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WELCOME

We are pleased to welcome you and your child to our centres. The Burnaby
Association for Community Inclusion, (BACI), operates our childcare centres.
BACI is a non-profit community based society, which has been providing services
in Burnaby since 1956. We have been offering preschool and out of school care
childcare services for over 20 years. We look forward to working with you to
provide quality childcare for your child in a safe and caring environment.

The Supervi sor s Cenfres adimiaisteCthe childcare programs,
with support from the Executive Directors.

This Family Handbook is designed to provide you with information to help you

understand our philosophy, our commitment and how we operate. We strongly

recommend you read the Family Handbook because it has valuable

i nformation about nydoutrhec hcie ndtérse scéaroepear at i ons
practices. If you have any questions about information in the Handbook or if you

have unanswered questions after you read it, please speak with the Supervisor

of yourcentehi | dobs

OUR MISSION STATEMENT

//////

At BACI, Childrenbs Services will éééééeé.

recognize the intrinsic value of every child
e provide quality, inclusive childcare and endeavor to meet the individual
needs of all children
e maximize childrends o0 pp osocialyrcognitivedys t o gr ow
and emotionally
e recognize and value the diversity among families and children
encourage and recognize family and community contributions
recognize the value of our staff and support their growth through training
opportunities

Tanya Sather éééExe6)4202-12¢ RFrse ct or |

Richard Faucher é. i Director,

Leslee Madore. . éAssociate Executive Director, 604-292-1272

Joanna Leaf € €  Supervisor, Brentwood Park Plus, 604-294-6060

Chrisa CharalambidisSuper vi sor , Fai rCeitra, 6GdA3701Y1 | dr end s
Anna Tr an 8upervisér, Twelfth Avenue, 604-515-1900

Lesley Cannoné é A/Supervisor,Var i ety Hot eCentey Chil drenods
604-291-6568
Carly Nevilleé. . ééSupb6e4419-0806r, South Sl ope,
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Maryam Naddaf éé. Super 604-430-8562 Suncr est,

PROGRAM PHILOSOPHY AND COMMITMENT TO QUALITY SERVICE

Upon registering at a BACI childcare centre, parents and the society enter into an
agreement whereby both parties agree to work together for the benefit of the
children and the childcare centre.

Our Philosophy

We believe that play is the essence of our program. Through play, children learn

to take appropriate risks and accept challenges, while interacting with the

environment in a safe manner. Our children 6s pr ograms offer high ¢
childcare for all children and provide nurturing, responsive and individualized

care.

We believe that all children have the right to develop to their fullest potential
emotionally, socially, physically and intellectually.

We believe that inclusion is beneficial. BACI recognizes all children as distinct
individuals with a variety of strengths, needs, talents and interests. Inclusion is
the opportunity for all children to accept each other and work together in the
community.

We encourage and support the childbds natur al

BACI encourages multiculturalism and supports children from all ethnic groups.
Many of our employees are bi-lingual and bi-cultural. Being part of a multicultural
and inclusive program offers unlimited benefits. We believe in the importance of
understanding, accepting and empowering all children. We encourage the
development of a healthy self-awareness and value inclusivity, multiculturalism
and respect for others.

e
Family and Friends ‘?E &’

BACI values the partnership between families and caregivers. We believe in

working together closely with our families by sharing ideas, needs and concerns.

We believe that our childcare programs are enriched by the contributions of

individual children and families. A positive and supportive relationship between

al | of a childbs caregivers is of wutmost i mp
planning family social gatherings throughout the year. During the holiday season

our childrends pr ogriimdual beoted. Thpsa gathériegs at t hei
also give families the opportunity to meet with other families, children and staff.

Our Infant/Toddler and 3-5 programs organize an annual summer family picnic at
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local parks. These gatherings give us the opportunity to bid farewells to children
who are graduating to other programs and to continue to connect with our
families and friends.

Burnaby Association for Community Inclusion
Notification of Familyds Rights
in the Childcare Centre

Burnaby Association for Community Inclusion provides quality inclusive childcare
programs in a safe, nurturing environment.

BACI strongly values and supports the partnership between families and the
childcare centres. We believe that the childcare programs are enriched by the
contributions of individual children and their families. We also believe that our
guality interactions with children are enhanced by strengthening our relationship
with families.

As a family member with a child enrolled at a BACI childcare centre, | have the
right to the following:

Services

(1) Receive a family handbook at the time of enrolment;

(2) Enter the childcare centre to visit with my child or inspect the centre
without advance notice;

3) Review, at the childcare centre, licensing reports issued in the last
year,;

(4) Issue a complaint to Community Care Facilities Licensing without
discrimination or retaliation to me or my child;

(5) Receive from the licensee, the name, address and telephone number
of the local Community Care Facilities Branch;

(6) Haveaccess to my chil ddés percentenal
Supervisor;

(7)  Ask questions and receive answers in a timely manner regarding my
childdés childcare progr am,;

(8) Receive services in an environment that is free from prejudice,
stereotyping, discrimination and personal harassment;

(9) Receive information on the conflict resolution process at the time of
enrolment;

(10) Receive information on community resources available to me and my
family;

(11) Discontinue services with one (1) calendar month notice;
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(12) Know that all staff have been screened by having passed a criminal
record search, completing BACI orientation process and having
completed 2 thorough employer reference checks;

(13) Have access to the Childcare Licensing Regulations.

Confidentiality

(2) Have all information on my child or my family be treated and held in the
strictest confidence;
(2) Know that any information on my child and my family will not be
released without myconsent as per BACI (Esceppini vacy Pol
cases of reporting incidents of abuse. All Burnaby Association staff
abide by the legal duties and responsibilities outlined in the Child,
Family and Community Service Act).

Family Responsibilities

BACI encourages all families to become actively involved with the daycares. As a
family member with a child enrolled at a BACI childcare centre, | have the
responsibility to:

(1) Share my childés individual strengths,
of enrolment and as needed thereatfter;

(2) Participate in any scheduled team meetings to provide input on my
c hi | dedopmedte

3) Provide periodic written or verbal feedback on the childcare services

4) Inform the childcare centreof any antici pated changes
regular schedule;

(5) Ensure that the childcare centre has up to date and current medical
and emergency information;

(6)  Work with the Association to identify any communication barriers when
English is not my first language;

(7)) To be informed about my childds possibi
program. | understand it is my responsibility to speak to the supervisor
atleast3-4 mont hs before my childds possibl e

Parent 6s Advi so ommi ttee

BACI Childrends Services has a Parentdos Advi
families represents each childcare centre. The committee allows families the

opportunity to share ideas and concerns, provide ongoing input into new and

existing policies, fundraising ideas, service quality, goal planning and the overall

future direction for Childrends Services. | f
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committee, please contact Tanya Sather at 604-292-1292 for further information.
If a family has questions, concerns or information to share with the committee,
please contact a committee member. A list of the committee members will be
posted at the childcare centres.

Staff Qualifications ‘A-i')

All of our childcare centres are unionized centres. The childcare staff have a wide
range of educational training that may include but are not limited to Early
Childhood Education, Special Needs Training, Infant/ Toddler Training, School
Age Program Education, Community Support and Child and Youth Care. All staff
maintain valid First Aid/CPR Certificates and, whenever necessary, a valid Class

4 driverods |l icense i n or dhddcaretemployeesares por t
members of the BCGEU. Families must be aware if there is job action related or
indirectly to the centres (i.e. strike at

honour the picket lines with no recourse. If the Out of School Care Centres
remain open during job action, the same operation hours apply (i.e. 7-9, 2-6pm)

Many of our childcare staff have attended workshops and courses with various
Early Intervention Programs and community training groups including (but not
limited to):

e CBI (Communication, Behaviour, Instruction) - CBI consultants offer
training in the areas of lifestyle planning, inclusion, positive approaches to
challenging behaviour, best practices in supporting children with autism
spectrum disorder, child centreed planning, augmentative and alternative
communication, and instructional techniques. These training workshops
reflect current positive approaches to supporting persons with disabilities.

e Wraparound i This workshop describes how the wraparound concept and
process can be applied effectively by building collaborative teams and
comprehensive plans within early intervention programs for children with
complex and challenging needs.

e Seeds of Empathy i This program is designed for Early Childhood

settings to foster social and emotional competence and early literacy skills

and attitudes in children three to five years of age while providing
professional development for their educators.

Annual Early Childhood Education Conference Programs

Anti-bullying

Food Safe

Health & Safety Training

Staff in our centres work rotating shifts, which ensures that proper staff/child
ratios are maintained at all times and contributes to effective teamwork.

Revised June® 2010 8
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Qualified substitute childcare staff will be called in when regular staff are away for
reasons of illness, vacation, professional development, or administrative duties.
This ensures that we maintain the staff/child ratio required by Community Care
Licensing.

All caregivers at BACI are licensed Early Childhood Educators. Those caregivers
working in specific programs or positions must also hold a license specific to their
position. All Caregivers must also have TB Screening, a valid First Aid Certificate
as well as a Criminal Record Check as specified by Community Care Facilities
Licensing.

Code of Ethics

The staff at our childcare centres are trained educators who recognize that their
everyday actions and interactions with children and families are of the utmost
importance. They acknowledge that this relationship contains a level of
commitment, intimacy and confidentiality. To monitor and guide their professional
and ethical practices, all early childhood educators incorporate and practice the
ECEBC Code of Ethics. The principles of the code are:

x Early childhood educators promote the health and well-being of all
children

x Early childhood educators use developmentally appropriate practices
when working with all children

x Early childhood educators demonstrate caring for all children in all aspects
of their practice

x Early childhood educators work in partnership with parents, supporting
them in meeting their responsibilities to their children

x Early childhood educators work in partnership with colleagues and other
service providers in the community to support the well-being of families

x Early childhood educators work in ways that enhance human dignity

x Early childhood educators pursue, on an ongoing basis, the knowledge,
skills and self-awareness needed to be professionally competent
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x Early childhood educators demonstrate integrity in all of their professional
relationships

For more information and a detailed description of this code of ethics, please
contactacentreSupervi sor to obtain a copy of the
booklet.

Guidance

The guidance and support strategies implemented at the centres are based on a
positive and non-punitive approach. Our guidance objective is to help children
acquire the skills necessary to resolve conflicts:

e in socially acceptable ways

e to the childds own satisfaction; and
e without loss of pride

We want to assist children in developing respect, self control, self-confidence,
sensitivity in their interactions with others and ultimately self-discipline. As
children become self-disciplined they are well on their way to becoming
competent and self-confident. We actively encourage verbal expression of
feelings. Hitting, biting, and other forms of both physical and verbal abuse are
strongly discouraged.

All children differ from one another in terms of their level of activity, distractibility
and sensitivity. Because staff understand and respect these differences, they
are better able to offer effective and appropriate guidance. Staff intervention and
assistance will also be determined by the age and ability of the child and if the
staff sees that the conflict has not been resolved.

Staff utilize the prevention and intervention guidance strategies outlined in the
Ministry of Health bookl et AGui ding Chil dre
copy of this booklet from the centre Supervisor.

MEMBERSHIP IN BACI

All registered families are required to become members of BACI. Families will
receive a membership form with their enrollment package. Membership runs
from Oct 1% through Sept 30™ of the following year and the cost is $5.00 per
person. Membership entitles families to participate in the election of a Board of
Directors, which provides stewardship and leadership to the Association. The
election of directors occurs each September at the Annual General Meeting
(AGM). Membership also entitles families to vote for or against resolutions at the
AGM and motions at general meetings. Finally, members also receive the
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Associationd s newsl etter t Amembgdhipformatdhe year.
information pamphlet will be included in your parent package.

FUNDING AND FUNDRAISING

Funding for our centres is provided by the Ministry for Children and Family
Development, Sharing Our Future Foundation, individual centre fundraising, and
childcare fees.

Our childrends programs are dedicated t
their families. As non-profitcentres, we need every family?®o
help fundraise extra dollars. In the past, families have helped our centres raise
thousands of dollars. These dollars aid in the successful ongoing operation of all

our centres. The children in our out-of-school care programs also plan and

implement community fundraisers. This incorporates a sense of community

ownership in the children while they have fun! Once you enroll, you will receive a
Aparent informationo form in yotacompeeckage. V
this questionnaire. Any contribution you can make to our centres is very much

valued and greatly appreciated.

O pro
s hel

SUPPORTED CHILDCARE

The Burnaby Supported Childcare (BSCC) program provides information, training
and assistance to:

Childcare centres

Family childcare providers
Preschools

School aged programs

X X X X

The goal of the partner s hcdhicare eehtneeiete BSCC and
successful inclusion of children (aged 0-12 years) with a wide range of abilities

and needs. The BSCC consultants will assist all children to participate as fully as

possible in their childcare progentesn. Upon th
the BSCC can provide in-services and workshops for inclusive principles and

practices. They can also assist with curriculum planning and adaptations.

Upon the written consent from a parent or guardian, the BSCC will provide

assistance to the childcare providers for the planning and implementation of
individual programs.

Revised June® 2010 11



Process and Placement

Once it is determined that your child will require extra support, the Program
Supervisor will receive a completed Supported Childcare Support Guide,
completed by centre staff and BSCC consultants. Once this Guide is completed,
a family meeting will occur. Supported Childcare will set the agenda and chair
this meeting. If there is enough adequate information presented at this meeting,
there may be further discussion on levels of support, staff training etc. The level
of support and funding will not change without mutual agreement between BACI,
Supported Childcare and the Ministry of Children and Family Development.
Where there is agreement that the level of support will change during a
placement, BACI will receive a minimum of two weeks notice. Where the
placement and supportwillbet er mi nat ed, BACI wi || receive

When providing services to children with special needs, the goal of the
Associationi s t o é.

1) Provide an environment in which the child has the optimal opportunity to grow
and develop to the best of their abilities

2) Provide maximal opportunity for the child to experience an inclusive
environment

3) Meet the childcare and family support needs of the parents
To obtain further information on Supported Childcare, please contact Burnaby

Supported Childcare at 451-5511 or the Ministry for Children and Family
Development Supported Childcare at 660-8124.

FINANCIAL & ADMINSTRATION POLICIES

Licensed Programs

Our childcare centres are licensed as group childcare facilities by the Community
Care Facilities Licensing Board and operate under the Provincial Childcare
Facilities Regulations. Further information on licensing regulations is available at
The Burnaby Health Department, Environmental Health at 604-918-7683 or
http://www.hls.gov.bc.ca/ccf/child_care.html

Out-of-School Care (OOSC)

Park Plus was established in 1990, and later relocated to a self-contained
portable in September 1992. Brentwood Park Plus (BPP) is located on the East

Revised June® 2010 12



Side of Brentwood Park Elementary School. BPP is fully wheelchair accessible
and is licensed to care for 20 children from 5-12 years old.

Twelfth Avenue opened in September 1998. The centre is located on the school
grounds of Twelfth Avenue Elementary School in a wheelchair accessible
portable. Twelfth Avenue is licensed to care for 25 children from 5-12 years old.

South Slope Out-of-School Care was opened in September 2004. The program
is located in South Slope Elementary School. South Slope is fully wheelchair
accessible and is licensed to care for 20 children from 5-12 years old.

Suncrest Out-of-School Care was opened in November 2009. The program is
located in Suncrest Elementary School and is presently licensed to care for 30
children from 5-12 years old.

Our OOSC programs provide services Monday to Friday with the exception of
statutory holidays. Before school hours are 7:00 a.m. to 9:00 a.m. and after
school hours are 2:45 p.m. to 6:00 p.m. On professional days and spring break,
the hours will be 7:00 a.m. to 6:00 p.m. The OOSC summer hours are also 7:00
a.m. to 6:00 p.m.

Fees increase in the OOSC in summer
responsibility to pay for the space, even if care is not required. In order to
maintaint hei r chil dés enroll ment in the

additional fees or substitute the spot to another family. The sub-lease must be for
full time enrollment one month at a time. Families must notify the supervisor by
June 1 to inform them of the sub-lease arrangements made by the family.
Supervisors do not play a role in the sub-lease arrangements.

Depending on how the end and beginning of school year falls, there may be
times when the OOSC programs operate full days in June and September as
part of the summer programs. Families who pay the higher rate during the year
(to include professional days), and wish to have their child participate in the
additional summer program days, will pay an additional daily fee for June and
September, as per the attached fee schedule. Likewise, families who do not pay
the higher rate, but want their child to participate in the additional summer
program days, will pay the daily rate for June and September, as per the
attached fee schedule.

The OOSC programs may offer before and after school care to children in
kindergarten. The accompanying school establishes a gradual entry program for
the kindergarten children. This entry process usually takes place over the month
of September which means the OOSC will offer full day care to the children as
they participate in the month-long transition. Therefore, parents will pay the full
summer rate, as per the attached fee schedule, for children attending the OOSC
in September.
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Infant and Toddler and 3-5 Programs “a\

w s

Variety Hotelier House was established in 1991 and later expanded in 1992 to
include a 3-5 year old program. The inclusive Infant Toddler program provides
licensed childcare for 12 children up to 3 years of age. The 3-5 programs provide
licensed childcare for 25 children, aged three to school entry.

Fai r Hav e n Ce@treiwascestablishedin 1996. Fair Haven is located on
the | ower f 1l oor oGCentie.daherinclsizevirdant T@lélari or 0 s
program provides licensed care for 12 children up to 3 years of age. The 3-5
programs provide licensed care for 25 children aged 3 to school entry.

At any given time, our 3-5 programs may enroll a maximum of 2 children
between the ages of 30-36 months. Our Infant Toddler and 3-5 programs are
open from Monday to Friday, with the exception of statutory holidays. Both
Variety and Fair Haven are open from 7:30 am to 5:30 pm.

Statutory Holidays . A

All centres will be closed on the following statutory holidays:

New Years Day Labor Day

Good Friday Thanksgiving

Easter Monday Remembrance Day

Victoria Day Christmas Eve (12:00 noon closure)
Canada Day Boxing Day

BC Day New Years Eve (12:00 noon closure)

Professional Development

BACI is committed to increasing the effectiveness and value of all employees by
promoting their professional development. The centres will also close one day
per year for professional development. This one-day closure generally occurs in
April. All families will receive a notice at the centre as a reminder of the upcoming
closure date. A continued commitment from our staff and families allows our
childcare centres to provide the highest quality of care and remain financially
stable.

Part-time Care

BACIi s working towards meet-tinmegarea2dr adajysl y o6 s
a week). When possi bl estimecarévallbe | yds choi ce
accommodated if a space is available. Apart-t i me f ami |l yés days of
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change due to a childobés il l ness, absence

expected changes with your childcare needs in advance with the Supervisor.

Please be advised, due to increased administrative and wage costs with part-
time spaces, the fee for part-time is calculated at a higher rate than full-time fees.

Waiting List

Each childcare centre maintains a waiting list for spaces in their programs,
according to the date of application and desired date of entry. Each time a
childcare space becomes available, the order of enrolment priority shall be as
follows:

1)
2)
3)
4)
5)

6)
7

Families with children requiring extra support that have been in contact
with Supported Childcare, and where funding is in place.

Any full-time or part-time BACI employees, who have completed their
probationary period (please refer
Children currently enrolled in a centre, who are part time wanting a full
time space in that centre.

Children enrolled in a BACI childcare centre, and transitioning from one
age group to another age group within the same centre, or to one of
BACI 6s School Age Centres.

Siblings of children currently enrolled in a BACI childcare centre.
Children of IBM employees*.

Community families.

*Whilet he Vari ety HoGQemre may be the primarylocationdas this
agreement, the 5 spaces can be used at any of the centres.

Note Regarding Enrollment

We

hi ghly recommend f amidnbtleschilpdoare waitliste i r

or make alternative plans for care as BACI cannot guarantee beyond the age
limit the program your child attends.

Contacting Families on the Waiting List

When a spot becomes available, the program supervisor will contact families in
order of the waitlist procedure. If a family is contacted and refuses an available
spot more than two times, they will be removed from the program waitlist. This
meets an administrative, time management, and efficiency need for the program.
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Deposit

Once a space comes available, a $100.00 depo
spot in our program. The deposit wil/l be ref
notice of withdrawal is given to the centre, in writing. Where a child is withdrawn

withlessthan one mont hés notice, the deposit wil/

fees are outstanding at withdrawal, the amount outstanding will be deducted from
the deposit prior to refund.

It is a parentds responsibilittheyintendtpl ace t he
transfer their child to another program within BACI. If a parent leaves with an
outstanding balance, it must be paid before the child can be re-admitted

Fees
Please refer to Appendix A for monthly fee rates.

Fees are due on the first of the month and post-dated cheques for 6 months are
required in advance.

Please note that the fees in the OOSC (South Slope, Brentwood Park Plus,
Suncrest, and Twelfth Avenue) do increase during the summer months of July
and August.

Please make cheques payable to BACI.

Subsidy

To be considered for Childcare Subsidy, refer to the nearest Ministry of Human
Resources office. You may be eligible for subsidy depending on the number of
people in your family and the net family income. If your family is eligible for
subsidy, the financial worker will give an authorization form to you. The form
needs to be given to the Supervisor and then the balance of your fees will be
determined. Families will be notified before the authorization renewal is required.
Children served through Supported Childcare, who are eligible for subsidy or the
$150 subsidy may be able to obtain authorizations from the social worker at the
Ministry of Children & Family Development.

(http://mwww.mhr.gov.bc.ca/contacts/region3.htm#Burnaby)
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Outstanding Fees

BACI is sensitive to family circumstances and hardships. However, when fees
are not paid on time, it jeopardizes the entire program. If fees are not received by
the 5™ of the month, parents will receive a written note from the program
supervisor confirming their fees are late and that their childcare services will be
suspended if the fees are not paid within two working days.

If the fees are not paid in full within the advised timelines, parents will receive a
second notification informing them that the childcare services are suspended
effective immediately and until payment is received in full via a guarantee
payment (i.e. cash, money order, guarantee cheque, etc).

NSF Cheques

All NSF cheques must be paid immediately, including a $25.00 service charge.

Receipts

Official receipts for childcare fees will be issued annually. An administrative fee
of $25.00 will be charged for providing a duplicate receipt.

POLICIES

Late Pick-up @

All families are required to arrive at the centre a minimum of 5 minutes prior to
the centre closing. This allows for a relaxed departure and provides an
opportunity for staff and parents to exchange communication before the centre
closes.

Late fines apply to families when a child is picked up after closing time. The fine
is equal to $1.00 for each minute. Should a parent indicate a desire to pre-
arrange a late pick-up, please note that the late fee still applies. Families are
responsible for the payment of the late fee. If a child is not picked up by half an
hour after closing, he/she is considered abandoned. If a family member has not
contacted the centre, staff must carry out the following procedure:

C At closing time, 5:30 p.m. (Variety and Fair Haven) or 6:00 p.m. (2"
Avenue, South Slope, Brentwood and Suncrest) a staff will phone your
home and place of employment. If there is no answer, the alternate
person listed will be contacted.
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C Half an hour after closing, 6:00 p.m. (Variety and Fair Haven) or 6:30 p.m.
(12" Avenue, South Slope, Brentwood and Suncrest) if no one can be
contacted, the Ministry for Children and Family Development (MCFD) will
be called to come and pick up your child. You may contact MCFD at 660-
8180.

C Children will not be sent home in taxis, nor will staff drive them home.

If a family wishes to appeal a fine, they may discuss this with the Supervisor.
When there are two or more instances of late pick up in a four- month period, the
Supervisor will contact the family. This telephone contact will be followed up with
a letter that will clarify the circumstances, remind the family of the late pick-up
policy, suggest options and notify the family that a continued violation of the
policy may jeopardize their childcare space.

Withdrawal or Change of Childcare Status

Onemonthbs written notice is requir ecdntrevhen
Payment of one monthds fees may be given

registration deposit will be returned to the family providing all fees owing have
been paid.

If a child is withdrawn for any period of time, their name may be placed on a
waiting list for re-admission upon request. Spaces cannot be saved or reserved
for returning children. If the family wishes to maintain a space for any absence,
the family will be required to pay for the space.

In the event that a child or family identifies significant issues, the Supervisor will
arrange a time to meet with the family to problem solve. In the unlikely event that
this is not successful, the family may be required to withdraw the child from the
program.

If an increase or decrease in the number of days or hours a child attends is
desired, or if the days of attendance need to be changed, please contact the
Supervisor. Changes will be accommodated whenever possible, but we cannot
always comply.

Students and Volunteers
BACI is committed to ongoing staff development and training. We welcome the
opportunity to participate in the practicum portion of training programs for Early

Childhood Education students and Community Support Worker students. We
also welcome volunteers from BACI.
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Volunteers are a welcome asset to our programs and offer invaluable assistance.
They are trained to participate in activities that will support and enhance the
program. Volunteers may be involved in baking and preparing snacks with the
children, accompanying us on field trips, assisting with cleaning/preparation work
for special events/activities, or reading to children. Volunteers will not be
responsible for the supervision of the children. You will have an opportunity to
meet the volunteers as they participate in the program.

From time to time, the centres accept high school students who are participating
in work experience. We will ensure that the students are introduced to you and
your child.

You have our assurance, that although we accept students and volunteers, all
are carefully screened and supervised. The needs and welfare of the children are
always our first consideration.

Practicum

BACI does not participate in research projects without the written consent of
families and the approval of BACI Board of Directors. However, please be
advised that practicum students do school-related projects and assignments
related to their educational program and practicum placement.

Criminal Record Searches

All staff, both regular and casual, students and volunteers will complete the
Criminal Record Search process prior to starting at the childcare centre, in
accordance with the Childcare Licensing Regulations.

Forms %

Community Care Licensing Regulations, CARF Accreditation, and standard
childcare practices require that a number of forms be completed by registered
families and maintained at the centre. These forms include but may not be
limited to:

Parent/Society Agreement

Emergency Card

Childcare Facilities Registration

Permission Forms

Supplementary Child Registration and Phys
Release of Information
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It is extremely important that all forms be kept up-to-date, particularly emergency
and permission forms. Please notify the staff immediately regarding any
changes in information (e.g. telephone numbers, emergency contact, custody
information, allergies, etc.)

PROGRAM OPERATIONS
Gradual Entry

Starting at a new childcare centrei s an i mportant event
some children this will be their first large group experience and can often be a bit
overwhelming and intimidating until your child becomes more familiar with the
program.

In order to assist families with the transition to a new childcare centre, a gradual
entry schedule will be set up with the families by the centre Supervisor.

Families should be prepared to spend some time with their child during the first
few days of gradual entry, in order for your child to establish a comfortable,
trusting relationship with staff.

Sample Gradual Entry Week

Day 1 Child comes to centre accompanied by parent or guardian for one or two
hours

Day 2 Child attends, still accompanied by parent or guardian and stays for one
to three hours

Day 3 Child attends and stays for lunch. Parents may leave and return after
lunch

Day 4 Child arrives, parent helps to settle child into the program then says good-
bye and lets the child know that they will return after nap or in the
afternoon

Day5Dependi ng up o nustméng thecphrent od guardiaa ohgy leave
and return in the early afternoon

This sample schedule is only a guideline for families. Since each child adjusts at

their own pace, the gradual entry may need to be increased or decreased
depending on the comfort of your child and the age of your child.
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Please note that all forms must be completed and returned to the centre before

parents leave the site. This helps us ensure that if there is an emergency or

illness, we have all the necessary information regarding your child, readily

available. Please also note that once gradual entry has commenced, families are

responsi ble for paying for their childbs spa

Arrival and Departure

For safety reasons, parents must sign your child in upon arrival at the centre and

out when departing. Please feel free to take the opportunity to speak with the

staff, share information and ask questions. We encourage parents to be involved

in their childds program, and welcome vVvisits

The times when your child is dropped off and picked up are very busy transitions.

Pl ease be very careful and cautious regardin
and exit the centre (e.g., traffic, other children, etc). This is a time when many

families are entering and leaving the centre at the same time and many exciting

activities are under way. If you have questions or concerns that you need a few

extra minutes for, please phone the staff or Supervisor later in the day. This will

allow the staff to focus their attention and understand your concerns without

jeopardizing the safety of the other children in the centre.

Please call the centre before 9:00 a.m. if your child will not be attending the
program. We require the child to arrive at the centre by 10:00 a.m.; this provides
the child with predictability and comfort in the environment. If planning an
appointment, please arrange it for the afternoon as children find it easier to leave
the program early than arrive late.

If you are detained and will therefore be late picking up your child, please phone

the centre and advise the staff when they can expect you. If you or an authorized

person canodét pick up Vyooentretwlgivelvathal you can con
authorization to a specific person. This person will be required to show picture

identification to the staff.

Please note: The late pick up fee is still applicable when picking up your
child after closing time.

Because the staff at all our centres adhere to child/adult ratios, as set by
Community Care Licensing, your agreed upon arrival and departure times are
very important.

For OOSC, if children do not attend the morning session, the staff will assume
that the child is absent for the entire day unless otherwise notified by the parent.
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Confidentiality

Please see BACI Privacy Policy and Photographing Procedure (both documents
are given to families upon enrollment).

With your permission, staff may take pictures of your child to be used at the
centre for the enjoyment of families and staff, for promotion of the centres or for
community education purposes. Our dConsent Formdpermits you to give
permission for none, some or all of these possibilities. Please ensure that your
consent is current. We will re-do consent forms at least annually.

Clothing and Possessions l’:} @

L
As the children participate in a variety of indoor and outdoor play activities each
day, it is helpful if your child wears washable, comfortable clothing that is
appropriate for all weather conditions.

For Out-of-School Care, you will need:

a pair of soft, skid-proof indoor shoes

for rainy days 1 boots and rain gear

in the winter T a pair of mittens, a hat, and warm outdoor clothes
in the spring i a hat

in the summer 1 a hat and sunscreen

an extra set of clothes (to be left at the centre at all times)

For children in the Infant/Toddler and 3-5 programs, you will need:

e a complete change of clothing (pants, shirt, underpants, socks and a
sweater)

a fitted crib sheet, blanket and soft cuddle toy (if desired)

a waterproof rain suit or muddy buddies and boots

2 photographs for their cubby and the Birthday Board

disposable diapers (if needed)

While children are toilet training, it is advisable to bring 3 or 4 pairs of training
underwear, pants, socks and an extra pair of shoes dalily.

In the winter please ensure that your child has a hat, 2 pairs of mittens and warm
outer clothing, and in the summer please bring a bathing suit, towel and
sunscreen.

Al | clothing must be clearl| y.BAG obaanoted wi th vyo
assume responsibility for lost items.
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If needed, the centre has a supply of extra clothing. If your child wears these
home, please return them so we can keep an extra supply available. Also, if your
child has outgrown some of their clothes and you would like to donate them, we
would be pleased to add them to our collection.

Birthdays

Each child will be acknowledged on his/her birthday. We encourage families to
bring a special snack to share; the snack must be nut-free. If a family chooses to
not cel ebrate a c hnfotmdh2 sentte stafftinfedvange, pl eas e

Rest Time

Rest time is a healthy part of a chil dos
rest schedules, while toddlers and children in the 3-5-program rest after

lunchtime. Children who do not sleep can rest on their mats for a short period

and then have a quiet activity (books, puzzles, drawing etc.).

Toileting and Diapering

Toileting is done at the centres on a regular routine basis or as required by a
child. A daily toileting record for children wearing diapers or children toilet training
is located in the washroom.

Families are required to provide diapers for their child. A consent form for diaper
cream or Vaseline can be obtained from staff.

Children wash their hands after using the toilet or having their diaper changed.
Staff will follow Licensing Regulations and Universal Precautions when changing
diapers. This includes using gloves, washing hands between each change and
cleaning the change table with a disinfectant spray.

Transportation b
NN

Within the childcare programs, it is sometimes necessary to transport the
children to and from field trips. All vehicles used for transportation are insured for
transporting children, are regularly safety checked, and are driven by qualified,
licensed Class 4 drivers. Children are buckled up and safety procedures are
reviewed each trip.
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