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[bookmark: _Toc202530827]Program Statement
	[bookmark: _Hlk195617165]Objective
	Strategies
	Indicators

	Provide a safe and healthy environment, based on the well-being of children
	• Complete health checks for children;
• Post menus and any changes;
• Maintain materials and equipment in good condition;
• Inspect the playground daily, monthly, and seasonally;
	• Health status charts are completed;
• Weekly menus are posted and changes are noted;
• Toy disinfection is completed and recorded in the log;
Playground inspection charts are compiled

	Building positive and responsive relationships with children, families and staff
	• Greet children by name with a smile;
• Greet parents upon arrival;
• Listen to the needs of families;
	• Children's names are often spoken throughout the day;
Parents are warmly welcomed;

	Encourage children's autonomy and promote self-esteem
	• Speak to children with respect and encourage them to respect other children;
• Model strategies for self-regulation;
Reduce stressful situations;
	• Children are comforted and can use materials to promote self-regulation (cozy cove, turtle time, etc.)
• The day is organized to respect the children's rhythm;

	Create an environment and experiences that foster child engagement
	• Offer exploration activities, give plenty of room for play and arouse the child’s curiosity
	• Children explore at their own pace, playing according to their interests;
• Staff create learning opportunities based on interests

	Exploring children's ideas
	• Programming based on children's interests;
• Offer varied and open-ended materials that allow children to explore at their own pace with adult support;
	• A children's interest wall is displayed in their premises;
• The provision of planning is flexible and allows children to make choices

	Design experiences and environments that promote each child's learning and development
	• Organize a variety of centres (florist, sensory bin, etc.), based on each child's interests, needs, and development
• Ensure you have natural elements
	• centres are changed according to the interests, needs and development of the children;

	Provide a balanced program that meets the needs of children
	• establish a balanced and flexible schedule
	• the posted schedule offers indoor and outdoor play times, active play, quiet and rest periods and is respected;

	Provide an environment that invites families to share their perspective and actively participate in the program
	• Create a sense of belonging
• Invite parents to share their perspectives
• Communicate regularly via Lillio
• Share children's interests
	• Families will be warmly welcomed
Formal and informal exchanges will take place regularly
• Parents will be invited to engage, share, or ask questions in person or via Lillio

	Create partnerships with community services:
• region;
• school;
	• Establish relationships with various community agencies
• Invite partners to participate in our program
	• Families will be informed of the services available in the region
• Agencies will be able to offer their services at the daycare (ASCY, REACH).

	Promote professional development situations for staff and support them in developing their personal professional objectives
	• Provide feedback to staff
• Conduct self-assessment to determine annual professional development goals
• Offer training opportunities based on staff needs
	• Observations will be documented and shared with staff
• Professional development objectives will be reviewed yearly.
• Available training will be shared with staff
• A report will be provided during team meetings

	Evaluate services and listen to parents’ needs
	• Send a survey to families once a year;
	• Data will be compiled to adjust program strategies



[bookmark: _Toc202530828]Mission
We believe that children are competent, capable, and full of potential. By following the guidelines of How Does Learning Happen? and the principles of the ELECT, we are committed to fostering an inclusive French-speaking environment where children can grow, learn, and thrive.
[bookmark: _Toc202530829]Vision 
To provide quality childcare services in a French-speaking environment to enrich the lives of the children in our care.
[bookmark: _Toc202530830]Program Statement Policy
At Briosphère Norfolk Inc., we passionately strive to be a continuation of the family environment and a link to the future school. We aim to bring together the Francophone community by including First Nations, Métis, and Inuit peoples. The program reflects diverse and varied cultural backgrounds that share the same language and values. “The web woven around family and community is the child's anchor for early development.”
What we seek first and foremost at Briosphère is to allow each child to exist as a distinct individual in a Francophone environment. The program at Briosphère will adhere to the philosophy and mission statement of Csc MonAvenir.
Children must feel loved, comfortable, and respected. We hope that each child will develop self-confidence, acquire the autonomy they need, and find within themselves the answers to solve the challenges they encounter. The educational guidance is child-centred.
To read the Program Statement Policy, please see Appendix 1.


[bookmark: _Toc202530831]Our Programs
-Toddlers: Children from 18 months to 30 months
- Preschool: Children from 2.5 years to 4 years
- School Program: Before and after school, as well as PD days, March break, and summer camp for children ages 4-12
Our programs are offered at Sainte-Marie Catholic Elementary School.
[bookmark: _Toc202530832]Hours of operation
Our hours of operation are from 7:00 a.m. to 5:30 p.m.
Our services are available twelve months a year, with the exception of the dates indicated in the vacation policy.
[bookmark: _Toc202530833]Fees
[bookmark: _Toc202530834]Fee Policy
Fees are payable on the first of each month for all children enrolled in the program. Children's places are reserved for the entire month, and no deductions are made for absences.
[bookmark: _Toc202530835]Program fees
Toddlers – $46 per day, currently reduced to $21.74 in agreement with CWELCC
Preschoolers – $43 per day, currently reduced to $20.32 in agreement with CWELCC
After-school Programs
Before School – $8 per day
After School – $13 per day, reduced to $12 for a child under 6 in agreement with CWELCC
Before and After School – $20 per day, reduced to $12 for a child under 6 in agreement with CWELCC
PD Days – $40 per day, reduced to $18.90 for a child under 6 in agreement with CWELCC
March/Summer Camps – $40 per day, reduced to $18.90 for a child under 6 in agreement with CWELCC
** For a full day school age program, we offer a morning snack, a hot lunch and an afternoon snack included in the fee.
[bookmark: _Toc202530836]Canada-wide Early Learning and Childcare system (CWELCC)
Briosphère is enrolled in the new Canada-wide Early Learning and Child Care System (CWELCC) through licensed early learning and child care services in families and educational centres. This system was established through an agreement between the Province of Ontario and the Government of Canada in 2021. It is implemented by the Consolidated Municipal Service Manager (CMSM).
Funding provided under CWELCC is used to:
• Build on the success of the province's existing early learning and child care system; 
• Leverage by increasing the quality, accessibility, affordability, and inclusion of early learning and child care to achieve the following goals:
1. Reduce childcare fees charged to families by 25%, retroactive to April 1, 2022, and then by up to 50% by the end of the 2022 calendar year, and reach a fee of $12 per day by 2025-2026;
2. Create 86,000 new, high-quality, affordable spaces;
3. Overcome barriers to inclusive childcare; and
4. Empower the early childhood workforce and provide training and professional development opportunities.
Eligibility for reduced childcare fees:
Children aged zero to five (5) are eligible. In addition, children are also eligible if they are six (6) years old, up to a date determined as follows:
• If the child's six (6) birthday falls between January and June, the child remains eligible until June 30 of that calendar year;
• If the child's six (6) birthday falls between July and December, the child remains eligible until the end of the month in which they turn six (6).
To benefit from, among other things, the reduced rate due to CWELCC, the child must be registered and attending one of our approved educational services.
[bookmark: _Toc202530837]Payment method
Payments can be made by e-transfer to info@briospherenorfolk.com
[bookmark: _Toc202530838]Refunds
If a refund is warranted, funds will be transferred electronically within 48 hours.
[bookmark: _Toc202530839]Admission and waiting list management
Priority will be given to children on the waiting list in the following order:
• siblings of students at Sainte-Marie School;
• siblings of daycare students;
• children of daycare or school staff;
• Francophone Catholic rights holders under the Canadian Charter of Rights and Freedoms (section 23).

At the parent's request, they may consult the waiting list, which respects the confidentiality and privacy of families.
No application or administration fees will be charged when placing a child's name on a waiting list.
[bookmark: _Toc202530840]Arrival and departure
Children can be dropped off between 7:00 a.m. and 10:00 a.m. After this time, no children will be accepted into the program to avoid disrupting the classroom schedule and activities.
Parents dropping their children off must ensure that they have been transferred to a staff member before leaving. Upon departure, parents must inform the educator that they are leaving with their child, particularly during parties or gatherings.
If for any reason a child must leave daycare before or after their usual time, parents must inform the staff in advance. If parents are unable to pick up their child themselves, they must inform the administration in writing of the name of the person authorized to escort the child home. No child will be allowed to leave daycare without parental permission. For security reasons, our staff may require identification from those authorized to pick up the child.
[bookmark: _Toc202530841]Absence
If your child will be absent, it is mandatory to notify the daycare of their absence. If possible, indicate the duration of the absence and the reason (especially in the case of a contagious illness).
There is no sick day policy in effect. Daycare fees must be paid on the 1st of each month, with no refunds for unused days.
To read the Safe Arrival and Departure Policy, please see Appendix 2.
[bookmark: _Toc202530842]Late pick-up fee
The daycare closes at 5:30 p.m.  Parents who pick up their child(ren) late will be fined $1 per minute, per child. This fee will be added to the next bill.
In the event of an emergency, where the parents have not shown up or called by 5:30 p.m., and the assigned educator is unable to reach the person identified on the emergency number, Child and Family Services will be contacted. A note will then be left on the daycare door for parents, informing them of the measures taken.
[bookmark: _Toc202530843]Withdrawal
[bookmark: _Toc202530844]Withdrawal by the family
A two-week notice period is required for child removal. Even if the child does not show up within those two weeks, childcare fees must be paid. Any unpaid fees will render the child(ren) ineligible for any future care.
[bookmark: _Toc202530845]Withdrawal by the Daycare
The withdrawal procedure is followed for all families. In the event that all steps have been taken and all procedures followed to ensure the successful integration of a child into the program and the results are inconclusive, the daycare reserves the right to withdraw a child from its services by providing two weeks' written notice.
If children are asked to leave or are refused admission due to the daycare's inability to accommodate their needs or their family's circumstances, the procedure will include:
Documenting meetings with parents and the use of support services.
• Notifying the daycare's board members.
• Notifying the county’s Childcare and Early Childhood Services Manager.
• Referring to other services.
[bookmark: _Toc202530846]Unexpected Closures
The daycare may be forced to close for extraordinary reasons beyond our control (bad weather or other). The daycare follows the CSC MonAvenir directive and closes only when the Board decides that the safety of children, families, and staff, or that the proper functioning of the premises, may be compromised. If the daycare must close for a day for reasons beyond our control, no days will be refunded or credited. For any closure resulting in three or more consecutive days, the daycare's Board of Directors will consider compensating families. *In the event of cancellation of school transportation, the daycare provides services and childcare fees are not affected.*
[bookmark: _Toc202530847]Daily Schedule
Routine schedules are posted in each room and are available upon request.
The daily schedule includes:
• Welcome period;
•Outdoor play periods totalling at least two hours for full-day programs;
• One outdoor play period of at least 30 minutes for before- or after-school programs;
• Two snacks and one meal;
• Hygiene routines;
• A rest period of up to two hours: children are encouraged to rest and sleep. However, after 45 minutes, children who are not asleep are invited to engage in quiet activities;
• Activity, discovery, and exploration periods are planned;
• At least one group session with language development activities.
To read the Playground Safety Policy, please see Appendix 3.
[bookmark: _Toc202530848]Food
The meals offered to children are nutritious, balanced, and meet the standards of Canada's Food Guide. The weekly lunch and snack menus are posted. Each child is encouraged to try the food presented to them, whether familiar or unfamiliar, without being forced. If a child has a special diet, an allergy, or a food aversion, it is the parents' responsibility to notify the administration so that special arrangements can be made. This measure also applies to children attending the after-school program, who are served a snack. Therefore, it is prohibited to bring foods containing peanuts to the daycare.
During professional development days, spring break, and the summer, children in the kindergarten and school-age groups will receive the same meals and snacks as daycare children.
To read the Food Practices Policy, please see Appendix 4.

[bookmark: _Toc202530849]Menu
Here is an example of one of our menus
[image: A menu with text on it
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[bookmark: _Toc202530850]Programing
The group's early childhood educator plans a variety of experiences based on play-based learning and exploration. These experiences are developed based on educational objectives that promote the child's growth. We pay particular attention to the development of the following areas: physical (fine and gross motor skills), cognitive (language), social, and emotional, and we encourage the autonomy of our little friends. Classes are organized to create development centres and stimulate children's self-regulation. The schedule is posted on the bulletin board, and we encourage parents to participate in the program whenever they wish.
All children must respect the daycare's operations and be able to follow the program. After completing the integration process, if it is determined that a child cannot follow the daycare's program, the child may be removed from the program. Parents will be notified at least two weeks in advance before the final decision is made.
[bookmark: _Toc202530851]Educational Outings
Field trips are planned and a "permission" form is distributed to parents with all the necessary information. The form must be duly completed, signed, and returned to the responsible educator. During a field trip, daycare staff accompany the children, making it impossible to provide childcare services at the centre. Parents who do not want their child to participate in the trip must find an alternative care arrangements for that day.
[bookmark: _Toc202530852]Illness
Parents must provide a copy of the immunization record to the director upon admission or provide the signed form stating that the parent refuses to have their child immunized.
[bookmark: _Toc202530853]Vaccines
A doctor’s note is required upon readmission of a child absent due to a contagious illness.
Briosphère reserves the right to refuse admission to a child if they exhibit one or more of the following symptoms:
• Fever – temperature higher than 38C or 100.4F. The child must stay home for at least 24 hours following a fever.
• Skin disease, rash, or infection.
• Respiratory illness, thick mucus, or asthma symptoms.
• Contagious illness – parents must notify the daycare if a child contracts such an illness.
• Diarrhea, vomiting. The child must stay home for at least 24 hours following a bout of vomiting or 2 diarrhea.
• Lice (parents must notify the school and daycare if they discover lice in their child(ren)'s hair).

If a child becomes ill during the day, parents will be notified and must arrange to pick them up as soon as possible. When a child is sick, daycare fees continue to be payable. Special cases will be discussed by the Board of Directors of La BRIOsphère Norfolk Inc.
A child who is sick cannot attend daycare. (A child who cannot play outside is not accepted at daycare.)
[bookmark: _Toc202530854]Nap time
The centre staff agrees to follow the policy on child supervision during the rest period.
It is understood that:
1. The rest period will not exceed two hours.
2. Proper supervision is essential. Staff must conduct a direct visual inspection of each sleeping child every 30 minutes for toddlers and observe any unusual behaviour.
3. There must be sufficient lighting in the rest area or room to conduct direct visual inspections.
4. Each child will be assigned a cot.
5. Parents will be consulted regarding the child's sleep habits at the time of registration and at any other appropriate time, such as during transitions between programs or rooms, or at the request of a parent. 
6. Any significant changes in the child's sleep patterns or behaviour will be reported to the parents, and adjustments will be made to the child's sleep monitoring.
7. Direct visual inspections will be recorded according to the frequency.
8. Staff will complete the daily report on the Himama app.

To read the Child Supervision Policy during the Rest Period, please see Appendix 6.
[bookmark: _Toc202530855]Medication
Only medications prescribed by a physician with written authorization from the parent/guardian will be administered to children. You will find a medication log in each classroom, which must be duly completed and the medication given directly to a staff member. Medications provided must be in the original container, labelled with the child's name, indicating the prescribed and expiration date, dosage, and storage and administration information. Only one teacher per class is authorized to administer medication and will sign the medication log after administering it.
No medication without a prescription will be administered.
To read the Medication Administration Policy, please see Appendix 7.
[bookmark: _Toc202530856]Emergencies
In the event of an accident, medical treatment, or hospitalization, Briosphère is designated as a temporary guardian to facilitate interventions when it is impossible to reach the parents or designated guardian. To this end, a medical authorization form must be signed by the parents or guardian at the time of registration. This authorization is the one recommended by the Hospital for Sick Children and is written in English. Briosphère is in no way responsible for any situation resulting from this action.
The daycare has policies and procedures for managing emergency situations. The daycare will communicate with parents by sending an email to all parents, informing them of the situation and the meeting location if an evacuation occurs.
[bookmark: _Toc202530857]Birthdays
You are welcome to bring a cake or healthy (nut-free) snack to celebrate your child's birthday. Staff and children mark this special day by celebrating the star of the day.
[bookmark: _Toc202530858]Clothing
All children in the toddler and preschool groups must have a change of clothes, including a complete change of clothes (shirt, pants, underwear, pair of socks), as well as indoor shoes. Children in the preschool and toddler groups must bring their own diapers and wet wipes. In the summer, parents must provide a hat or cap and sunscreen for their child(ren). We ask that you apply sunscreen in the morning, before arriving at daycare. The educators will apply the sunscreen again before the afternoon outside play time.
A small blanket is required for children's mandatory nap time. Children who are not asleep must rest for a minimum of 45 minutes. Afterward, they will be encouraged to do quiet activities (puzzles, drawing, reading, etc.).
PLEASE IDENTIFY ALL OF EACH CHILD'S CLOTHING AND PERSONAL ITEMS. Briosphère is not responsible for lost items.
[bookmark: _Toc202530859]Toys
The daycare provides all the toys needed for the program. You are sometimes invited to bring educational materials to supplement the program or as part of a special activity. However, on a daily basis, it is strictly forbidden to bring toys unless you have obtained prior permission from the staff.
[bookmark: _Toc202530860]Children With Special Needs
Briosphère believes that all children are equal and, based on this assumption, strives to include all children in its programs and services. It considers all children to be unique and, in partnership with families, is committed to meeting their developmental and educational needs to the extent that it is able to provide the service and/or obtains the necessary support to do so.
To read the Policy for Children with Special Needs, please see Appendix 8.
[bookmark: _Toc202530861]Discipline Policy
Under no circumstances is a staff member permitted to use corporal punishment. We strive to provide a stimulating and healthy environment for children. We intervene using methods such as active listening, positive reinforcement, redirection, and reflection. When necessary, the child will be removed from the group for a few minutes to a quiet space with an educator to give them time to reset.
The staff at Briosphère is responsible for reporting any suspicion of child abuse to child welfare without having to consult management or members of the Board of Directors.
To read the Discipline and Behaviour Management Policy, please see Appendix 9.
To read the Administrative Policy regarding physical and/or sexual abuse, please see Appendix 10.
[bookmark: _Toc202530862]Health, safety and well-being
Promoting the health, safety, nutrition, and well-being of children
To read the Health Promotion Policy, please see Appendix 11.
[bookmark: _Toc202530863]Diaper Changing and Toilet Training
To read the Diaper Changing and Toilet Training Policy, please see Appendix 12.
Briosphère is a smoke-free environment. Smoking is strictly prohibited on the property of Sainte-Marie Catholic Elementary School and on the premises at all times. Action will be taken against anyone who smokes at Briosphère, even when children are not present.
To read the Anti-Smoking Policy, please see Appendix 13.
[bookmark: _Toc202530864]Role of the parents
“Promote parent participation and ongoing dialogue about the program and their children.”
It is essential that parents be involved in the daycare. You are invited to develop projects and share your suggestions for learning experiences. We encourage you to interact with the staff and other parents.
We invite parents to participate in the life of Briosphère.
• Participate in celebrations;
• Accompany children on outings;
• Participate as resource persons in special activities: visual arts, drama, crafts, singing, dancing, music, sports, etc.
• Assist staff by volunteering
• Provide recycling materials to support the program
• Participate in committees
• Share feedback
• Help organize activities that bring daycare families together
• Participate in training sessions
• Other
Parents are encouraged to share their concerns with staff regarding their child's development and any challenging situations they may be experiencing. Close communication between home, daycare, and school helps support the child.
[bookmark: _Toc202530865]Role of the educator
“Encourage children to interact and communicate positively and support their ability to self-regulate.”
“The staff applies a warm, attentive, and inclusive approach and builds positive relationships with the children. Educators participate as co-learners with families and children—learning with, about, and through the children.”
The educator assumes three different yet complementary roles to ensure the child's harmonious development: friend, educator, and resource person. As a friend, they play with the child, comfort them, share their experiences, and interact with them. As an educator, they plan, design, and organize a program of varied activities. They create an atmosphere conducive to development and stimulate their creativity and spontaneity. As a resource person, they guide the child through their learning and challenges. They lend a listening ear and a listening eye to each child. To encourage children's development and facilitate the child/child and child/adult relationship, we have established intervention methods. These methods are essential to the proper functioning of the centre and the safety of the children. The adult's role is to establish behavioural limits to ensure the child's well-being and to take action if these limits are not respected.
Most of the staff at Briosphère are members of the Ontario College of Early Childhood Educators or approved by the MOE. Upon hiring, staff must provide a criminal record check dated within the last six months. Staff must comply with the College's continuing education regulations. Each staff member must hold a standard first aid certificate. We always adhere to the educator-to-child ratio recommended by the Childcare and Early Years Act, 2014.
In its vision of partnership, the daycare adheres to the principle of volunteerism and welcomes interns/students (who are included in volunteer). The supervisor ensures that the volunteer or intern is under the supervision of a daycare employee at all times. The supervisor recognizes the contribution of various members of the community to enrich the educational programs and extracurricular activities in French at the school. 

To read the Professional Development Policy, please see Appendix 14.
To read the Criminal History Policy, please see Appendix 15.
To read the Volunteer and Intern Guidelines Policy, please see Appendix 16.
Parent communication
Briosphère understands the importance of open communication with parents.
To read the Parent Communication Policy, please see Appendix 17.
Emergency situations
To read the Emergency Management Policy, please see Appendix 18.
To read the Serious Incident Policy, please see Appendix 19.
Procedures in the event of a conflict
To read the Conflict Procedures Policy, please see Appendix 20.

















[bookmark: _Toc202530866]Appendix 1 - Policy on the implementation of the program statement
Last updated: April 24, 2025

STATEMENT
The daycare believes in the importance of having a program statement that frames the philosophy and defines the policies and procedures to be followed.

PURPOSE 
The goal is to revise the daycare's Philosophy and Regulations and include a program statement that supports the Ministry of Education's vision for early childhood and reflects that of the daycare service:
· Promote children’s health, safety, nutrition, and well-being;
· Support positive and responsive interactions between children, parents, and childcare staff;
· Encourage children to interact and communicate positively and support their ability to self-regulate;
· Foster children’s exploration, play, and curiosity;
· Provide child-initiated, adult-supported experiences;
· Plan and create positive learning environments and experiences that support each child’s learning and development;
· Incorporate indoor and outdoor play, active play, rest, and quiet time throughout the day, and consider children's individual needs;
· Encourage parent involvement and ongoing dialogue about the program and their child(ren);
· Engage local community partners and enable them to support children, their families, and staff;
· Support staff in their ongoing professional development;
· Document and evaluate the impact of the strategies outlined in the criteria identified in the objectives column.
· Ensure that observation monitoring is respected as stipulated in the non-compliance policy;
· Ensure that best practices are adhered to as stipulated in the discipline and behaviour management policy.

EXPECTATIONS:

The daycare expects that:
· New student and volunteer staff members will review the program statement before interacting with children and whenever it is modified.
· The "Philosophy and Regulations" document will serve as a framework for developing the program statement.
· Daycare staff and parents will be consulted.
· Suggestions from those consulted will be considered, and changes will be made.
· Every three years, the daycare will review the documents in consultation with staff and parents.
· Staff will confirm that these practices are not permitted and do not occur within the program:

Prohibited Practices:
· Corporal punishment (e.g., hitting, slapping, pushing, pinching);
· [bookmark: _Hlk196386158]Physical restraint, including restraining a child in a high chair, car seat, or other devices for disciplinary purposes or as an alternative to supervision, unless this measure is for the purposes described in the Regulation (preventing the child from hurting themselves or others, and only until the risk of injury is no longer imminent);
· Locking childcare centre exits to confine a child, or confining a child in an area or room without adult supervision unless this measure is taken in an emergency situation; 
· The use of harsh or degrading measures, threats, or derogatory language against or in the presence of a child that may humiliate, frighten, or undermine the child's dignity or self-esteem;
· depriving a child of basic needs, such as food and water, shelter, sleep, toileting, clothing, or bedding;
· causing bodily harm to a child, including forcing them to eat or drink against their will. Staff confirm that these practices are not permitted and do not occur within the program.

PROCEDURES AND MEASURES IN THE EVENT OF A VIOLATION

It is understood that:
· The supervisor will meet with the employee, establish an action plan to prevent recurrences, and conduct random checks in the following weeks.
· A follow-up meeting will be held in the following weeks.
· A mentoring program will be offered to support the employee.
· The employee will be encouraged to participate in training or do reading material.
· Violations will be documented and kept in a binder at the office for at least three years.
· The review of the program statement and the policy for implementing the statement will be done individually.
· The supervisor will inform and educate the employee about the importance of implementing the program statement.
· The measures established in the event of the use of a prohibited practice must follow a progressive order and take into account the seriousness of the violation and the number of previous violations committed by the individual.














[bookmark: _Toc202530867]Appendix 2 - Childcare Centre Policy and Procedures for Safe Arrival and Return
Last updated: April 24, 2025
PURPOSE
This policy and the procedures it contains will help support the safe arrival and return of children in care.
This policy will provide staff, students, and volunteers with a clear understanding of their roles and responsibilities in ensuring the safe arrival and return of children in care, including the actions to be taken when a child does not arrive at the childcare centre as scheduled, as well as the steps to be taken to ensure their safe return.
This policy fulfills the obligations set out in Ontario Regulation 137/15 regarding policies and procedures for the safe arrival and return of children in care.

Policy
• Briosphère Norfolk Inc. will ensure that any child in care at the childcare centre is released only to the child's parent/guardian or to a person to whom the parent/guardian has given the childcare centre written permission to return the child.
• Briosphère Norfolk Inc. will only return children in care to their parent/guardian or another authorized person. The centre will not return any child in care without supervision.
• When a child does not arrive at the childcare centre as scheduled or is not picked up as planned, staff members must follow the procedures for safe arrival and drop-off described below.
Additional Policy Statements
Children can only be entrusted to an adult, or a brother or sister aged at least 16 and authorized by the parents.
Procedures

Accepting a child into the daycare centre
1. When accepting a child into the childcare centre at drop-off, program staff members in the room must:
· Greet the parent/guardian and child.
· Ask the parent/guardian how the child's evening/morning went and if there are any changes to the child's pick-up procedure (i.e., if someone other than the parent/guardian will be picking up the child). If the parent/guardian has indicated that someone other than the child's parent/guardian will be picking up the child, staff members must confirm that the person is on the emergency contact list or, if the person is not on the list, they must ask the parent/guardian to provide written authorization for the pick-up (e.g., a note or email). 
· o Document the change in the child's pickup procedure in the daily written log.
· Sign the child into Lillio to confirm that the child is present in the classroom.


When the child does not arrive at the childcare centre as scheduled
1. When the child does not arrive at the childcare centre and the parent/guardian has not communicated a change in the child's drop-off procedure (e.g., did not leave a voicemail or did not notify the closing staff about the pickup), staff members in the classroom must:
· Inform the supervisor and begin communicating with the child's parent/guardian no later than 9:30 a.m. Staff members must send a message on HiMama asking for the reason for the child's absence.
· If they have not received a response by 10:00 a.m., they must inform the supervisor, who will call the parents. 
2. Once the child's absence has been confirmed, program staff members will document it on the attendance register and record any additional information about the child's absence in the written daily log.
Returning a child who is in a daycare centre
1. Staff members supervising the child at the time of pick-up must return the child only to the parent/guardian or to the person to whom the parent/guardian has given written permission to the childcare centre to release the child. If staff members do not know the person picking up the child (i.e., the parent/guardian or authorized person), they must:
· Confirm with another staff member that the person picking up the child is, in fact, the child's parent/guardian or authorized person.
· When the above option is not available, ask the parent/guardian or authorized person for photo identification and compare the person's information with the name of the parent/guardian or authorized person in the child's file or on the written permission.
When the child was not picked up as planned (before the centre closed)
1. When the parent/guardian has previously communicated with staff members the exact time and date the child will be picked up from the childcare centre, and the child has not been picked up, the educator must contact the parent/guardian by sending a message on HiMama and informing them that the child is still at the childcare centre and that no one has picked them up.
If a child has not been picked up and the centre is closed
1. If the parent/guardian or authorized person was scheduled to pick up the child from the childcare centre and has not arrived by 5:30 p.m., the educator will call the parent/guardian to notify them that the child is still at the childcare centre and that the centre is now closed. If the person picking up the child is an authorized person, staff members must notify the person that a late fee of $1 per minute will be charged on their next bill.
2. If the staff member is unable to reach the parent/guardian or authorized person responsible for picking up the child, they must call the person listed as an emergency contact on the emergency contact list. 
3. When the staff member is unable to contact the parent/guardian or any other authorized person listed in the child's file (e.g., emergency contacts) by 6:00 p.m., the staff member shall notify the supervisor and contact the local Children's Aid Society (CAS) [Norfolk County]. The staff member shall follow the CAS's direction regarding next steps.

[bookmark: _Toc202530868]Appendix 3 – Playground Safety Policy
Last updated: April 24, 2025
Daycare staff are committed to following the playground safety policy and its indicators of safety, cleanliness and good condition of the playgrounds. It is important to regularly review with staff, students and volunteers the measures to be taken in the event of an emergency and the procedures to follow for reporting serious incidents.

It is understood that:

The number of employees cannot be reduced under any circumstances when outdoors. (Compliance with Ontario Ministry of Education ratios)

1. Adequate supervision is essential;
Staff must be located at strategic locations throughout the park so that children can be both stimulated and safe. 

Any minor accident must be reported. A form will be completed by the educator on duty and signed by the educator, the parent, and the director. A copy will be given to the parents and kept on file for this purpose. All accidents must be reviewed and discussed with staff to minimize the chances of recurrence. Any accident requiring medical attention must be reported to the Ministry and the region.

Ensuring that children are always safe:
• Ensure that no part of the equipment can trap a child's head or limbs.
• Teach children to play carefully;
• Do not push, shove, or wrestle;
• Never slide headfirst;
• Sweep hard play surfaces to remove stones, sand, and gravel;
• Educate children that ropes and strings attached to slides or any other play equipment can be dangerous;
• Wait until structures are dry. Slippery surfaces can cause serious injuries, and in this case, the structure must be closed;
• Always hold on when climbing the structure;
• Do not have too many children on the structure at the same time;
• Never jump from dangerous heights;
• If the child needs help getting onto a piece of equipment, it means they are not ready to use it safely, even if they are in the age group recommended for the equipment in question;
• The first aid kit must be accessible at all times;





2. That all staff members must:
a. Read this policy once before starting work, and then review it annually;
b. That it is management's responsibility to ensure that inspections are conducted, completed, and retained. Staff will be informed of any safety deficiencies. A reminder will be given at staff meetings and noted in the communication log.

3. That any repairs, renovations, or new equipment installations will be carried out in accordance with CSA (Canadian Standards Association) standards. A signed report from a certified inspector will be added to the playground's permanent safety record.

4. That the permanent playground safety record must include
· a. daily, monthly, and annual inspection reports;
· b. plans resulting from these inspections;

DAILY VISUAL INSPECTION OF THE PARK
Must be conducted before children have access to the park by the designated staff member or delegate.
· Inspect the entire playground to remove debris and waste:
· Condoms, animal feces, needles, broken glass, cigarette ends, bottle caps and soft drink containers, etc.
• Inspect equipment to ensure it is not damaged by vandalism
• Check that the area is safe
• Remove any ropes or cables;
• Sweep hard surfaces to remove stones or sand;

The 5 Key Points for Park Safety
• Supervision
• Providing materials to support gross motor and creative development
• Keeping equipment tidy
• Ensuring children are always safe
• Adjusting the park, staff, and children according to the seasons

Supervision:
• At least two adults must be present at all times, so that one can respond to an emergency situation and the other can supervise the rest of the group of children; or staff members who go out alone must have a communication system to reach someone in case of emergency;
• Staff members should be positioned strategically around the playground and at a certain distance from each other so that they can easily monitor all the children's activities;
• Staff interaction with children enhances play and sometimes helps identify potential problems;
• Staff should be close to the play structure;
• Teach children the playground rules. Preschoolers should be able to follow up to three rules without difficulty.


Creation of a program for gross motor and creative development of the child:
• An outdoor activity program is created by the educators and posted for parents to see. This program will include games and activities that promote the development of gross motor skills and stimulate children's creativity. It will be a continuation of the daily indoor activity program.
• There will be fewer accidents if children are engaged and interested in their play.

Keeping equipment in order:

The educator responsible for the inspection must:
· inspect the playgrounds before the children go outside;
· complete playground inspection report;
· remove any equipment deemed dangerous from the playground;
· inform the supervisor or staff of any critical situation;
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STATEMENT

The daycare recognizes the importance of providing a healthy and stimulating environment for children's health. The daycare prepares a menu, and only these meals/snacks may be offered to children for eating at the daycare, at the designated times. Only food provided by the daycare may be eaten by staff in the presence of the children, at the same time as the children are invited to eat it. Parents are sometimes invited to bring their child's breakfast, and the staff encourages parents to bring nutritious foods and prohibits foods with no nutritional value (candy, sweets, etc.) or those prohibited due to severe allergies.
At parties organized by the daycare, parents are sometimes invited to bring food.

GOAL
To establish clear rules to guide staff in providing a nourishing environment and being good role models for children.

EXPECTATION:
The daycare expects all staff members to eat only the food served to children on the daycare premises, in their presence.
Our staff must:
• Encourage children to eat the nutritious foods served;
• Set a good example for children by eating the food served at snack and meal times;
• Follow allergy procedures by refraining from eating products prohibited at the daycare (for example: nut-free daycare, staff cannot eat foods containing nuts);
• Eat lunch in the staff lounge and be careful not to bring prohibited foods into the daycare (products containing peanuts).

PROHIBITED:
The Council finds it unacceptable that:
• a staff member eats/drinks food/drinks on daycare premises in the presence of children that are not served and intended for children;
• a staff member eats/drinks on daycare premises, in the presence of children, outside of scheduled hours (lunch, snack, and meal);
• a staff member offers the children foods that are prohibited at the daycare: candy, gum, foods that may contain nuts, etc.;
• a staff member eats/drinks during children's naptime;
• a staff member eats/drinks while sitting alone at a table (breakfast, snack, or meal).
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POLICY

The staff at Briosphère Norfolk Inc. are committed to the safety and well-being of all children attending its programs. To prevent accidents caused by severe allergies, parents must inform daycare staff of their child's allergies and any dietary restrictions. A section of the registration form is dedicated to this purpose. In the case of a severe allergy, parents must follow procedures and complete the "Anaphylactic Allergy Information Sheet" form.

The daycare recommends that parents repeatedly introduce eggs, dairy products, nuts (legumes), fish, and shellfish before their child's admission to the program. These are the most common foods that can cause anaphylactic shock.

The daycare has created a peanut- and nut-free menu. The ingredient list of packaged products is always consulted before any new food is offered to children. 
The daycare cannot create a menu without dairy, eggs, or fish and shellfish, but does offer special diets for children with these allergies. In the case of a child with more than one severe allergy, the daycare requires parents to provide meals and snacks for the child with these allergies.
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The centre staff is committed to following the policy on the supervision of children during the rest period

It is understood that:
1. adequate supervision is essential; staff must conduct a direct visual inspection of each sleeping child every 30 minutes for toddlers and every 15 minutes for infants, and observe any unusual behaviour;
2. sufficient lighting in the rest area or room is provided to allow for direct visual inspections;
3. each child will be assigned a cot;
4. parents will be consulted about the child's sleep practices at the time of enrollment and at any other appropriate time, such as during transitions between programs or rooms, or at the request of a parent;
5. any significant changes in the child's sleep patterns or behaviour will be communicated to the parents and will result in adjustments to the child's sleep monitoring;
6.  direct visual inspections conducted will be recorded according to frequency.
7.  that all staff members, volunteers, and interns must:
A. read this policy once before starting work, and then review it once a year;
B. sign a document confirming that the policy has been reviewed 
8. that the visual inspection reports will be kept for a minimum of two years in the register created for this purpose.
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As stipulated by the Ministry of Health Act and section 0811-08 of the Day Care Act, day care staff ...may not administer any medication without the authorization of a physician and the written authorization of the parent/guardian.

Any medication that must be administered during daycare hours must:

• Be provided by the parent;
• Be in the original container;
• Have the child's name on the label;
• Have the medication name, dosage, purchase date, and storage information on the label;
• Have a list of symptoms to observe for medications that could be administered if necessary.

Only the child's group's primary educator may administer medication. In her absence, the director will be responsible for its administration.

To administer medication to a child, the parent must provide authorization by signing the form prepared by the daycare. The educator must sign the form after each dose administered to the child. The medication will be returned to the parent after the prescribed period or after the expiration date indicated on the medication. The authorization form will be kept in the child's file once the medication administration period is over.

All medications must be stored as indicated on the label and in a locked location. All medications, even those sold without a prescription, must be authorized by a physician. (Tylenol, Tempra, cough syrup, etc.) Tylenol, Tempra, Advil, cough syrup, or other medications must be labelled on the bottle with the same information as in the medication log.

Any medication administered to a child in error must be reported immediately to the director. The director must inform the parents immediately and consult a health service (pharmacist, the child's physician, etc.).

Any reactions to medication must be reported to the director and parents.
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INTRODUCTION 

Briosphere believes that all children are equal and, based on this assumption, strives to include all children in its programs and services.
It recognizes that all children have unique needs and, in partnership with families, is committed to meeting their developmental and educational needs to the extent that it is able to provide the service and/or obtains the necessary support to do so.

Acceptance
The program accepts all children regardless of their level and abilities.

Modifications
Depending on the specific needs of a child, the program is committed to making possible modifications to the classroom layout, activity programming, and daily schedule. However, these modifications must not interfere with the needs of other children in the group but rather facilitate the participation of all children in the program.

Permission
Parents are encouraged to authorize the program to discuss any relevant information about their child with professionals, colleagues, and stakeholders to ensure open communication and, when necessary, obtain the intervention of a resource person. As stipulated in the Privacy Act, one of the two parents/guardians must sign the form to this effect.

PROCEDURES

Observations
Staff are encouraged to keep a record of their observations of children throughout the year. This confidential logbook records the date, time, and events, along with various important details. This logbook guides staff in assessing children, assists in self-assessing the quality of the program, and ensures that all children's needs are addressed.

Child Attending Daycare

Within the program, staff strive to meet the needs of all children. The educator establishes an individual support plan. If a concern arises about a child already admitted, the following procedure applies:
• The educator will share their concerns based on observations of the child;
• The educator will document all observations in the individual support plan designed for this task, specifying the date, time, and details;
• The administration and the educator will meet with the parents/guardians;
• The administration and the educator, in collaboration with the parents, will take steps with specialized agencies, the family physician, etc. to better understand the child's needs and provide them with better support.

New child:

Preliminary visit
• The parent will share information about their child's needs and the various challenges they face. It is recommended to share written documentation in the case of a diagnosed child and about the strategies recommended by specialists;
• The parent will visit and observe the functioning of the group in which their child will be integrated;
• The parent, educator, and director will discuss organizational changes that could be made to facilitate the child's integration;
• The child will be invited, accompanied by the parent/guardian, to participate in the program for a two-hour period.

Integration period
• The parent, educator, and director will evaluate the initial integration period. Certain elements may be modified, if necessary and possible, to further facilitate the new child's integration;
• Program staff will be informed and kept up to date on the various developments in the new child's integration into the program;
• Staff, in collaboration with parents, will explore the various resources available both within and outside the center;
• Staff, in collaboration with parents, will develop an action plan with specific short- and long-term objectives;

Communication
• Staff, working with parents, will ensure constant communication. A communication log will be created and will remain at the center. Staff will record their comments in it, and parents will be encouraged to do the same.
• The educator, director, and parents/guardians will meet once a month, initially and subsequently, as needed, to ensure follow-up with the child. The action plan will be updated regularly.

Additional support for staff
• The director and parents will conduct research and request additional support from various organizations and agencies if needed;
• The educator, director, parents/guardians, and specialist (a person designated by the agency or organization) will organize a meeting;
• The counselor or consultant may make observations and recommend new strategies to use or provide direct support to the child in the group or alone with them;
• Program staff will be informed and kept informed of the child's progress during staff meetings.
If necessary, additional support may be requested to better meet the child's needs.


Withdrawal of the child
In the event that all steps have been taken and all procedures followed to ensure the proper functioning of a child with special needs in our programs and the results are not conclusive, the situation will be brought to the attention of the person responsible for childcare and early childhood services at the Conseil Scolaire Catholique MonAvenir. In an extreme case, where it is deemed best for the child, the child could be removed from the program. At that time, assistance would be offered and a reasonable amount of time (approximately 1 month) would be granted to allow parents to find another solution for childcare.

The procedure for removing a child is as follows:
• Provide a reasonable period of time, approximately one month, for the child's removal;
• Provide a copy of the child's file, including documentation of meetings with parents and the use of support services.
• Notify the person responsible for early childhood care at the Conseil Scolaire Catholique Mon Avenir.
• Refer to other services, if possible.
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To encourage children's development and facilitate the child/child and child/adult relationship, we have established intervention methods. These methods are essential to the smooth running of the center and the children's safety. The adult's role is to establish behavioral limits to ensure the child's well-being and to take action if these limits are not respected.
Upon registration, the parent signs a consent form to share information between school and center staff.
At all times, center staff use discipline methods such as active listening, positive reinforcement, and redirection. The center encourages intervention methods when certain behaviors are observed:

Unacceptable behavior to modify
1. Verbal intervention: ask and explain the reasons for our request;
2. Verbal reminder: repeat step 1 and inform the child of the next step;
3. Stopping the game: sit the child down and ask if they understand the reasons for our intervention (explain if necessary).
4. Choice: the adult offers two options, and the child must choose one and accept it.

Child-on-Child Conflict
• Encourage the children to resolve their own conflicts;
• Listen to both parties and encourage the children to find a solution or compromise on their own.
• Provide possible solutions, if necessary.

Other unacceptable behaviors

When a child intentionally injures, bites, or hits another child or an educator;
1. Notify the parents;
2. After more than three "injuries" and depending on the severity of the incident: meet with the parents/educator, attempt to identify the nature of the problem and find solutions (develop an intervention plan);
3. If the problem persists, meet with the parents/educator/principal to request external assistance. Parental support is essential, and the parent will be asked to sign a consent form for external professional assistance.

The centre reserves the right to send a child home during the day for a period determined by the management if the child displays unacceptable behaviour that endangers the moral or physical well-being of other children and educators. It is understood that the centre must notify the school of any incident occurring with a student attending the school.

Steps to follow when a problem persists 
· Does the problem exist at home?
· Does the problem exist at school, if the child is school-aged?
· Has there been a change in behaviour at the centre?
· Does the child want more attention? If so, why?
· Are the rules for the child clear and understood?
· Other

Prohibited practices

• Never threaten a child. Try to reason with them;
• Never isolate a child. If necessary, remove the child from the situation/problem and, if necessary, from the room while keeping the door (and communication) open;
• Never tell the child they are mean, a baby, etc. Do not emphasize undesirable actions;
• Never humiliate a child in front of their friends by using them as a (bad) example. It is better to speak directly with the child;
• Never force the child to say sorry. Avoid creating a feeling of bitterness in the child;
• Any corporal punishment, intentional or not, and actions that diminish or humiliate the child are prohibited;
• No form of deprivation is permitted, such as food, shelter, clothing, or nap time;
• The use of food as a means of punishment is prohibited.
●Physical restraint, unless this measure is for the purpose of preventing the child from hurting themselves or others, and only until the risk of injury is no longer imminent.

OBSERVATIONS OF EDUCATORS
Guidelines for monitoring behavior improvement methods practiced by employees and volunteers or students who care for children at the center.

IT IS UNDERSTOOD THAT…
The Director will observe educators, volunteers, and students at all times in the center’s rooms, in the kitchen, or off-site.
Anyone who witnesses an event or incident must report it to the Director or the Board of Directors.
These observations and/or comments will be recorded in a log and may be used for the annual evaluation of staff and students.

ROLE OF THE EDUCATOR

The educator's role is to provide the child with certain methods that allow them to resolve their problems on their own. The educator is responsible for establishing these limits to ensure the children's safety and health. Educator intervention is necessary in certain cases, however, it is very important to understand which intervention methods are acceptable in daycare settings.
A. Establish reasonable limits and consistent daily routines. An age-appropriate environment can prevent many behavioral problems. Therefore, establish clear and precise limits.
B. Anticipate problems and intervene before they become serious.
C. Use positive language: emphasize what the child should do.
D. Encourage and praise good behavior.
E. Give the child choices.
F. Provide advance notice of changes in routine or activity. Inform the child of what is expected of him or her.
G. Help children understand their problems, i.e., identify them, understand them, and find a solution.
TO AVOID

• Do not blame the child for unacceptable behavior due to the inadequate environment and program. Do not set unreasonable limits.
• Do not wait for problems to arise.
• Do not use negation, but affirmation (e.g., speak softly, not yell).
• Do not reinforce unacceptable behavior with derogatory words.
• Do not give children choices when there are no choices to be made.
• Do not disrupt the child by changing the routine or activity without notice or explanation.
• Do not view unacceptable behavior as BAD. All normally developing children test established limits.

INTERVENTIONS

• If a child must be removed from an activity because they injure themselves or another person, the educator must do so CALMLY. They must ensure that the child is informed of this action and that an alternative is suggested.
• Allow the child to return to the activity if their behavior has improved and they are behaving in an acceptable manner.
• Discuss difficult situations with the director and parents. Work collaboratively with the family for the child's well-being.

Steps to follow when an employee, volunteer, or student fails to comply with the center’s standards of behavior and regulations.
An employee, volunteer, or student who fails to comply with the center’s standards of behavior and regulations, or whose performance is unacceptable, will receive one or up to three verbal reprimands from management, as appropriate.
If the behavior persists, the individual will receive a written reprimand, which will be filed in their file; the student's supervisor will be notified verbally.
If the problem persists, the employee will be suspended for a period of one to five days, depending on the severity of the situation; the volunteer will be dismissed; the student will be dismissed, and a written report will be sent to the school administration.
As a last resort, the employee will be dismissed. The director will notify the daycare board of any reprimand that goes beyond the verbal period. The reprimand procedure may be abbreviated in cases where the behavior is such that the proper functioning of the center or the safety of the children is compromised.
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The daycare must ensure, at all times, the well-being and safety of children. It is committed to preventing mistreatment through screening and:

• Inform staff once a year of the existence of this policy and explain their responsibilities in detail;
• Observe children enrolled in daycare;
• Stay informed of changes to the Child and Family Services Act;
• Communicate with families and support them in their parental role;
• Cooperate with other community service providers;

Objective :
Raise awareness among staff, students, and volunteers about their responsibilities regarding screening. Provide various stakeholders with the necessary documentation to help them report suspected child abuse and their role in supporting the child and their family.

Responsibility to report a child in need of protection s. 72(1), LSEF
A person who believes, on reasonable grounds, that a child is or may be in need of protection must report their suspicions without delay to the Children’s Aid society, together with the information on which they are based. The situations that must be reported are set out in the section of the Act in Schedule 1.

Pre-employment prevention: criminal background checks
To protect the children in its care, the daycare requires that each candidate applying for paid or volunteer work undergo a criminal background check before beginning any work.
Everyone working at the daycare must read and sign this policy after reading it, in front of a witness. Once a year, the daycare director will review the policy with the staff and report any changes. Each member of staff must sign the document in front of a witness.

Indications :
When the child:
• Has unexplained injuries: burns, bites, fractures, lesions, and bruises;
• Has received no medical attention following an injury;
• Is afraid of everything;
• Shows signs of malnutrition;
• Claims to have been sexually assaulted;
• Is always physically injured;
• Is seen by their parents as a different or bad child;
• Is dressed in disguise to hide an injury;
• Is used as a scapegoat;
• Is depressed;
• Seems emotionally depressed… too quiet, doesn't communicate, is shy with other children;
• Is overly active, difficult to supervise or care for;
• Seems to have lost the will to live;
• Has severe mood swings;
• Is always late, plays truant;
• Is not dressed appropriately for the weather;

Please Note: You must always record your observations, detailing the event and indicating the date each time.

The decision to report a case is based on:
• The child's behavior and other indicators of abuse;
• The child's own disclosure of information, whether intentional or accidental;
• Allegation or disclosure by a parent or other person of child abuse.

Procedure :
To report a case of abuse as effectively as possible, the person with suspicion should personally contact the Children's Aid Society. We recommend specifying whether this is the first time you are taking action; they will be able to clearly outline the steps to follow:
· Complete a written report (which remains confidential);
· Speak personally to an officer who will take note of the information. Take their name and indicate the time on your report;
· Ask the officer who informed the child's parents (that a person is suspected of abuse);
· Leaving a message on the Society's answering machine is not a formal report;
· Contact the police immediately if you see the child is in danger. Take the officer's name and note the date and time.
· If you receive additional information after this report, you must inform the Society officer.
· Follow the steps indicated by the Society.

Drafting of the written report:
• Write only the facts, no personal opinions;
• Use only a ballpoint pen;
• Do not make drafts or photocopies, only the original;
• Cross out any errors, do not use correction fluid;
• Include the child's information:
• First and last name;
• Date of birth;
• Address;
• Where the child is when you write the report;
• Name of the daycare they attend;
• Name of their doctor;
• Religion;
• Language spoken;
· Provide family and other information:
• Mother: first and last name, address, telephone number, employer, and where she is located;
• Father: first and last name, address, telephone number, employer, and where he is located;
• Person alleged to have committed the offence: last name, address, telephone number, employer, relationship to the child, and where he is located;
• Family members who can help the child and/or their family;
• Mental state of the suspected person: are they very violent, do they have a firearm, etc.
• Indicate additional information:
• Other people who are aware of the incident;
• Other people who observed the child or noted other incidents? Other people who know the family well;
• Other professionals or agencies involved in the child's case and/or their family;
• Description of the incident:
• Describe the incident that prompted the report and explain your concerns. Whenever possible, use the child's own words;
• Write down information about other incidents or relevant information related to the same case;
• Describe your steps before reporting the case;
• Physical description of the child:
• Describe any injuries, marks, or any signs of illness;
• Circle the location of the injuries or bruises on the illustration of the human body attached to the form and staple it to the report.
• Emotional description of the child: 
• Describe in detail the child’s behavioural problems and reaction to the disclosure of information;
• Future risks:
• Describe the risks of future abuse and what contact the suspected person has with the child;
· Steps taken on behalf of the child: 
• Indicate the steps taken to date; 
• Indicate the name of the Catholic Children's Aid Society/police worker and any advice given to you;
· Sign the document: 
• Date and time the report was completed 
• Date and time you called Children’s Aid; 
• Your title and professional duties; 
• Address and telephone number; 
• Signature
• Place in a sealed envelope addressed to the Children’s Aid Society; 
• Give the report to the director who will lock it up until it is submitted to the Children’s Aid Society;

If a staff member, student, or volunteer is suspected of child abuse,
Management will contact the Children's Aid Society and will not inform the suspected person without receiving instructions from the Society.

Procedures:
• Call the Society immediately;
• Complete a written report;
• File a serious occurrence within 24 hours with the Ministry of Education
• Notify the Child and Early Childhood Services Liaison Officer;
• Make a decision following consultation with the Society based on the seriousness of the situation:
• Be suspended with pay;
• Work in another group;
• Work on a task that does not require contact with children (kitchen, office, etc.)
• Always work in the presence of another staff member;

If the Children’s Aid Society’s investigations prove that abuse occurred and that the allegations against the individual are true, the individual will be dismissed upon receipt of the Company's final report. A letter from the Board of Directors will be sent to the individual. A copy of the report will be kept in their file.
PS: Contact the daycare's insurance company if there has been a case of sexual, physical, or mental abuse.
Investigation by the Catholic Children's Aid Society and the police
When a case of abuse is reported in accordance with Section 72 of the Child and Family Services Act, the investigating team may request permission from the daycare to meet with the child on the premises.
The daycare expects the greatest cooperation from staff in order to complete the investigation and minimize disruption to the daycare's daily operations.
Staff will be notified of the investigator's name and the time of their visit. Management will provide the team with a private space suitable for this type of investigation.
To protect the child's interests, the child services worker and/or the police may decide that the child's parents should not be notified in advance or even present during the interview. Daycare staff must respect this decision and not inform the parents/guardians.

Confidentiality and Non-disclosure of Information
Any information spoken or written regarding the report of abuse is considered confidential between the individuals directly involved. Staff members may not discuss the disclosed information among themselves. Management, in consultation with the Society, will provide appropriate guidance regarding disclosure to staff, students, volunteers, and the School Board.

It is very important to remind the parents involved of the importance of confidentiality.
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Policy

Briosphère promotes health. It offers a healthy, clean, and safe environment. Staff clean play areas, equipment, and materials according to the recommendations of the health department and/or child services. Staff members have first aid certification, as required by the Ministry of Health. In addition, good eating and hygiene habits are encouraged.

The daycare promotes health and strives to quickly combat infections by following the recommendations of the Department of Public Health. It also protects "healthy" children from those who may be infected or have been infected by an illness. Daily observations of the children are conducted, and measures are implemented as appropriate; children are isolated, parents are contacted, children are removed, equipment is disinfected, etc.

Procedures

If a child has, or may have (because of contact with) a reportable disease, the daycare must take the following steps:
• Record the illness information and details;
• Notify the Medical Officer of Health (Public Health Department) and note the details of the communication (date, time, person contacted, illness, follow-up, etc.);
• Inform staff, parents, and the school;
• Follow and implement the recommendations of the Medical Officer of Health (Public Health Department);
• Communicate to parents (the Medical Officer of Health will be able to provide information);
• Notify Norfolk Children's Services.
• Send a copy of the Medical Officer of Health's report to the MOE and keep a copy in your file;
• Accept the child's return based on the recommendations of the Medical Officer of Health or a note from the attending physician.

If a child has, or may have (because of contact with) a contagious infection or disease, the daycare must take the following steps:
• Record the illness information and details;
• Inform staff, parents, and the school;
• Follow the recommendations prescribed by the public health department regarding the illness or infection being treated;
• Communicate to parents (may be provided by the public health department or excerpted from the Canadian Paediatric Society's book, Well-Being Children);
• Accept the child's return according to the recommendations of the public health department or with a note from the doctor.


Recommendations:

• Review policies and procedures with staff at least twice a year;
• Inform staff of the various reportable illnesses and contagious diseases requiring the withdrawal of childcare services;
• Inform staff how to report an illness to the Medical Officer of Health;
• Compile all communications with a Medical Officer of Health and keep them on file;
• Contact the public health department for further information; Record symptoms of illness in each child's file;

Role of the Educator
When it comes to managing illnesses, educators have a threefold responsibility: 
1. Identify children with health problems through regular observation and communication with their parents; 
2. Ensure appropriate action is taken; 
3. Protect other children attending daycare.

There are eight signs and symptoms of infection to watch for:
• unusual behavior;
• runny nose, cough, croup, wheezing;
• vomiting;
• diarrhea;
• dehydration;
• any change in skin color;
• rash;
• fever.


List of diseases where exclusion is required:
· the illness prevents the child from participating in activities; or
· the illness requires additional care that staff cannot provide without neglecting other children; or
• The child suffers from any of the following conditions:
• Conjunctivitis accompanied by a yellow or white discharge (pus)
• Whooping cough
• Ringworm
• A rash
• Scabies
• Hepatitis A
• Impetigo
• Mumps
• Streptococcal pharyngitis
• Head lice
• Measles
• Rubella
• Tuberculosis
• Any other illness listed by the Department of Public Health

List of diseases where exclusion does not apply
Certain illnesses or conditions do not automatically require exclusion from daycare. Generally, children with the conditions listed below do not need to be excluded unless recommended by a doctor.
• The common cold
• The presence of a germ in the stool that can cause diarrhea but does not cause it at the time (e.g., giardiasis)
• Fifth disease
• Fever
• Hepatitis B virus
• HIV infection
• Conjunctivitis without yellow or white discharge, fever, eye pain, or eyelid redness
• Roseola
• Thrush or diaper rash

Outbreak Management

An outbreak may be suspected when there is an increase in the background incidence rate of a disease, i.e., a higher-than-expected number of children and staff members presenting with symptoms similar to those of the disease. Any suspected outbreak must be reported to the Public Health Unit, which will be involved in the coordination and management of the outbreak.

To determine if an outbreak is occurring:
• Review child monitoring data and communication logs; 
• Assess the similarity of symptoms between children and staff members;
• Review recent child and staff absenteeism data;
• Review and rule out other possible causes of symptoms (new medications or changes in diet).

Managing an Outbreak

• Isolate sick children and staff members (on a bed in the administrator's office) while waiting to be taken home and maintain a minimum of two meters between them and others;
• Send sick staff members home;
• Notify parents or emergency contacts to pick up the sick child as soon as possible;
• Prepare a case list that includes the name, date of birth, gender, specific symptoms, date and time children and staff members became ill, and the room number or type (e.g., infant or toddler room);
• Contact the public health unit to report an outbreak;
• Contact sick staff and parents of sick children who were at home before the outbreak was declared to inform them and determine if they have similar symptoms (add to the case list);
• Reinforce cleaning and disinfection procedures for laundry and toys;




Additional control measures:

• Review and reinforce hand hygiene practices and ensure that all premises have disinfectants;
• Increase the frequency of cleaning and disinfecting common areas, as well as high-touch surfaces and toys;
• Adjust the concentration of the approved disinfectant to combat the infectious agent during the outbreak;
• Suspend sensory play or kitchen activities;
• Reinforce the importance of hand hygiene among staff, children, and visitors;
• Daycare staff must limit the movement of children between rooms;
• The daycare operator and staff must wear gloves where required (diaper changes, cleanup, spills);
• Increase the frequency, concentration, and contact time of the disinfectant, if necessary; 
• ensure that the changing table is disinfected after each use (with the appropriate disinfectant) and that hand hygiene for infants and toddlers is respected.

Role of daycares in fighting outbreaks
The daycare has a legal obligation to report an outbreak to the Public Health Unit. Once an outbreak is reported, the daycare is required to:
• follow all PHU recommendations and requirements;
• provide the PHU with necessary information regarding children and staff;
• immediately report any changes that may be associated with the outbreak and provide daily updates on the outbreak's progress through the designated case list provided by the PHU;
• communicate necessary information to the families of children attending the daycare. The PHU will send a letter to parents once the outbreak is declared.

Cleaning classrooms

Floors will be swept at least three times a day.
Tables will be washed and disinfected at least three times a day.
All surfaces used will be disinfected at least once a day.
Toys will be disinfected at least once a week.
Stuffed toys and costumes will be washed weekly.
Beds will be disinfected, and blankets and sheets will be washed weekly.
Lockers will be emptied and washed weekly.

All sanitation practices must be recorded on the disinfection sheet.

**The school custodian will be responsible for cleaning the floors and bathrooms every evening.
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Diaper Changing Procedures

1. Gather supplies
2. Wash your hands
3. Put on gloves
4. Remove diaper
5. Clean the child
6. Put on a clean diaper
7. Wash your hands
8. Wash the child's hands
9. Disinfect the mattress (if necessary)

A separate sink must be reserved for handwashing and used only by employees and children who need to wash their hands after changing diapers or using the toilet.
Diapers and hygiene products are to be stored in baskets labelled with the children's names.

Toilet Training Procedures

Briosphère Daycare toilet trains children in both the toddler room and the preschool room. Toilet
training can be initiated by parent request, or as a recommendation by staff if they feel the child may be
ready. 

Signs we consider when contemplating readiness:
-The child’s diaper remains dry for long periods of time
-The child alerts an adult when they have peed in their diaper
-The child will sit on the toilet at diaper changing time and pee in the toilet

We strive to make potty training a positive experience for the child to set them up for success. To avoid
frustration or anxiety in the child, and to maintain a healthy environment for all children in our care, we
follow the following process:
-We ask that the parent provides 5 pairs of underwear (preferably thick potty-training underwear) and 5 pairs of pants. (Crocs are also suggested as they are easy to clean)
-We increase potty breaks to every 30 mins, so the child has an opportunity to successfully pee on the toilet.
-We offer incentives such as stickers or rub on tattoos when a child successfully uses the toilet.
-We will put the child in a diaper or pull-up for nap time, and outside time. If they indicate they need to use the toilet, we will bring them in, but this helps lessen accidents when we are outside.
-If the child pees in all 5 pairs of underwear, we revert to a diaper or pull up for the rest of the day and tell them we will try again tomorrow so they are not discouraged.
-If the child is not progressing and continues to have frequent accidents every day, we can continue
toilet training, but will require pull-ups until the accidents lessen, to maintain the cleanliness of the
classroom.
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1. Smoking is prohibited in MonAvenir buildings and property.
2. School management must ensure that no-smoking signs are visibly posted in areas generally used by the public.
3. A group's permit to use school facilities will be revoked if it violates the Boards's smoke-free environment policy.

All Csc MonAvenir partner daycares comply with Csc MonAvenir's smoke-free environment policy. In addition, daycare staff ensure that:

• No one smokes tobacco or holds lit tobacco on daycare or school premises;
• Staff, volunteers, students, visitors, and parents are informed that smoking is prohibited inside and on the daycare playground;
• "No Smoking" signs are posted in every room and washroom used by employees and children;
• Anyone who refuses is in violation of the Smoke-Free Ontario Act;
• The daycare may contact the health department for more information;
• Smoking is prohibited at all times in the daycare or on the playground, even when children are not present.

Procedure

• The policy must be reviewed with all employees before they begin work;
• The policy must be reviewed with all volunteers, students, and visitors;

Recommendations

• Include the policy in the staff handbook.
• The policy is mentioned in the parent handbook.
• Include the policy in the daycare's policies and procedures manual.
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Statement
The daycare encourages all staff to continue their professional development by participating in workshops, watching various videos that deal with early childhood, doing professional readings, participating in round tables or professional conversations among colleagues.
Goal
Professional development involves improving the knowledge, skills, values, and behaviours needed to ensure quality professional practice. It is essential that all staff remain informed of new research in the field of early childhood and the regulations of the Day Nurseries Act. It is mandatory for anyone working with children to hold a valid standard first aid certificate, which covers cardiopulmonary resuscitation of infants and children. It is the employee's responsibility to renew their first aid training before the expiry date.

To prescribe:
The program expects all staff members who are members of the Ontario College of Early Childhood Educators to complete the continuing education program prescribed by the College. The program encourages all staff, regardless of their title or role within the program, to pursue professional development in areas related to their professional activities.

The daycare encourages staff members to self-assess their learning needs and create a learning plan that will enable them to improve their professional practice.

Our staff must:
• Have standard first-aid training;
• Keep their skills up to date;
• Set and review annual professional objectives;
• Share their objectives with their supervisor;
• Participate in professional development activities in areas targeted according to their objectives;
• Document all professional activities and keep their portfolio up to date;

To be avoided:
The Council finds it unacceptable that:
• a staff member does not set any goals
• a staff member does not participate in any professional activities annually
• a staff member does not document their activities
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STATEMENT
The daycare recognizes the importance of implementing measures to protect children, staff and visitors from any danger and ensures that the staff members entrusted with the education and care of children have exemplary conduct and behaviour in accordance with its vision and mission.
GOAL
Collect information regarding the criminal history of current and prospective staff members in accordance with Ontario Regulation 521/01 B, Personal Information Collection Regulation made under the Education Act, prior to their commencement of employment at the daycare.

TO PRESCRIBE:
1. A complete criminal history statement for persons working with vulnerable persons, as well as a voluntary declaration of offence, must be included in the employee's file;
2. Newly hired employees, substitutes, volunteers, and students must provide a criminal history statement;
3. Positive criminal history statements must be reviewed by the daycare's human resources committee;
4. The confidentiality of documents relating to criminal history must be ensured;
5. Procedures must be established for persons not subject to the Act;
6. The employee's annual declaration confirming that no offences have been committed since their hiring must be kept in the employee's file.
7. A new check of suitability for working with vulnerable persons must be completed no later than the fifth anniversary of the date of the most recent check;
8. A declaration of offence for each calendar year, except for the year in which a check of suitability for working with vulnerable persons is obtained. 
9. the supervisor will conduct an annual check for each staff member of the membership status of registered early childhood educators,

Procedures to follow to obtain:
• Complete your criminal background check with your local police department 
• Submit the original copy to the daycare supervisor

Pending criminal background check results:
• The employee will never be left alone with the children.
• The employee will provide a letter confirming that the request was made.
• The employee will provide the receipt issued at the time of the request as proof.
• The daycare will be able to explain why there is a delay in obtaining verification.



Procedures in the event of an infringement
• Positive criminal history records are reviewed by the committee and a report submitted to it for review if necessary;
• Anyone convicted of the following offences will not be able to work at the daycare:
· Offence under the Child Care and Early Years Act, 2014
· Sexual interference
· Child pornography
· Duty to provide the necessaries of life
· Murder
· Infanticide
· Professional misconduct under the Early Childhood Educators Act, 2007
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STATEMENT :
The daycare adheres to the principle of volunteerism and welcomes interns/students (and are included in volunteer). It recognizes the contribution of various members of the community to enrich educational programs and extracurricular activities in the French language.

GOAL :
In order to comply with Regulation 262 of the Day Care Act (DCA) which provides for additional supervision of volunteers (i.e. interns, placement students and volunteers) who have direct access to a child in our care, the daycare provides for the supervisor to provide an orientation session.

TO BE PRESCRIBED
The supervisor will:
• Inform daycare staff of the volunteer policy, reviewing it annually or whenever it is updated;
• Ensure that the volunteer or intern is under the supervision of a daycare employee at all times.
• Clarify the role of the supervisor and staff with respect to volunteers;
• Clarify the role of the volunteer with the volunteer;
• Share the daycare's vision and philosophy;
• Inform the volunteer of the policies, guidelines, and procedures in place at the daycare;
• Have the volunteer sign the confidentiality form;
• Guide the volunteer in the tasks they may perform.

TO BE PROHIBITED
The daycare does not consider it acceptable for volunteers or interns to:
• Work with children without having completed a criminal background check within the last 6 months;
• Disclose confidential information;
• Act as daycare staff;
• Count toward ratios;
• Be left alone with one or more children;

ROLES AND RESPONSIBILITIES
· Organize a balanced mix of quiet and active daily activities, indoors and outdoors, alone or in groups.
· Maintain a daily schedule that includes planned activities for children, care, and rest periods.
· Organize the room, equipment, and materials before activities.
· Provide positive guidance such as redirection, positive language, and positive reinforcement.
· Encourage and support children to manage on their own and become increasingly independent.
· Plan and implement experiences that help them understand and respect a variety of cultures and values ​​(human diversity).
· Provide opportunities for child-led play.
· Plan and organize activities that promote problem-solving.
· Provide activities and games that actively encourage non-racist and non-sexist interactions and behaviours.
· Promote the French language.
· Set reasonable expectations for behaviour in accordance with the centre's policies and philosophy.
· Help children express themselves by listening, then asking questions or making comments that encourage conversation.
· Use a variety of teaching techniques and approaches, including modelling, observation, questioning, demonstrations, and positive reinforcement.
· Address behavioural issues promptly without labelling the child.
· Follow the centre's policies regarding behaviour management.
· Follow the centre's procedures for maintaining health records and administering medication and first aid.
· Report all accidents, injuries, and illnesses to the Director or Head Teacher, and record these incidents in the daily log and complete the Serious Occurrence Report if necessary.
· Assess environmental hazards.
· Update daily on children's allergies and other infections.
· Establish pleasant and educational daily feeding routines.
· Address children's hygiene, eating, and sleeping needs.
· Discuss daily program activities with parents or legal guardians.
· Follow parents' or legal guardians' instructions regarding children's daily routines.
· Follow the standards of the Day Nurseries Act and the policies of the Ministry of Education.
· Attend team meetings and other meetings as needed.
· Ensure the confidentiality of all information related to the children, their parents or legal guardians, and the centre team.

In case of infringement
• To facilitate the child/child and child/adult relationship, we have established guidelines. These guidelines are essential to the smooth running of the daycare and the children's safety. The adult's role is to establish behavioural boundaries to ensure the child's well-being and to take action if these boundaries are not respected.
• Staff intervene using intervention methods such as active listening, positive reinforcement, and redirection.
• Steps to follow when a volunteer or student does not comply with the behavioural standards and daycare rules
• A note will be placed on the file of any volunteer or student who does not comply with the behavioural standards and daycare rules or whose performance is unacceptable.
• The student's supervisor will be notified verbally.
• If the problem persists, the volunteer will be dismissed. The student will be dismissed for their services, and a written report will be sent to their supervisor and the college administration.
• The director will notify their supervisor of any reprimand that goes beyond the verbal warning. The reprimand process may be abbreviated if the behaviour is such that the proper functioning of the daycare or the safety of the children is compromised.

A volunteer or student who inflicts corporal punishment will be immediately dismissed.
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STATEMENT

The daycare has procedures in place that define how to handle parents' questions and concerns. 
 
TO BE PRESCRIBED
 
Encourage parents and guardians to play an active role in daycare activities and regularly discuss their child's experience in the program.

The daycare's answering machine provides the name of the daycare and its opening hours, and is changed to indicate that it is closed for all holidays so that parents are informed. A note on the door is also left at least one week in advance to indicate school and holiday breaks.

Parents email the daycare with a question or concern:

· The daycare supervisor always acknowledges receipt of the parent's email within 48 hours of receiving it;
· they respond to the parent's concern;
· they inform the parent that they are seeking or consulting information from the appropriate authorities: staff members, the school board, the region, the ministry, etc.

Parents verbally communicate a question or concern to the educator

The ECE:
· listens to the parent's complaints and, if necessary, takes notes;
· provides information if the information is specific and concerns only the child (confidentiality is respected);
· directs the parent to the supervisor if the complaint concerns the program, a staff member, or a family.

Parents verbally express their question or concern to the supervisor, face to face or by telephone:
The daycare supervisor or person in charge:
· Returns the parent's call within 48 hours if a message was left on voicemail or with a team member;
· Finds the appropriate time to return the parent's call and/or schedule an appointment. During the meeting:
· Listens to the parent's concerns and takes notes;
· Tries or provides information to the parent if the information is specific and concerns only their child, ensuring confidentiality is respected;
· Insists the parent that they must consult the appropriate authority: Board of Directors, staff members, School Board, Region, Ministry, etc., to address the question or concern.
· Contacts the parent to inform them of the follow-up that has been done and how the situation will be addressed.

In the event that the daycare is closed for an extended period (Christmas break, spring break, summer vacation), the answering machine must clearly state the date the daycare will reopen and that messages will be listened to on that date.

Confidentiality

All questions and concerns are treated confidentially and comply with the current confidentiality policy. Every effort is made to protect the privacy of parents and guardians, children, interns, and volunteers, except when information must be disclosed for legal reasons. 

Duty to Report Suspected Child Abuse or Neglect

Everyone, whether a member of the general public or a staff member, is required by law to report suspected child abuse or neglect. The contact information for Child Welfare is 519-587-5437 / 888-227-5437.
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Objective
This policy is intended to provide clear guidelines for licensees and staff members to follow in the event of an emergency. The procedures outline the steps to be taken by staff to ensure the safety and well-being of all involved.
Clear policies and procedures help each individual manage their response actions and responsibilities in an emergency, ensuring the safest possible outcomes.

Policy

Staff follow the emergency response procedures outlined in this document, including:
1. Immediate Response;
2. Next Steps;
3. Recovery.

Staff ensure that children are safe and supervised at all times during an emergency.

If the childcare centre must be evacuated, the assembly point for everyone is: schoolyard

If the alert is "not lifted," everyone must go to the evacuation location, which is: Elgin Ave Public School, 80 Elgin Avenue

Note: All instructions given by emergency personnel must be followed at all times, including orders to evacuate to a location other than those listed above.

If a child with an Individualized Care Plan experiences an emergency, the plan's procedures must be followed.
In the event of an emergency not described in this document, the director will instruct staff on the immediate response measures and next steps. Staff members will follow the instructions provided to them.
If an emergency results in a serious incident, the Serious Incident Policy and Procedures must also be followed.
All emergency situations will be recorded in detail by the daycare supervisor in the daily log.

Procedures
Phase 1: Immediate intervention in emergency situations

Lockdown
Presence of a threat in or near the childcare centre (e.g., presence of a suspicious individual in the building who poses a threat).

1. The staff member informed of the threat must notify the rest of the staff by the fastest and safest means possible.

2. Staff members outside must ensure that everyone outside gets to a safe place.

3. Staff members inside the childcare centre must:
• remain calm;
• gather the children and move them away from doors and windows;
• take a roll call to ensure that all children are present;
• take refuge in closets or under furniture with the children, if necessary;
• ensure that the children remain calm;
• ensure that they do not leave their shelter;
• turn off all cell phones or put them on silent;
• wait for further instructions.

4. If possible, staff members inside must also:
• Close windows and curtains; 
• Barricade the door;
• Gather emergency medication;
• Take shelter with the rest of the group.

5. The supervisor must immediately:
• Close and lock all entrance and exit doors to the daycare centre, if possible;
• Take shelter.

Note: During a lockdown, only emergency personnel may enter or exit the centre.

Safety lockdown 
A threat exists around the childcare centre, but not inside it (e.g., gunshots in a neighbouring building).

1. The staff member who is informed of the external threat must notify the rest of the staff by the fastest and safest means possible.
2. Staff members outside must ensure that everyone returns to the program room(s).
3. Staff members inside the room must immediately:
• remain calm;
• take roll call to verify that all children are present;
• close the windows and curtains of the room;
• continue normal program operations;
• wait for further instructions.

4. The supervisor must immediately:
• close and lock all entrance and exit doors to the childcare centre;
• close the windows and curtains outside the program premises;
• place a notice on the exterior doors of the childcare centre indicating that no one is to enter or leave.

Note: During a security lockdown, only emergency services personnel may enter or exit the child-care centre.


Bomb threat 
Threat to use an explosive device to cause property damage, death, or injury (e.g., telephone bomb threat, receipt of a suspicious package).

1. The staff member or supervisor who is informed of the threat must:
• remain calm;
• call 911 if emergency services are not yet aware of the situation;
• follow the instructions of emergency services personnel;
• verify that all children are present.

A. If the threat is received by telephone, the person receiving it must attempt to keep the suspect on the line as long as possible while someone else calls 911 to contact emergency services personnel.

B. If the threat is in the form of a suspicious package, staff must ensure that no one touches or approaches it.

Disaster Requiring Evacuation
A serious incident affecting the building that requires everyone to leave (e.g., fire, flood, power outages).

1. The staff member informed of the disaster must notify the rest of the staff by the fastest and safest means possible and inform them that the centre must be evacuated. If it is a fire, the fire alarm must be activated, and staff members must follow the appropriate centre evacuation procedures.

2. Staff members must immediately:
• remain calm;
• gather the children and retrieve the daily attendance log, the emergency contact list, and emergency medication;
• leave the building with the children through the nearest safe exit, wearing outdoor clothing (if possible), depending on the weather;
• escort the children to the assembly area;
• conduct a roll call to ensure that all children are present;
• ensure the children remain calm;
• wait for further instructions.

3. If possible, staff members should also:
• carry a first aid kit;
• collect all non-emergency medications.

4. Designated staff members must:
• assist individuals with special or medical needs to the assembly area, if applicable (in accordance with the Individualized Emergency Plan procedure, if the individual is a child);
• follow instructions on special needs equipment or assistive devices during the evacuation;
• escort individuals to Elgin Ave Public School, 80 Elgin Ave, and ensure that their medication is accessible, if applicable;
• await further instructions.

5. If possible, the designated childcare centre leader will walk around to ensure that everyone is out of the building and that windows and doors are securely closed, unless otherwise directed by emergency services personnel.

Disaster: External environmental threat
An incident occurring outside the childcare centre that may have adverse effects on those inside (e.g., gas leak, oil spill, chemical spill, wildfire, nuclear emergency).

The staff member informed of the external environmental threat must notify the rest of the staff by the fastest and safest means possible and, as directed by emergency services personnel, advise them whether to remain in place or evacuate.

If it is necessary to remain in place:
1. Staff members outside with children must ensure that everyone returns to their premises immediately.

2. Staff members must immediately:
• remain calm;
• conduct a roll call to ensure that all children are present;
• close all premises windows and doors leading to the outside (if applicable);
• seal any outside air intakes located in the premises (if applicable);
• continue normal program operations;
• await further instructions.

3. The school must:
• seal the outside air inlets located outside the premises (if applicable);
• place a notice on the exterior doors of the daycare centre indicating that no one should enter or leave until further notice;
• turn off all air handling units (heating, ventilation, and air conditioning, if applicable).

If emergency personnel order the evacuation of the child-care centre, the procedures in the “Disaster Requiring Evacuation” section of this policy must be followed.

Natural disaster: tornado or tornado warning

1. The staff member informed of the tornado or tornado warning must notify the rest of the staff by the fastest and safest means possible.

2. Staff members who are outside with children must ensure that everyone returns to their premises immediately.

3. Staff members must immediately:
• remain calm;
• gather the children;
• go to the basement or take refuge in small rooms on the ground floor (restrooms, closets, hallways);
• take head count to ensure that all children are present;
• keep children away from windows, doors, and exterior walls;
• keep children calm;
• keep an eye on children at all times;
• wait for further instructions.

Natural disaster: major earthquake

1. Staff members inside the premises must immediately:
• remain calm;
• ask children to take shelter under a sturdy desk or table, away from unstable structures;
• ensure everyone is a safe distance from windows and exterior walls;
• help children get to safety, if necessary;
• if necessary, block wheelchair wheels and ask occupants to lean forward as much as possible, protecting their heads and necks with a sturdy object (tablet, large book, etc.);
• take shelter themselves;
• check that all children are safe;
• wait for the shaking to stop.

2. Staff members outside with children must immediately ensure everyone is away from buildings, power lines, trees, and any other large structures that could collapse, and wait for the shaking to stop.

3. Once the shaking has stopped, staff members should:
• Gather the children and take their emergency information and medications;
• Exit the building through the nearest safe exit, if possible, in case an aftershock occurs or the building is damaged.

4. If possible, before leaving the building, staff should also:
• Take a first aid kit;
• Gather all non-emergency medications.

5. People who have left the building should go to the assembly point and wait for further instructions.

6. Designated staff members must:
• assist individuals with special or medical needs to the assembly area, if applicable (in accordance with the Individualized Plan procedure, if the individual is a child);
• follow the instructions on special needs equipment or assistive devices during the evacuation;
• escort individuals to Elgin Ave Public School and ensure that their medication is accessible, if applicable;
• await further instructions.

7. If possible, the designated childcare centre leader will walk around the premises to verify that everyone has evacuated.

Phase 2: Next steps in an emergency situation

1. If emergency personnel are not yet aware of the situation, the daycare supervisor must call 911 as soon as possible.

2. If the childcare centre has been evacuated, emergency services must be informed if anyone remains inside the building.

3. If the licensee is not already on site, the designated daycare centre manager must contact them to inform them of the emergency situation and the current status as soon as it is safe to do so.

Emergency Contact Information: 
Police: 519-426-5870
Ambulance: 911
Fire Department: 519-426-4115
Childcare Supervisor: Elisha Bowerbank 226-567-5408
École Sainte-Marie: 519-426-4775
Childcare Services: 519-587-5437 / 888-227-5437
Public Health: 519-426-6170
Northwest Territories: 519-426-6170
Ministry of Education, Licensed Childcare Helpline: 1-877-510-5333

4. If any staff members, students, or volunteers are not on site, the daycare supervisor must inform them of the situation and ask them to go directly to the evacuation site if they cannot return to the daycare.

5. The supervisor must wait for further instructions from emergency services personnel, then communicate them to the rest of the staff and ensure they are followed.

6. Throughout the emergency situation, staff must:
• Keep the children calm;
• Take attendance to verify that everyone is present;
• Keep a constant eye on the children and count them;
• Supervise them constantly;
• Engage them in activities, if possible.

7. In the event of an injury, staff members with first aid training will assist in administering first aid. In the event of a serious injury requiring immediate care, emergency services personnel must be notified.

8a) Procedures to follow when the alert is lifted

1. The person who receives the “alert lifted” signal from an authority must notify all staff members and inform them that it is safe to return to the childcare centre.

2. Designated staff members who assisted individuals with medical or special needs to exit the building must assist these same individuals to return to the childcare centre.

3. Staff members must:
• take roll call to ensure that all children are present;
• escort children to their room, if applicable;
• take roll call in the room to ensure that all children are present, if applicable;
• open the curtains and unlock the windows and doors.

4. The school principal determines whether activities can resume and communicates their decision to staff.

Communications with parents and guardians

5. As soon as possible, the daycare supervisor must inform parents and guardians of the emergency situation and inform them that the emergency alert has been lifted.

6. In the event of a disaster that has not required the evacuation of the daycare centre, the supervisor must inform parents and guardians as soon as possible.

7. If normal operations do not resume the same day, the supervisor must inform parents and guardians as soon as possible when and how they will resume.

8b) Procedures to follow when the alert is not lifted

1. The person receiving the "alert not lifted" signal from an authority must notify all staff members and instruct them to proceed from the assembly area to the evacuation area, or to the area determined by emergency services personnel.

2. Staff members must conduct a roll call to ensure that all children are present and escort them to the evacuation area.

3. Designated staff members who assisted individuals with medical or special needs to exit the building must assist these same individuals to the evacuation area.

4. The supervisor must place a note on the childcare centre's entrance door informing parents and guardians of the location of the evacuation area as soon as it is safe to do so.

5. Upon arrival at the evacuation area, staff members must:
• remain calm;
• conduct a roll call to ensure that all children are present; • Keep children calm;
• Engage them in activities, if possible;
• Keep children under constant supervision and count them;
• Supervise them constantly;
• Update the list of children present when parents, guardians, or authorized persons come to collect them;
• Remain at the evacuation site until all children have left.



Phase 3: Recovery (once the emergency is over)

Procedures for resuming normal operations

Following an emergency situation:
• Complete and submit the serious incident report to the MOE and the region.
• Notify the CMSM’s (Early Childhood Services)
• Provide a report on the event to staff, children, and parents.
• Objectively discuss the strengths and weaknesses of the situation with staff at the next team meeting.
• Plan the resumption of activities following an emergency situation.
• Refer requests for information from the media and the public to the School Board's Corporate Relations Department.
• The supervisor must call the insurance company as appropriate.
• Find temporary premises if necessary.
• Inform the caterer
Ask the School Board for support if children and/or staff members experienced distress during the event.

Procedures for reporting to staff, children, and parents and guardians
Specify, if applicable, when and how the report will be given, etc.

After the emergency situation, the supervisor will write a report which will be sent by email to staff, children and parents and guardians within 48 hours of the emergency situation.
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Definition of serious incident:

Any incident likely to compromise the health, safety and well-being of children will be considered a serious incident.

The categories of serious incidents are as follows:

• the death of a child while receiving childcare services at the daycare, whether the death occurred inside or outside the premises;
• cases of actual or alleged abuse or neglect of a child while receiving childcare services at the daycare;
• a life-threatening injury or illness while receiving childcare services at the daycare;
• missing or unattended child. An incident in which a child receiving childcare services at the daycare is missing or left temporarily unattended;
• an unplanned interruption of the normal operations of a daycare premises that poses a risk to the health, safety, or well-being of the children receiving childcare services at the daycare; 
• Fire
• Flood
• Gas leak
• Carbon monoxide detection
• Epidemic
• Lockdown
• Other emergency requiring a facility change or temporary closure


How to respond to a serious incident:

Immediately : 
• Ensure the health and safety of clients
• Call 911 for ambulance, police, fire, or children's aid (as applicable)
• Notify the coroner (if there is a death)
• Notify the family or other person as soon as possible, unless it is inappropriate to notify them immediately (e.g., the person notified is the person who inflicted the abuse).
• Investigate the serious incident
• Within 24 hours of reporting an incident, or when the daycare determines that the incident is serious, the daycare notifies its program advisor through the Child and Family Services (CCSMS). If the daycare does not have access to the system, it notifies its advisor either by phone or email. Note that if an incident occurs the day before a holiday or on a weekend, the 24-hour period must be respected.




The procedure to follow:
· The child must receive immediate medical attention.
· Appropriate steps must be taken to eliminate any ongoing risk to the health or safety of the child or others (if necessary).
· Ensure that the coroner is notified immediately in all cases of death, regardless of location or circumstances.
· Staff members or other personnel who witness the serious incident must report it to the principal for an investigation.
· The principal must immediately initiate a serious incident investigation. The purpose of this investigation is to gather information about the actual or alleged incident.
· Any witnesses to the serious incident will be asked to remain on the scene until the principal has interviewed them or indicated that their involvement is not required at this time.
· Information from the investigation will help complete the Serious Incident Investigation Report
• Child's First Name Last Name Initials
• For a staff member: E.g., use A/Staff Member
• Description
• Client's allegation, if applicable
• Date, time, and location
• Time incident was reported
• Reason for incident (if known)
• Persons involved
• Actions taken
• Current situation
o - Parties notified
o - Coroner in case of death
• - Police/CAS, depending on the severity of the case
• - Parents or other persons in need
• Other recommended actions
- Regarding the immediate situation
- Relevant to underlying factors
• If, after the investigation, there is reason to suspect that a client has been abused, the director must immediately contact
• Children’s Aid Society
• The police
• Report to the College of Early Childhood Educators

For any serious incident requiring immediate hospital care

• Bring the emergency card and its authorization form signed by the parent
• Call a taxi (if applicable)
• Call an ambulance (if applicable)
• A qualified staff member will accompany the child to the hospital
• Call the parents to meet the person in charge at the hospital.
• Follow the steps for a serious incident


POST 
All Serious Occurrence Reporting Forms will be posted in a prominent location at the entrance or near an entrance commonly used by parents. The form will be posted next to the license and the inspection summary table.

The Serious Occurrence Reporting Form is updated as the operator takes additional measures or as investigations are completed.

The Serious Occurrence Reporting Form is posted for at least 10 business days. If it is updated to include additional information, such as additional measures taken by the child-care centre, it must remain posted for 10 days from the date of the update.

The childcare centre will retain the Serious Occurrence Reporting Form for at least three years from the date of the incident and will make the documents available to current and future parents, licensing staff, and municipal children's services.

Protection of personal information and privacy
• To help protect privacy and personal information, the following information should not be included in the Serious Incident Reporting Form: child's or staff member's name, initials, and child's age or date of birth.
• No age-specific information should be used, e.g., kindergarten room, toddler room.

 	Allegations of ill-treatment
            Posting Schedule:
The Serious Incident Reporting Form used for allegations of
Abuse is posted immediately.
• The Ministry has investigated related non-compliance related to the permit.


Each year,
The daycare must produce an annual report detailing the number of serious incidents in the previous year, their nature, and the steps we have taken to prevent them from recurring. This report is entitled: Summary and Analysis.
The regional office, in collaboration with the Ministry, will analyze serious incidents and may suggest the need for training, support, or changes to our internal policies. They will define the measures to be taken to address these needs.
If it turns out that the daycare should follow such measures, a report on the results will be required.
The daycare reviews and updates its policy, procedures, and individualized plans at least once a year.
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Step 1:

With a parent

If a conflict arises between a staff member and a parent, the staff member must remain calm, polite, and professional. They must note the details of the conflict (date, time, nature of the conflict) and share it with the daycare management as soon as possible.

With another staff member:

If a conflict arises between two staff members, they should not discuss the conflict in front of the children. Instead, they should find a place to discuss it calmly, ensuring that the child-to-child ratios are respected. It is best to plan and think about the nature of the conflict and different solutions to propose. If necessary, the director can be involved in leading the communication and ensure that the discussion progresses positively and remains professional. It is always best to note down the details of the conflict (date, time, nature of the conflict, etc.)

With management:

If a conflict arises between a staff member and the daycare management, they should not discuss the conflict in front of the children. Instead, they should find a place to discuss it, ensuring that the child-to-child ratios are respected. It is best to plan and think about the nature of the conflict and different solutions to propose. If necessary, the chair of the board of directors can be involved to lead the communication and ensure that the discussion progresses positively and remains professional. It is always best to note down the details of the conflict (date, time, nature of the conflict, etc.)

Step 2:

If the first step does not produce the desired results, management should be asked to intervene. Management will take the necessary steps to resolve the situation as effectively as possible.

Step 3:

If, after two weeks, depending on the severity of the situation, the second step has not yielded the desired results, you should ask the chair of the board of directors to intervene. The chair will take the necessary steps to resolve the situation as effectively as possible.
It is essential to follow the communication procedure when a conflict arises. The board of directors wants staff to operate in a warm and friendly work environment and for all employees to be happy to come to work. Every child benefits from this warm atmosphere in their environment.
After the chair's intervention, you can contact the Ministry of Labor, the department in your region responsible for your daycare, or the Ministry of Community, Family, and Children's Services for further information. However, you must ensure that your intervention is positive and aimed at helping the daycare resolve a conflict.
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