

~ To support children and their families

~ To provide quality care for the children in a safe friendly, 	happy, loving environment.


Hours of operation
Infant Toddler Program
8:00am – 5:15pm
We will be closed on all statutory holidays unless otherwise posted.

3-5 programs
7:30am – 6:00pm
We will be closed on all statutory holidays unless otherwise posted.

Out of School Program
7:30 – 6:00
We will be closed on all statutory holidays unless otherwise posted.

Pre-school Program
9:00- 11:00 Mon- Wed-Fri
We will be closed on all statutory holidays. We will also follow School District 58’s closure schedule. Parents will receive a list of closures at the beginning of the school year.




Registration

Registration forms must be filled out completely before child may attend. This includes a copy of the child’s immunization record and two recent photos of the child. Parents are required to come spend some time in the center with their children before the child attends on their own.



Fees 

Daycare fees are due before your child starts in the center, and on the last Friday of the month before service starts. Fees can be paid in cash, bank draft, or money order.  No personal cheque or credit card checks will be accepted. Your child will not be accepted into the program until their fees are paid, or there is a current daycare subsidy authorization number in place.

Infants 
 0-18 months
Daily Rate						$45.00
Full Time						$900.00

Toddlers
19 months – 3 years
Daily Rate						$40.00
Full time						$700.00


3 Years to Kindergarten

Daily Rate						$30.00 a Day
Part Time (1-3 Days a week) 		$375.00 a Month
Full Time (4 or 5 days a week) 		$500.00
Half days (8:00 – 12:00) 			$300.00

There are no part time Kindergarten spots available in our center.
If your child attends Kindergarten and you would like them to attend the center on a regular basis you will be charged for a full time spot.

Out of School Care
Full Time 						$300.00 Month
Pro-D Days/ Holidays 				$15.00 a Day
 added to Full Time Rate.

There are no part time Out of School spots available in our center.
If your child attends School and you would like them to attend the center on a regular basis you will be charged for a full time spot.


Pre-School
Monday, Wednesday, Friday			$100.00 flat rate Month
Tuesday, Thursday				$60.00 flat rate Month

Late Fees are $5.00 per minute per child. Late fees are payable in cash to the staff that is on the closing shift.

Parents will not be charged for Staff Professional development days.

If you do not require summer care but need service to resume in September, you are required to pay the summer fees to retain the spot in September.

There will be up to a 5 percent increase in fees every September 1. 
Parents will receive a newsletter one month prior to rate increases. 


Holidays

The center will close December 23 -January 2 for Staff Christmas holidays. Please make sure you have alternate arrangements made for these times.

Billing during this time will be the daily drop in rate times the number of days that the center is open that month. 
Ex: 11 days of available care x $30.00 drop in rate for 3-12’s =$330.00 Fees




Professional Development Days

White Bear Daycare may close for up to three (3) days for Professional Development in a calendar year. During these days staff will be at workshops or will have the day off in lieu of a workshop attended on a weekend.


Termination In service

If you no longer require daycare services you are required to give one months notice unless the spot can be filled immediately.

If the daycare requires termination in service unused fees will be refunded or a one months notice will be given.

Trial period

There is a two week trial period where either party can terminate service at any time during the two weeks. If this were to happen unused fees will be refunded to the parent on the final day of service.

Arrival/Departure

Children need to be dropped off at the center by 10:30 AM, if your child is not here by 10:30 AM they will not be admitted into the center until after nap time at 2:30PM. Please make sure they are here BY 10:30AM. Children must be picked up no later than 6:00PM. If the parent is more than 30 minutes late and the staff cannot locate them or the emergency contacts the Ministry of Children and Families will be called to come and pick up the child.

Accidents

In the event of an accident involving injury to a child first aid will be administered. Staff will fill out an incident report, and go over it with the parents. A copy of this form will be kept in child’s file. Parents will be contacted immediately if a child requires medical attention


Illnesses

Here at White Bear Daycare we want to make sure all necessary precautions so that children attending the center are healthy. If your child has any of the following, you will be contacted and requested to pick up your child to avoid the spread of illnesses.

~ A temperature over 100*f (38.8*c) 		~ Runny eyes
~ Diarrhea						~ Stomach Ache
~ Wheezing						~ undiagnosed rash
~ Nits or Head lice					~ Green runny nose
~ Any communicable disease		 	~ Bad cough
     ~ Vomiting						~

Your child must be symptom free for 24 hours before returning the center.

If your child is sent home with nits or head lice they will not be allowed to re-enter the center until ALL the Nits and lice are removed.

All cases of communicable diseases must be reported to staff so other parents and Licensing can be notified.

Medications

No medications will be administered to a child. If your child is in need of medication the parent must come to the center and administer the medications, or keep the child home. This insures that there is no chance of a missed dose or an over dose. Children who are on prescribed medication must be on it for 48 hours before returning to the center. This is required so that if a child is going to have a reaction to the medications they are at home with their parents.

Daycare staff will be permitted to administer Inhalers to asthmatic children as long as the prescribed medication form is filled out and put in the child’s file.

Pain relievers i.e. Tylenol will be administered to children in Infant  and Toddler program for teething purposes.

If your child has a prescribed Epi Pen the staff will administer if needed, Permission to administer medication forms must be filled out and put in child’s file.


Child pick up

If child is to be picked up by anyone other that the parent/ guardian, you must notify the staff by telephone or a written notice. If staff is not notified your child will not be released to anyone, regardless of whom they are. This is to ensure your child’s safety. Anyone other than the parent trying to pick the child up will be asked to show photo ID before the child will be released.

If a parent comes to pick up the child and are believed to be under the influence of drugs or alcohol, the staff will offer to call a cab or an alternate way to get home. If the parent insists on leaving with a child, staff will tell parent that if they insist to leave the center and put the child at risk, the RCMP will be called. Please do not risk it.

Transportation

Children may not be transported by anybody in the center unless written authorization from parent is given.  (Van Permission Slip)

Field Trips

 As long as the permission to be in Van form is completed your child may go on any field trip within the city of Merritt without filling out a new form. If the daycare is going on a field trip out of town parents will have to fill out an additional permission slip.
 
Open Door Policy

Parents, Grandparents, Aunts, Uncles are always welcome in the center. We believe that family is the most important thing in a child’s life. Come join us for a group time, art activity, snack, or some free play time.

Supplies required

Children are required to have a pair of inside shoes (Rubber Sole). Children should also come prepared to play outside. Please send appropriate clothing for the day’s weather e.g.: snow suit, mud pants, mittens, hat etc.  Please send a spare change of clothes (shirt, pants, underwear) with your child it will be stored in a Ziploc bag in the bathroom.

If your child is in diapers, you are required to supply the diapers, wipes, and diaper cream. 

Child Guidance

No child shall be:
~	Physically restrained, if incident requires child to be removed 	from 	the room as a safety precaution for others. Parents will be 	notified immediately.
~	Subject to belittling treatment or humiliation weather verbal, 	emotional, or physical.
~	Deprived of snacks, lunch, water, rest, or the use of washroom 	facility.                     
~	Subject to shoving, hitting, spanking, or any other form of 	corporal punishment.

Smoking

Smoking will not be permitted on the daycare property. This is a NO SMOKING facility. 

Playground Safety

Children are not permitted on the playground without adult supervision. This includes siblings who do not attend the center but come at pick up time. Please do not leave your children unattended on the playground when you come inside the center.

Flip Flops are not allowed on the playground.


Snacks and lunches


In the Infant Toddler Program
Parents are required to supply all food for their child for the day. This includes lunch and two snacks


In the 30 month - Kindergarten program
Snacks will be provided by the center 
Parents will be required to pack their child a healthy lunch. If your child does not bring a lunch and the daycare has to supply the meal for them you will be charged $5.00each meal.


In the Pre-school Programs
Snacks will be provided by the center


In the out of school / pre-kindergarten Programs
Snacks will be provided by the center 
 Parents will be required to pack their child a healthy lunch. If your child does not bring a lunch and the daycare has to supply the meal for them you will be charged $5.00each meal.

If your child is on a special diet or is allergic to any food please notify staff. 




Sunscreen

There will be a $10.00 per child fee each summer for sunscreen. This fee will be added to your May daycare fees. If you do not want the daycare to apply sunscreen to your child there must be a note in their file with a date and reason why you do not want sunscreen applied to your child
Staff responsibilities

~	Notify Parents if health problems arise concerning their child.
~	Insure the center is, safe for all children by keeping dangerous 	materials, supplies, and equipment out of children’s reach
~	Ensure all toys and children’s equipment is safe
~	Handle emergencies in appropriate efficient way
~	Ensure children are happy and having fun
~	Supervise children at all time
~	Keep child and family information confidential

Parent Responsibilities

~	Fully complete and submit registration forms, including a copy 	of child’s immunization records before child starts at daycare
~	Provide staff with as much information about child as possible
~	Keep child home if Ill, or pick up child if they become ill at the 	center
~	Notify center if child will not be attending center, or if child will 	be home ill for the day
~	Notify staff if child has or has been in contact with a 	communicable disease
~	Pay fees on time
~	Pick child up on time
~	Inform staff of changes in child’s life
~bring children all the way into their program and insure staff is 	aware that the child is in the facility.







