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WELCOME TO YOUNG EXPLORERS DAYCARE

WELCOME!
Young Explorers Daycare is pleased to welcome you and your child to our child care program.
The information in this booklet contains the policies and procedures for the Daycare, what you can expect of myself, the expectations of you as parents/guardians, and what your child will be doing while at the Daycare. If you have any questions, please ask. I will be more than happy to assist you.

Young Explorers is a Licensed Family Childcare Centre providing quality care for children ages eight months to 5 years old. Typically, there may be up to 7 children attending each day.

My name is Patricia Hilberry, I am the educator/operator with 7 years’ experience as an Early Childhood Educator. I had previously worked in childcare centers in Vancouver as well as in Duncan. My husband and I decided to move to the Island when we decided to start a family and after the birth of my first daughter I have been working towards opening my own daycare. 
We are located in a quiet neighborhood, off of Maple Bay Rd, just a few minutes’ drive from Maple Bay Elementary school. 

Young Explorers will follow a daily schedule allowing for flexibility in order to meet the needs of children of various ages, abilities and needs. Hours of operation are from 7:45 to 5pm Monday to Friday, excluding statutory holidays and vacation. Part and full day closures may also occur throughout the year for various appointments and professional development (40hours needed every 5 years to maintain license).  Young Explorers will give ample notice but be warned that there may be times when notice maybe short due to unforeseen situations/events.

PHILOSOPHY

Values & Beliefs:

Caring for and educating children is an important experience in the development of the whole child. It is my job to support the social, emotional, intellectual and physical development of every child in my care. It is imperative to support this development appropriately and positively, as the early years of a child’s life are the most influential and truly make a strong impact upon these unique individuals. I am committed to providing a warm, nurturing environment where children feel safe to trust, learn and gain independence. 

Play:

It is important to understand that children are learning as they are playing. I believe that a child's biggest job is to play. Therefore, the childcare environment needs to be created in a way
that will support productive play, setting the children up for success as they interact with one another or chose to play independently. The environment will have sufficient materials in order to support this play and will be rotated frequently based on the interest of the children and changes in their abilities. 

I embrace philosophies such as Reggio Emilia, which supports an image of the child as being both competent and able to create their own learning. Every child has the opportunity to be responsible for their learning, in a way that brings powerful meaning to their experience. They can do this by exploring the natural environment, taking appropriate risks that challenge existing abilities, and learning through play. In this program, the diversity in ages and stages of the children gives them the opportunity to learn from one another and ultimately learn how to respect their peers.

Parent Partnerships:

Parent partnerships and open communication is extremely beneficial for the children, families and caregivers. It is important for the children to observe positive role-modelling of pro-social behaviour in order for them to develop socially and build relationships of their own. Communication between parent and caregiver and vice versa allows both parties to understand behaviour and temperament of the child and gives insights as to why certain behaviours may be occurring. Communication also fosters the development of partnerships between parent and caregiver. Together, parents and caregivers are a team in ensuring that the children’s needs are being met to the full potential.


Young Explorers Daily Schedule 

7:45- 9:30 	Arrival/free play (activities will be set up)
9:30-10:00 	Clean up/circle time 
10:00-10:10 	Bathroom /hand washing 
10:10-10:45 	Morning snack 
10:45- 11:45 	Outside play/gross motor 
11:45-12:00	Bathroom break/wash hands  
12:00- 12:45	Lunch 
12:45-1:00 	Bathroom/ handwashing /story 
1:00- 2:45 	Nap/rest time/quiet table activities 
2:45- 3:00 	Free play 
3:00-3:15 	Clean up/ bathroom/handwashing   
3:15-4:00 	Snack
4:00-4:15         Bathroom/ handwashing 
4:15-4:55 	Outdoor play (weather permitting) 
4:55- 5:00 	Indoors for last pickups. Daycare closes

The above schedule is flexible based upon children’s interests and needs.

REGISTRATION INFORMATION | ORIENTATION | GRADUAL ENTRY 

Upon registering your child in Young Explorers Daycare, you will receive a registration package with several forms and documents that will need to be completed prior to your child’s first day. The forms and documentation are put in place to ensure the highest level of safety, health and quality care for your child. The forms include:

Forms to be returned:
· Registration Form (include photo of child)
· Emergency Information Cards (2 per child)
· Immunization Records (included in the registration form)
· Childcare Fee/Service Contract
· Photo Permission Form
· Spontaneous Outdoor Excursion Permission Form
· Permission to Administer Sunscreen
· Permission to Administer Diaper Cream (if applicable)

Forms for parent reference:
· Parent Information Package
· Welcome Letter/ What to bring to daycare

The photo permission* form gives permission to Young Explorers staff to take photos of the children in order to create photo documentation. Photos will not be used in any form of media unless parents sign the portion of the Photo Permission Form. Parents have the right to say that they do not want photos taken of their children. Parents will be given a permission form, with two photo options, in which Young Explorers will strictly abide by.

The orientation process is the initial meet, greet and introduction to Young Explorers Daycare. This gives parents the opportunity to view the center, ask questions, communicate with caregivers and become familiar with the program, curriculum and routine. Parents will receive their Registration Package and Gradual Entry will be planned for their child.

Gradual Entry:

Gradual Entry is an important implementation in the program that ensures your child’s initial experience at daycare is positive, fun and handled in a sensitive manner. Each child is a unique individual with different emotional needs and attachment sensitivities, therefore, each gradual entry process will be altered to best meet the individual needs of the child. For example, a three-year-old that has been in childcare since infancy may enter a program with ease, whereas a young infant that has never been in prior childcare may take longer to adapt to the program and caregivers. It is imperative to the individual child that we all work together, be patient and ultimately understand the child’s emotions and needs at this time, we do not want the child to associate daycare with a negative experience, as it is difficult to break unhappy feelings, especially because they are typically avoidable. Gradual entry will begin prior to your child’s first day at daycare and will not be charged. The gradual entry will be planned during the parent orientation, based on feedback from parents, separation anxieties and the child’s prior experience in childcare. 

Gradual entry will begin with a short visit (1 hour) with a family member. This will allow the child to explore and become familiar with the environment, caregiver and playmates, having the security of their primary caregiver present. The second visit will be a short visit (2 hours), without a family member, just enough time for the child to play, enjoy a meal with friends and then be picked up, simply reinforcing the idea to the child that ‘my family always comes back to pick me up.
On day three, the child will be dropped off for a half day to play, eat lunch and get picked up at 12:30 they will have an earlier pick up, usually about 3:00. We also understand that families are very busy and this process may not be completely achievable. We will work together and do the best we can to ensure a positive entry into Young Explores Daycare.

Day One: Child attends for one hour. Parent remains with child.
Day Two: Child attends for ninety minutes. (Parent can stay as long as child needs them).
Day Three: Child attends for ½ day (until 12:30pm). Please provide lunch and snack.
Day Four: Child attends regular hours.


ARRIVAL | PICK UP | HOURS OF OPERATION | LATE POLICY

Young Explorers Daycare will be open from Monday to Friday, from 7:45 am-5pm. Upon arrival at the daycare, please sign your child in on the sign in sheet and communicate any vital or basic information about your child that may influence their day. Information such as: sleeping, eating, teething, sickness, familial change, pick up person for the day and anything else that would assist caregiver to understand your child and their daily function.

Communicating the pickup person for the day is required. Children will be released to parents/primary caregiver. If there is a different person picking up your child, please ensure staff know their full name, as they will need to provide photo identification upon first time pick up. Children will only be released to individuals that their parents have specified, as the safety of the child is our highest priority. Please ensure that if there are any custody agreements or legalities regarding the child’s safety, a copy of the document must be included with the registration form.

If your child will be late, it is important to contact Young Explores by 10:00am, as we may be getting ready to go for a walk. If we haven’t heard from families by 10:00, we will expect that your child will be absent for the day. Please contact the daycare if your child will be away for the day or if they are ill with a communicable infection or disease. Please bring this to the daycare’s attention. We will respect confidentiality but we need to know in order to give the other families a warning to look out for certain symptoms. 
At pick up time, it is mandatory to sign your child out. At this time parents and caregivers can discuss your child’s day, detailing any information, concerns, daily activities or special moments your child had throughout their day. If you are unable to pick up your child by 5:00pm due to an unforeseen circumstance, please contact the Centre immediately. It is imperative that caregivers know that parents are safe and do not contact the Ministry of Children and Family Development. We are required to call the Ministry of Children and Family Development if we have not heard from the parents or authorized pick up person one half of an hour past pick up time.

PAYMENT | CLOSURES |WITHDRAWAL | REPAYMENT AGREEMENTS POLICY

Payment:

All fees at Young Explorers are to be paid promptly on the first day each month. Parents are expected to pay by cheque, E-Transfer or cash. A $30.00 fee will apply to all NSF cheques, which must be replaced promptly. Failure to comply will result in your child being removed from the program. Following a second NSF cheque, Young Explorers Daycare will require cash, certified cheques or money orders for the remaining months of the year.

WITHDRAWAL AND REFUND POLICY: 

Your child is booked by the month. If he or she misses days, no deductions will be made and no refunds due to unforeseen circumstances, (such as weather conditions or electrical outages) please understand that daycare operation costs remain the same whether your child attends that day or not.

Withdrawal of a child from the program requires written notice a minimum of one full calendar month prior to withdrawal. Young Explorers Daycare must receive notice no later than the last day of the month prior to the month of leaving. (e.g. leaving April 30 – notice in by March 31st, or if leaving May 15th, notice also in by March 31st). Failure to give proper notice may result in the charge of additional fees. All advanced payment or post-dated cheques falling beyond the properly notified withdrawal date will be refunded in full (i.e. cheques returned or destroyed).

There will be a three-week (paid and non-refundable) trial period for new children and one month’s notice from the caregiver or parent is not required in the event services will not continue. This trial period is in place to maximize the comfort, safety and well-being of all children, parents and the caregiver in the facility.
Receipts will be provided at year’s end for income tax purposes. We ask that you keep them in a safe place as duplicates will not be provided.
Closures:

In the event of extreme weather (snow, freezing rain etc.) it is possible that Young Explorers will close. The decision is based on a number of factors but primarily upon closure of Cowichan District 79 public schools. Every effort will be made to contact all families by call, text, email or posting on the web to advise of closure. In the event of a power outage, Young Explorers will contact parents to pick up immediately after one hour of the power being out. Fees will not be refunded in the event of weather closures or power outage.


PAID CLOSURES FOR STATUTORY HOLIDAYS AND VACATIONS

The closure dates listed below include Statutory Holidays and 2 weeks’ vacation. I understand that there will be no adjustment to the monthly rate for these closures and I am responsible for organizing alternative care on these dates.
Should a stat fall on a weekend day, the following Monday will be closed in lieu.

• January - New Years 
• February - Family Day 
• March/April - Good Friday/Easter Monday 
• May - Victoria Day 
• June - Aboriginal Day 
• July - Canada Day 
• August - BC Day  *2 weeks paid vacation
• September - Labour Day 
• October - Thanksgiving 
• November - Remembrance Day 
• December - Christmas Day/Boxing Day 

Fees will not be refunded for statutory holidays.

I will be taking two weeks paid vacation in the Summer and one week unpaid during the week of Christmas and New Years. Parents will also know ahead of time what the adjusted fee amount will be for the December months scheduled vacation.







Young Explorers Fee Schedule
	AGE
	FULL TIME /PART TIME

	Children Under 3 years old 
	$50/ day (minimum 2 days per week)

	Children 3 and over 
	$40/day (minimum 2 days per week)












*Fees are subject to change and a minimum of two months’ notice of fee changes will
be provided.

WHAT TO BRING | BIRTHDAYS | CELEBRATIONS

There are many things that children need on a daily basis. There is plenty of organized storage space to keep materials that the children will re-use during their time at daycare. It is very important to label all of your child’s materials, clothing and even lunch containers. Please keep in mind that we will be engaging in many messy activities and outdoor experiences that may dirty the children’s clothes, it is recommended to send your child in clothes that are ok to get messy. Below is a list of materials your child will need throughout their childcare experience:


	Daily
	Snacks for am/pm and Lunch (please no nuts in natural form, as they are a choking hazard)
Bottles with formula/milk (if needed)


	Keep at Daycare
	Spare clothes:
Summer: hat, change of pants and shirt, socks, underwear
Winter/Fall/Spring: change of pants and shirt, socks, underwear, muddy buddies, boots, hat, mittens/ gloves
Nap/Rest Time: sheet for cot (crib sized) 
Blanket/ Snuggly -Diapers/ Wipes (if needed) 
Soothers (if needed) 
Indoor shoes or slippers 
PLEASE LABEL ALL ITEMS


	Provided at Daycare 
	Water throughout the day 
All cups/cutlery (just not bottles)




We are happy to celebrate children’s birthdays, as it really is a special time for both the child and the families. Parents are encouraged to send a healthy birthday treat and we will have a little birthday party at our afternoon snack time. If families aren’t able to provide a treat for any reason, please communicate with me and we would be happy to provide a treat for the child.


OUTDOOR EXCURSIONS | WALKS

The group will go on walks, and perhaps visits within the community. We hope to have preplanned field trips as well as spontaneous excursions. Young Explorers will always inform the parents ahead of time when planned and after when spontaneous. There will be a notice sent home, a visual notice posted at the daycare Centre and a verbal notice, the day prior to trip and/or the morning of. Children must have a consent form signed to participate in all field trip adventures. The consent form is included in parent registration package.


HEALTH | NUTRITION | SAFETY | WELLNESS POLICY


HEALTH AND NUTRITION POLICY 

Policy:

Parents will need to provide their child with a morning snack, lunch, and an afternoon snack. I encourage good eating habits that nurture healthy development and promote lifelong well-being. Please send nutritious food. Fruit, vegetables, sandwiches, cheese, yogurt, muffins etc., (as shown in the Canada Food Guide) are an example of a good source of nutrition. 

Procedure: 

I will support good eating habits, health and nutrition by:
· Offering a clean, well-maintained, safe environment for children to eat their snacks and lunch.
· Provide opportunities for learning how to take care of their bodies and develop self-help skills.
· Provide opportunities for both rest and exercise with indoor and outdoor activities daily
· Welcome mothers to breast-feed their child in the day care and provide support for breast-feeding. (Formula must be provided by the parent)
· Encourage children to eat a variety of foods but be sensitive to individual food preferences and cultural preferences.
· Post children’s allergies in the kitchen. (see policy and procedure on Allergies)
· Inform parents of any significant changes in the eating habits of their child.
· Model healthy attitudes towards food and meal times.
· Model healthy attitudes towards washing hands before and after meals.
· All babies will be held during bottle feeding.
· I will discard any unused liquid in bottles or cups to prevent the spread of germs.
· I will allow children time to eat and drink at their own pace.
· Respect the parent’s decision as to when and what solid foods will be introduced, while
working within the guidelines of the BC Ministry of Health “Baby’s First Foods”.
· Food is never used as punishment or reward. Each child is encouraged to eat or taste his or her food. 
· Infants will be fed when hungry, not when the clock or schedule dictates.
· Adults and children will have access to potable drinking water throughout the day, including when they are engaged in outdoor play and while on off-site outings
· Juice boxes or sugary drinks will be sent back home. 
· Lunches will be stored in the refrigerator and will be heated in the microwave if needed.  



Food Safety
The following foods are considered choking hazards and should not be sent to the daycare: 
	popcorn
	marshmallows
	any sausage product whole 

	hard candies 
	whole grapes 
	peanuts 

	gum
	whole hot dogs
	Un pitted whole cherries



· Grapes may be sent if they have already been cut in half (or quartered)
· Hot dogs may be sent if they have already been cut lengthwise.
· Pepperoni or any sausage cut lengthwise
· Food items other than for your child’s meals and snacks are not to be brought into the Day care unless pre-cleared with myself (e.g. If you want to bring cupcakes to share with the other children to celebrate your child’s birthday) Sugary snacks such as fruit gummies or candy, chips, gum, and other ‘junk food’ are not to be brought into the daycare. 

ALLERGIES

Policy:

Food allergies are becoming more common among infants and young children. Allergic reactions can range from mild skin rashes to severe, life-threatening reactions with breathing difficulties. It is important to reduce the likelihood that these reactions will take place while the child is at childcare. 

Procedure: 
I will ensure that the following procedures and practices are followed with respect to allergies:
· When children with food allergies register at Young Explorers Daycare, parents will be provided with the Food Allergy Care Plan to be filled out by the child’s parent/guardian.
This action plan must be filled out and returned to me before the child begins the program.

Based on the child’s Food Allergy Care Plan, I will put into practice:
· Preventing exposure to specific food(s) that trigger an allergic reaction.
· Recognizing the symptoms of an allergic reaction.
· Treating an allergic reaction.

Parents (and myself) will:
· Ensure the childcare setting has the appropriate medication on site (if necessary).
· Ensure proper storage of medication. (see Medication Policy)
· Ensure the proper equipment and training is in place to use while the child is in childcare.

Staff at Young Explorers Daycare will:
· Promptly take steps outlined in the Action Plan if a reaction occurs.
· Notify emergency medical personnel if warranted, or if epinephrine has been given.
· Notify parents of any allergic reaction or possible contact with food that may cause an allergic reaction.

An individual child’s food allergies will be posted prominently in the kitchen (care will be given to confidentiality issues). A child’s Allergy Action Plan and medication will be taken on field trips, including neighborhood walks.

Routines Before and After Snack and Lunch

· All children and staff will use proper handwashing techniques before and after each meal
· All surfaces (i.e., highchairs and lunch tables) will be cleaned and disinfected using a soapy detergent and sanitizing solution of bleach and water. Before and after eating 
· Dishes and utensils will be washed in the kitchen sing using the ‘4 step’ method of 
1. Wash in clean hot water and detergent
2. Rinse in clean hot water. 
3. Sanitize by submerging dishes in sanitizing solution 
4. Dry by draining and air drying on a clean, non-absorbent surface






WELLNESS POLICY

Policy: 

 I maintain a clean and healthy environment for myself and the children in my care. The health and wellbeing of the children is my first concern. If your child is sick, they must have alternate care arrangements made by the family to prevent the spread of infection to other children and staff. This policy outlines illnesses and situations that require exclusion from daycare.
 
Procedure: 

In order to promote a healthy environment, I will ensure:
· Proper hygiene is maintained  
· Universal precautions are used for handling all bodily fluids
· Frequent, proper handwashing techniques are used by all children and adults; and families are informed of any outbreak of a contagious disease.
Please seek alternative care arrangements if your child is exhibiting the following conditions:
· Fever (38.3º C/ 101ºF or more) accompanied by general symptoms such as listlessness or sluggishness may be an early sign of an illness that requires a doctor’s attention. (24 hours away from daycare after fever breaks)  
· A common cold with fever, runny nose and eyes, or sore throat, a “croupy” cough or congested to the point that he/she has heavy breathing.
· Infected eyes or skin, or an undiagnosed rash. 
· Any type of contagious or communicable disease such as flu, measles, mumps, rubella, or chicken pox.
· Unexplained diarrhea or loose stool (may or may not be combined with nausea, vomiting or abdominal cramps.) These symptoms may indicate a bacterial or viral gastrointestinal infection which is very easily passed from one child to another (via fecal-oral route) (24 hours away from daycare after all symptoms have stopped.)
· Nausea and vomiting.
· Severe itching; if caused by head or body lice or scabies.  (the child may return when he/she is visibly free from lice or scabies.)

Children are too ill to attend child care when:
· The child is suffering from one or more of the above symptoms.
· Is not well enough to participate in the regular daily activities of the program.
· Should your child become ill while at the daycare, you will be notified immediately and
are expected to arrange for the child to be picked up promptly. 
· If you are unable to be reached, the person authorized to pick up in the case of an emergency will be called and asked to collect the child. 
· While the child is waiting for a parent or caregiver I will make sure the child is separated from the other children and make him/her as comfortable as possible. I will not administer medication. 
 
Unfortunately, there are no refunds or discounts for days that your child does not attend daycare. There are still costs associated with each childcare spot each day that cannot be avoided if your child is not in attendance. Your child should be kept at home until he/she is well again. I encourage parents to have a childcare back-up plan in place in the event that your child has to leave the daycare due to, for example, illness or head lice.

Returning to Care after an Illness

· 24 hours after receiving an antibiotic.
· When the child is no longer contagious. The parent shall consult with myself prior the child returning to daycare. This ensures that the Vancouver Island Health Authority policies regarding Communicable Diseases are followed.
· If a child is well enough to attend daycare, they are well enough to
  	participate in outdoor activities provided they are adequately dressed.


ULTIMATELY THE CARE OF THE CHILD IS THE PARENT’S RESPONSIBILITY. 
















COVID 19 PANDEMIC POLICY 

Policy:

During times of pandemic it is the responsibility of myself and families to do a self-assessment on themselves and their child(ren) for any COVID-19 symptoms (as listed by the CDC for child care) each morning before attending the facility.  Families will need to drop their children off at the back door and remain outside of the facility. Mask wearing during this time is mandatory for parents and employees. Hand sanitization will be administered on all children before entering the building. Cleaning procedures will be implemented on a regular basis throughout the day.

Children and staff are required to stay home when new symptoms of illness develop, such as:

· Fever
· Chills
· Cough 
· Difficulty breathing 
· Lose of sense of smell or taste 
· Nausea or vomiting
· Diarrhea 

For mild symptoms without fever, children and staff should stay home and monitor symptoms for 24 hours. If symptoms improve and the child/staff member feels well enough, they can return to daycare without further assessment or doctors note.

If symptoms include fever or difficulty breathing, or if symptoms last for more than 24 hours or get worse, seek a health assessment by calling 8-1-1 or a primary care provider. If a COVID-19 test is recommended as a result of the heath assessment, self-isolate while waiting for results. If the COVID-19 test is positive, self-isolate and follow the direction of public health.

· If COVID-19 test is negative, return to daycare once well enough to participate.
· If a COVID-19 test is not recommended, staff and children may return when well enough to participate. 

If sick while at Young Explorers Daycare:

· Children or staff who become sick will in attendance will be required to go home a soon as possible.
· A space will be created, separate from others but supervised, where they can wait for transportation home. 



Hand Hygiene:

Staff and children are required to wash hands with soap and water for at least 20 seconds on these occasions:

· Upon arriving to the centre 
· Before/ after meals 
· After sneezing/ coughing 
· After using the washroom
· Upon returning from outside play

Supervision of Hand towel Use: 
Cloth hand towels will be used each time a child washes their hands. I will hand out towels for each child to use and they will place towel in covered linens container. All hand towels will be laundered at the end of the day.

Cleaning and Disinfecting Procedure:
· Clean and disinfect the premises at least once every 24 hours.
· Clean and disinfect frequently touched surfaces at least twice every 24 hours, including doorknobs, light switches, toilet handles and toys used by multiple children. 
· Clean and disinfect any surface that is visibly dirty.
· Clean and disinfect changing mat after every use.  

Measures to support effective cleaning and disinfection:

· Limit the use of frequently touched items that cannot be easily cleaned.
· Restrict use of toy cupboards usually open to children and only pull out a few bins at a time. When child is finished using the toy it will be placed in a “to be cleaned” bin.
· Empty garbage containers daily and when full. 
· Wear disposable gloves when cleaning blood or bodily fluids; wash hands before and after wearing gloves.


Physical Distancing and Mask Use:
· Transfer of care (drop off) will take place outside the front door of the building
· Parents will not be permitted inside the building at any time.
· More activities will be organized to encourage individual play.

Food and Beverages:
· Tables used for eating will be cleaned and sanitized with a bleach solution before and after use.
· Food and beverages will not be shared.
· Reusable dishware, glasses and utensils will be cleaned and sanitized after each use.
· Baking and cooking activities will not be permitted unless individual set ups are prepared. 

Naptime Linens and Cots:
· Children’s personal sheets, pillows and blankets are stored in individual bins and are sent home at the end of the week to be laundered for the coming week.
· Cots are sanitized at the end of day with bleach and water solution and set outside to dry.

Programming:
· Sensory activities involving many hands touching the same material will not be permitted unless prepared for individual use.
· Toys use will be limited by keeping previously child accessible cupboards closed. Toys will be rotated and once handled by a child, placed in a bin to be sanitized at the end of the day.
· Children will be taken outside for extended periods of time to play to limit the amount of time inside together.



EMERGENCY TRANSPORTATION/MEDICAL ATTENTION POLICY

Policy:

In the event that a child requires immediate medical attention, I will call emergency services to respond.

Procedure:

1. I will phone for emergency transportation and/or medical attention when it is necessary for a child or children in my care.
2. I will call parents or emergency contacts to inform them.
3. It is the parent/guardian’s responsibility to pay for an ambulance should it be needed for the child. 

*smoking in not permitted in and around the building when children are present.  




IMMUNIZATION POLICY 
 
Policy: 

Young Explorers Daycare is required by the Child Care Regulations to keep an up-to-date copy of each child’s immunization record in case an outbreak should occur. I require that all children in my care be up to date in all their immunizations. 

Procedure: 
 
1. Please attach a photocopy of your child’s immunization record to your registration form.
2. All records will be safely stored in a locked file cabinet.


*Myself, any staff I hire and all the people residing in this house are all currently immunized and up to date according to the Community Care and Assisted Living Act: CHILD CARE LICENSING 


NON-PRESCRIPTION & PRESCRIPTION MEDICATIONS

Policy: 

Administration of medications in daycares is regulated by the Child Care Licensing and Regulations. This policy protects children, parents and staff. Only medications prescribed by a doctor will be administered, I will not administer over the counter medications.

Procedure: 
 
· All medications are kept in a locked container in the kitchenette, out of children’s reach, or in the refrigerator (if needed) in a lock box.
· Parents must inform staff of any side effects or reaction that medication may cause in a child. (i.e.: hives, drowsiness, diarrhea) 
· Medication must be brought to the daycare in its original container with instructions from your doctor on how to administer it. 
· Authorization for the Administration of Prescription Medication form must be completed by parent and one copy of the form is kept with the medication and another copy is kept in the child’s file.
· The medication is administered as directed on the form and a “Medication Record” remains with the medication and the “Prescription Medication” Form. 
· No child will be allowed to administer their own medication unless the Daycare receives a written letter of permission from the child’s physician and the parent. 
· If the child refuses to take the medication, the Centre staff will contact the parents immediately.
· Label must clearly show the following information: 
1. Child’s name
2. Name of medication  
3. Dosage
4. Route (oral, nasal, rectal, eye, ear, or injection)
5. Physician’s name 
6. Care of medication (shake well, refrigerate)
7. Date to end administration of medication  
*If the child has a reaction to the medication I will call emergency services to respond. 

 Application of Lotions and Sunscreen

It is a requirement that each child needs to be adequately protected from exposure to the sun. Each child must have their own bottle of sunscreen, supplied by their parent/caregiver to remain at the daycare. I will label each bottle with their name and expiration date and place in a safe space, out of the way of the children. 


When applying sunscreen lotion to each child I will:
· Use gloves or wash hands in between applying lotion to each child.
· Reapply regularly if we are outside for extended periods of time.  
· Medicated lotions would be stored in a locked container in a safe space out of the reach of children or in a locked container in the fridge (if required to be refrigerated) gloves and handwashing would also apply when applying medicated lotion to the child. 
· Parent to sign permission form.                 


SAFE RELEASE OF CHILD POLICY 

Policy:  

In accordance with child care regulations, children in Young Explorers Daycare will routinely only be released to the enrolled parent/ legal guardian or alternate authorized persons listed on the child’s registration form and card. The parent/ guardian is required to sign the child in and out of the Daycare. 

Procedure:

· If someone other than the parent is to pick up the child, myself or any staff must be notified of any alternate arrangements.
· If this person is on the list of people who are authorized to pick up your child, a verbal notice is appropriate on the day of. 
· Picture identification will be required if that person is not known by myself or staff.
· Children will not be released to anyone under the age of 19.


NON-CUSTODIAL PARENTS AND OTHERS ON THE “NOT PERMITTED TO PICK UP” LIST 

· Parents must provide a copy of any custody order and photo of non-custodial parent.
· If the non-custodial parent insists that the child be released to them, I will:
a) Calmly state the daycare’s release of children policy.
b) Ensure all children and staff are safe.
c) Contact custodial parent.
d) Call RCMP if parent or other person tries to leave with the child.

Parents are responsible for keeping this information up to date
· Parents must have contact with me on arrival and departure and must record the time of arrival and departure on the daily SIGN IN/OUT sheet. This will prevent unnecessary confusion i.e. missing child etc.
· Photo identification is required if a parent has authorized pick up with a person who is unknown to myself or staff. Identification will be checked before I will release a child.

It is my legal responsibility to the extent that is possible, not to release a child to an
authorized person who is unable to adequately care for a child. If myself or a staff member believes that a child will be at risk, I will:
· Offer to call a relative or friend to pick up the person and child or contact the Ministry of Children and Family Development.
If the person is driving a vehicle, myself or staff will explain that driving while under the
influence of drugs or alcohol is against the law and staff are obligated to ensure the safety and
well-being of the children and adult. If the presumed impaired person chooses to get into the
car, with or without the child, I will immediately notify the police. The Ministry of Children
and Family Development will be called if it is felt that the child is in need of protection.


LATE PICK-UP POLICY 

Policy:

It is your responsibility to pick up your child on time. Although allowances will be made for
emergencies, a parent who picks up their child after the scheduled pick-up time ( 5pm) will be charged a late fee of $5.00 for every 5 minutes late. This must be paid in cash at the time of pickup, or before the child’s next regularly scheduled day. This will be strictly enforced, and habitual tardiness may result in termination of services. Transportation to and from Young Explorers Daycare is the responsibility of each parent. If you have transportation difficulties, please notify me immediately. Child(ren) must be picked up within 30 minutes of the posted closing time.

Procedure:

1. I will make all attempts to call the child’s contact numbers including the emergency contact numbers.
2. If I am not successful in contacting anyone authorized to pick up, I will call the Ministry for Children and Family Development and the child will be released into the Ministry.
3. I will not be able to keep the child in my home past regular Daycare hours. 
 

TRANSPORTATION POLICY 

Policy: 

Young Explorers Daycare does not offer transportation for the children at the daycare. Field trips will always be within close proximity to the daycare and we will be walking. 

Procedure:

In the event that a child requires Emergency medical attention, I will call emergency services to respond. (See EMERGENCY TRANSPORTATION/MEDICAL ATTENTION POLICY)



COMMUNICATION POLICY

Policy:

Young Explorers Daycare supports an “Open Door” Communication Policy. Parents are welcome to drop in and observe the daycare at any time during regular hours. This means that parents are always welcome to call or drop in to see their children. I would appreciate your taking into consideration our schedule when dropping in or calling, and remember that visitors usually cause children to react in an excited manner. If you call during the day, please be aware that we may be busy with the children and may not be able to answer the phone. If you leave a message, we will call you back as soon as possible.

Procedure:
· Telephone communication is encouraged.
· Parents can expect ongoing communication with myself concerning
1. Child’s progress
2. Program activities
3. Centre Operation
· Parents can expect information regarding community resources to be available to them at the Centre.
· Parents are asked to make themselves familiar with the Parent Handbook which states the Centre Policies and Procedures which apply to; the care of the children, the program and the general operation of the Centre.
· Parents concerned with the care of their child, or any incidents at the daycare are urged to speak with myself and we can set up a time outside of daycare hours to discuss these concerns. 

CHILD ABUSE REPORTING POLICY 

Policy:

· I am required by law to report suspected or disclosed abuse. If I suspect abuse it is my responsibility as a Care Giver to report suspicions and/or disclosures to a child welfare worker. 
· Failure to report abuse can result in prosecution under the Family and Child Service Act.
· Staff is NOT permitted to contact the parent, unless specifically directed to do so by Ministry of Children and Family Development and the RCMP.
· Reporting procedures are designed to protect the child. Our concern is the safety and wellbeing of the child.     


Procedure:

1. I will call the police or Ministry for Children and Family Development to report any child that looks like they have been abused, mentally, physically or emotionally.
2. I will document the reasons why I felt that I had to make the call.
3. I will not contact the parents of the child I have concerns about.
4. I will document the details of the phone call (to the Ministry) in my logbook
5. I will report to the CCRR (Cowichan Valley Centre for Resource and Referral)


MISSING CHILD POLICY

Policy:

The purpose of this policy is to establish procedures to follow in the event a child goes missing from the daycare or during a field trip. In the event a child goes missing, the daycare staff will remain calm and follow the procedures below. 

Procedure:

If a child goes missing:
· The remaining children will stay together.
· Do a quick scan of the immediate area for 2 minutes. 
· Myself and staff will stay calm and call 911 and give them a complete description of the child.
· I will then notify the parent/guardian and inform them of the steps that are being taken to locate their child.
· Note the incident in the log book and report to the CCRR and insurance company. 
· To ensure that this type of thing does not happen I will follow the procedures of the CARE AND SUPERVISION POLICY listed below. 


CARE AND SUPERVISION POLICY 

Policy: 

Our Centre is attuned to each child under our care, a skill that requires knowing each child's range of skills, interests, ability to interact with others, and developmental stage. Knowing each child helps to monitor and enhance skills that promote the children's positive behavior. Young Explorers Daycare ensures to provide children with indoor and outdoor learning environments that are actively and positively supervised in order to maintain their safety.  

Procedure:

· Qualified Staff-  Children are supervised at all times by myself, a licensed early childhood educator or in case of my absence, a responsible adult.
· Tracking Attendance - All children upon arrival or departure must be signed in or out by their parent/guardian on the daily attendance sheet, indicating the time of arrival and departure. 
Head Counts - Head counts of children are to be completed on a frequent basis throughout the day. 
· Position myself strategically to be aware of the entire environment and have as many children as possible in the field of my vision. 
· Implement Scanning- I will continually scan the playroom and/or playground, being alert to any potential issues that may increase risk of effective supervision or safety of children.

· Positive guidance techniques will be used to encourage appropriate behaviour. They include:
a. Establishing clear, consistent, and simple limits.
b. Stating limits in a positive way.
c. Focusing on the behaviour, rather than on the child.
d. Stating what is expected, rather than pose questions.
e. Providing real choices.
f. Allowing time for children to respond to expectations.
g. Reinforce appropriate behaviour, with both words and gestures.
h. Encourage children to use the teacher as a resource when they cannot resolve issues on their own.
· Redirection – Redirection is a skill used an aid to prevent undesirable or unsafe behavior. This technique helps ensure the safety of all children. Positioning myself close at hand will enable me to offer help, when needed. 

· Provide Age Appropriate Activities- To ensure the safety and wellbeing of all children in my care I will foster the total development of the child by providing an environment consisting of:
1. A warm, friendly atmosphere with a trained child care provider 
2. A safe and healthy facility  
3. A child centered, non-role stereotyping setting 
4. A variety of suitable equipment in good repair 
5. A variety of activities that support the physical, social, emotional and intellectual needs of the children in each age and stage of their development.

· Near Equipment - Provide supervision for all children in areas that are near equipment where injury may occur, indoors as well as outdoors. Be in close proximity to the children.
· Awaiting Pickup - Children waiting to be picked up due to illness or injury are kept safe, comfortable, and under close supervision.
· Implement Quality Interactions - Staff will engage in meaningful interactions with
children to promote learning during play and routine times.
· Plan Ahead - Plan and prepare for the day by having all supplies on hand. 
· Control Access and Exits- All doors are locked and stairs are equipped with gates.
· Respecting Privacy – Be able to monitor children in the bathroom while respecting their
need for privacy.
· Avoid Distractions - Avoid carrying out activities that will distract from effective
supervision, such as carrying out administrative tasks, texting, engaging in social media,
chatting with fellow staff members, or speaking for long periods on the phone.
· Transitioning to Outside - Take all children outside at the same time and remain with
them at all times.
· Nap Time - Monitor and conduct regular visual checks while children are napping.
· Incidents - If something does happen, be able to explain the details of the incident,
the facility's supervision practices, staffing levels, and what preventative measures have
been put into place to ensure children are safe and not in danger or at an unacceptable risk of harm.
· Use Clear, Consistent and Simple Safety Rules-  with children indoors, outdoors and on field trips e.g.; The “red light, green light” game when going on nature walks, using the buddy system etc. 

Mealtimes- Children are to be supervised during all mealtimes at the daycare. 

Bottle Feeding:
· All babies will be held during bottle feeding.
· Toddlers are required to lie down or sit on the couch when they have a bottle.
· Any unused liquid in bottles or cups will be discarded to prevent the spread of germs.
· Children will be allowed time to eat and drink at their own pace. Bottle feeding should be an enjoyable interaction between child and care provider.

Diapering and Toileting-  As the diapering of infants and the toileting of toddlers involves close adult-child contact, I will (whenever possible) be responsible for changing diapers and assisting with toileting. As this is an opportunity for one-to-one time with the child. I will involve the child by explaining what is being done and encouraging the child to interact/help as much as possible.

I will:
· Follow Ministry of Health recommendations for diapering and toileting procedures posted in the washrooms.
· Record diaper changes and toileting activities on the diapering/toileting chart.
· Encourage independence for dressing and toileting. Assistance and support will be given to the children to encourage these new skills.
· Encourage the development of healthy personal habits by ensuring that children wash their hands after using the bathroom.
· Decide with the family when a child is physically and emotionally ready to start to learn to use the toilet.
· Be patient, supportive and understanding during this learning process.
· Be respectful of the child’s needs.
· Sanitize the changing station after each use.

Napping- Infants and toddlers all come with their individual sleeping patterns. Young Explorers Daycare will try to meet the patterns while getting them into the routine of the daycare.
· Each day after lunch will be rest time. The length of naps depends on individual child.
· Other naps are on an as needed basis.
· During the nap, infants will sleep on their backs until they can reposition themselves during sleep.
· The monitor in the nap room will be turned on when this area is in use.
· Blankets, teddy bears and other comfort items may be brought from home to be used at nap time to help a child adjust to daycare.
· Naps are not mandatory. Children who have outgrown naps are required to have quiet time and lay quietly for 30 minutes while the younger children fall asleep. 


GUIDANCE POLICY 

Policy:

At Young Explorers, each child is viewed as an individual and therefore I will match guidance strategies to fit each child in an effective and appropriate manner. My goal is to assist children in developing self-confidence, self-control, inner discipline, and sensitivity to others. Using the appropriate positive guidance strategies, I can support the child’s level of development and be protective of the child’s self-esteem. The child’s behavior will be the focus rather than the child’s character. 

Procedure:

Positive guidance techniques will be used to encourage appropriate behaviour. They include:
a. Establishing clear, consistent, and simple limits
b. Stating limits in a positive way
c. Focusing on the behaviour, rather than on the child
d. Stating what is expected, rather than pose questions
e. Providing real choices
f. Allowing time for children to respond to expectations
g. Reinforce appropriate behaviour, with both words and gestures
h. Encourage children to use the teachers as a resource when they cannot resolve issues on their own.

Inevitably there will be occurrences of inappropriate behaviour. It is at these times that there may be a need for intervention. The following intervention strategies, or combination of the
strategies, will be used to help ensure that guidance is supportive, rather than punitive.
a. Gain attention in a respectful way
b. Remind children of more appropriate behaviour
c. Acknowledge feelings before setting limits
d. Redirect or divert when appropriate
e. Model problem-solving skills
f. Offer appropriate choices
g. Use natural and logical consequences
h. Provide opportunities for children to make amends. Rather than demand a superficial apology, encourage genuine opportunities for children to restore relationships after an incident of hurt or harm.

If a child has lost self-control and their safety and the safety of others at the daycare are at risk
I will follow these steps to encourage appropriate behaviour:
1. Child’s name will be stated in a controlled voice while maintaining eye contact.  
2. Children will be given a choice when clarifying limits and expectations to promote the child’s self-esteem and self-reliance.  
3. When other strategies have proven unsuccessful it may be necessary to limit the use of materials or equipment. 
4. Child will be taken to sit quietly beside a caregiver until his or her composure is regained enough to rejoin the group. A quiet explanation of why the behavior cannot be tolerated will be given to the child once settled enough to listen. The child will be welcomed back into the group when they have made the choice that they are ready and prepared to do so; meanwhile, they will be given a quiet activity to do in a separate area of the classroom.

Any serious concerns will be discussed with the family so that we might work together to encourage appropriate behaviour. I believe in working with each child’s family to understand the child’s behaviors and to work together in finding strategies that will help the child gain confidence, positive communication and self-discipline. If necessary, outside professionals will be called in to assess the situation and to provide the daycare with additional guidance strategies.

Young Explorers Daycare does not condone or support any form of corporal punishment, including rough handling, shoving, hair pulling, shaking, slapping, pinching, hitting, or spanking. This also includes any form of emotional or verbal abuse.

All efforts will be made to assist a child whose behavior is being affected by ill health, fatigue or other problems beyond his or her control. However, in rare instances when a child continually has behavioral challenges and their actions compromise the safety of others on a regular basis or interfere with the operation of the daycare, the child will be dismissed from the daycare. The parents will be given a short time, no more than two weeks, to find another placement. In extreme cases where the child represents a real danger to himself or others, removal will be immediate and final.


ACTIVE PLAY AND SCREEN TIME POLICY 

Policy:

Young Explorers Daycare recognizes the importance of physical activity for young children.
Incorporating physical activity practices into the everyday activities supports the health and
development of children in care, as well as assisting positive lifestyle habits for the future.
The purpose of this policy is to ensure that children in care are supported and encouraged to engage in active play, develop fundamental movement skills and to have no screen time. Our daycare encourages all children to be involved in a variety of daily physical activity opportunities that are age appropriate and fun.

Procedure:

Young Explorers encourages children to be physically active at the appropriate times and provides a variety of play materials (both indoors and outdoors) that promote physical activity. I will plan, implement and model active play throughout the day with the activities I create for the children. There will be a total of 120 minutes of active play throughout the day, ensuring the minimum of 60mins of outside time. (Extreme weather we will stay inside and enjoy music and movement)

There will be opportunity for free play and teacher directed play. For ages 3 to 5, some examples are as follows;

Free Play Outside:
· Provide balls to kick, throw, catch and pass.
· Scooters and push bikes and to ensure safety there will be a designated area.

Free Play Inside:
· Lines of tape on the floor to walk along.
· Wobble board and yoga cards 

Teacher Directed Play Outside:
· Games such as tag, chase and Simon says.
 
Teacher Directed Play Inside:
· Circle Time songs with movement
· Music from all genres and dancing will be encouraged.

Occasionally we may reference the tablet for research and learning purposes (i.e. Looking on YouTube to find out what sound a zebra makes)


Appropriate Dress for Active Play

Please bring your child ready to play and have fun each day. Your child will participate in both indoor and outdoor play. Please dress your child in play clothes appropriate for the weather and shoes which can get dirty and allow for free and safe movement. We expect parents to provide children clothing for safe and active outdoor play for all seasons. It is our expectation that children will go outside every day. 



EMERGENCY POLICY AND PROCEDURES 

Fire Evacuation

1.Gather children and perform head count.
2. Check room(s) if missing child.
3. Grab first aid kit, emergency information cards, and sign in/out sheet.
4. Children who are physically incapable of walking out of the building will be carried or placed in the wagon/buggy.
5. Close doors and windows if there is time.
6. Move to meeting area, as shown on evacuation map.
7. Perform head count.
8. Call 911.
9. Move to alternate building if needed.
10. Contact parents immediately. If parents cannot be reached, emergency contacts will be called. The incident will be documented.

Earthquake Procedure

1. If indoors, take cover under table or in doorway. Pick up children unable to walk.
2. If outdoors, get to open space clear of trees and electrical wires.
3. Cover head and face and turn face away from windows.
4. Wait ten minutes after shaking stops before exiting building.
5. If indoors and evacuation is required, follow above evacuation plan.
6. If outdoors, move directly to meeting area if required.
7. Contact parents. The incident will be documented.

The children are taught about all different types of safety at the Daycare.

Earthquake Drills- we practice earthquake drills twice a year. 
· The best way to protect yourself and others during an earthquake is to DROP, COVER & HOLD. When the shaking starts” 
1. Drop under a sturdy desk, table or piece of furniture 
2. Cover your face, head and neck 
3. Hold onto the legs of the furniture and hold this position while counting to 60 
· When the shaking stops remain calm.
· Evacuate the building. We will walk the children to the backyard. We will gather the emergency kit.
· I will walk the children to the designated meeting place and a note will be posted at the front door with the address and our location.



Fire Drills – We will practice fire drills once a month. (separately from earthquake drills) 
to ensure that staff and children, are aware of what actions to take in the event of a life-threatening emergency. Fire drills will be announced to staff and children in advance of the actual drill.
· I will use a YouTube video recording on my phone of a fire alarm sound so that the children can familiarize themselves with it and to signal to the children that a fire drill is taking place.
· I will collect the emergency kit 
· Children will be collected and escorted from the building to the front yard. (meeting place)
· Close windows and doors during the process of leaving the building if time allows.
· Conduct a head count to determine whether all children and staff members are present.

There may be occasions when the facility has lost its power, water and/or gas supply. At Young Explorers my primary concern during these times is to keep the children safe and comfortable.
Any disruption to the power, water or gas supply for an extended period of time (after 1 hour without service) could result in the need for the facility to close. In these situations:
•  Parents must be contacted to pick up their children.
• If necessary, the emergency procedures plan will be initiated.

FIRE SAFETY PLAN

In the case of a fire in the building:

1. Immediately alert children by shouting Fire! Fire! Fire! 
2. Grab the emergency kit with contact cards and immediately evacuate the children and staff from the building by the nearest exit, shutting all doors behind you.
3. Gather at the front yard and conduct a roll call.
4. Notify the fire department from this safe location. Telephone 9-1-1.
5. Wait for fire department. 
Do not go back into the building for ANY reason until the “all-clear” has been given by the fire department.
6. Provide information to the fire department on their arrival.
7. If we are unable to return to the daycare I will use the contact cards to call parents and request each child be picked up immediately.
8. Fire drills are conducted monthly and the results of the drills are recorded in our emergency preparedness log book. 

Emergency evacuation procedures will be known to staff and children and a drill will be practiced monthly. Where developmentally appropriate, I will inform children about fire drills, exit routes, the need to do a head count, the need to follow leading staff, the need to stay together with the group. 
Parent/Provider Agreement for Family Child Care
This agreement is intended to serve as a guideline in the development of a satisfactory child 
care arrangement between:

[image: ] _______________________________
			(Care provider)
AND
 
___________________________________   and   ____________________________________                                                   
     (Parent/Guardian Full Name)                                         	(Parent/Guardian Full Name)

Child’s Full Name: ___________________________________    D.O.B: ____________________
 										(Month/Day/Year)
Child’s Full Name: ___________________________________-- D.O.B: ____________________
 										(Month/Day/Year)

The hours and days that care will be provided are: _____________________________________
I will pay $ ______________per (day) to be paid on the 1st day of each month. 

If my child(ren) does not come to child care for any reason, I understand that I am still responsible for full payment.  

PAID CLOSURES FOR STATUTORY HOLIDAYS AND VACATIONS 
The closure dates listed below include Statutory Holidays and 2 weeks’ vacation. I understand that there will be no adjustment to the monthly rate for these closures and I
am responsible for organizing alternative care on these dates.

Should a stat fall on a weekend day, the following Monday will be closed in lieu.

• January - New Years
• February - Family Day
• March/April - Good Friday/Easter Monday
• May - Victoria Day
• June - Aboriginal Day
• July - Canada Day
• August - BC Day
• September - Labour Day
• October - Thanksgiving
• November - Remembrance Day
• December - Christmas Day/Boxing Day *2 weeks paid vacation


YOUNG EXPLORERS EARLY LEARNING AND CHILD CARE SERVICES & FINANCIAL CONTRACT

1. I agree to provide Young Explorers Child Care with all necessary information regarding my child, including filling out all of the forms provided.
2. I have read, understand and abide by all of the Policies and Procedures in the Parent Handbook.
3. Withdrawing from Young Explorers, I agree to provide the childcare centre with at least one-month notice prior to the departing month of service. If the above notice is not given to the childcare centre, I agree to pay the total departing month fees in lieu of notice. 
4. I understand that fees will apply regardless of child illness, unscheduled closures up to 30 days, statutory holidays, family vacation, 2 week-Young Explorer paid vacation over summer or when asked to keep my child home to be safe from an outbreak at the centre.
5. I will be reimbursed on the following months fees; when Trisha Hilberry is ill- and I understand that the centre will close specific days of the year, which are pro-rated. 
6. I agree to deliver my child directly to the care provider and to speak to the care provider when picking up my child. I will not let my child go into the child care home by themselves or take my child from the yard without speaking to the care provider first. I, or designated pick up/ drop off personnel will sign my child in/out on the sign in sheet, also noting times of drop off and pick up. 
7. I understand that only individuals on the ‘Consent to Release’ form will be authorized to
pick up my child.
8. I agree to abide by the Illness/Wellness policy. Refer to page 11 - 14 Please Init:______
9. I will notify Young Explorers if my child has come in contact with any communicable disease or head lice.  I will sign a consent form if I want Young Explorers to administer any prescription medications to my child. 
10. I understand that staff can administer medication to my child only when permission has
       been authorized by a doctor.
11. I will provide clothing appropriate for indoor and outdoor play, including rain, snow and
sun. I will label all belongings.
12. In the case of an emergency, Young Explorers will call the emergency contact person, and an ambulance will be called. 
13. I will have my child picked up and ready to leave by 5pm and will have dropped off my
child no later than 9:30am. Overtime will be charge $5 per 5 minutes. To be paid on the next day of care.
I understand changes to the Policy & Procedures, Fees and Hours can occur and parents
will be notified before they happen.

________________________________________________________________________
Parent signature			                                Care provider signature

__________________________________________
Date 
Photograph Release/Permission Form


This is an agreement between child care provider ____________________________ 
							(Child Care Provider)
and parent ________________________________________.
			(Parent)

I consent to the use of any photographs in which I or my child(ren) appear, taken by

________________________________ on ______________________ .
	(Child Care Provider)				(Date)

For use in the ________________________________________________________ 
				(Purpose of Use).

I give full copyright and permission to use my photograph in the above named production and any subsequent presentation of that production and in any subsequent promotional materials such as newsletter and brochures.




______________________________________________________
(Signature of guardian)


______________________________________________________
(Witness)


______________________________________________________
(Date)









Emergency Medical Treatment Authorization


I give ___________________________, and their employees, permission to obtain 
	(Care provider’s name)


emergency medical/dental treatment for my child, ____________________________________
	    							 (Child’s name)

Child's Physician:  _____________________________ Phone: ___________________________

Physician’s address: _____________________________________________________________

Child’s Care Card Number: ________________________________________________________

Parent's Address:  _______________________________________________________________

Home Phone:      ______________________      Work Phone: ____________________________

Cell Phone:    ________________________

Field Trip Authorization

It is suggested that providers have 2 field trip permission forms.  One should be a general form that is signed once by the family, for everyday activities such as walking to the school or park.  A second, more specific permission form should be used for each field trip that is a little more out of the ordinary such as swimming, out of town destinations or to farm. 

General Local Field Trip Authorization

I, ___________________________________ give _________________________________,
	(Parent’s name)					(Care Provider’s name)

and their employees (if applicable), permission to take my child,_________________________ 
									(Child’s name)

on short field trips and other outings as part of the Daycare program. 

___________________________________	___________________________
Care Provider Signature                                                Parent Signature

Date 
Specific Field Trip Authorization

I, ___________________________________ give _________________________________,
	(Parent’s name)					(Care Provider’s name)

and their employees (if applicable), permission to take my child, _________________________ 
 									(Child’s name)
to ______________________________. This includes transportation by _________________.
	(specific location)

This permission is granted only if my child will be appropriately restrained in any vehicle and for this trip only.

____________________________________	_______________________
Parent Signature				            Date

____________________________________
Care Provider Signature



















 
MEDICATION AGREEMENT FORM AND RECORD SHEET 

Name of child: ____________________________________________________ Date: ________________ 

I. To be completed by child’s parent or guardian

I, _______________________________________ [parent/guardian’s name], am requesting that 

the following medication be administered by child care staff according to the instructions stated 

below to ________________________________ [child’s name].

 Parent/guardian’s signature: 
_______________________________________________________ 
Name of Medication: ____________________________________________________________ ______________________________________________________________________________ Amount(s) to be given: ___________________________________________________________ ______________________________________________________________________________ Date(s) to be given [at child care]: __________________________________________________ ______________________________________________________________________________ ______________________________________________________________________________ Time(s) to be given: _____________________________________________________________ ______________________________________________________________________________ Special instructions: _____________________________________________________________ ______________________________________________________________________________ ______________________________________________________________________________ Storage: _______________________________________________________________________ ______________________________________________________________________________ ______________________________________________________________________________ Start date: _____________________________ End date: _______________________________ 

My child received ______ [number] doses at home. Are there any possible side effects from the medication? Please specify: ____________________ ______________________________________________________________________________ ______________________________________________________________________________ ______________________________________________________________________________ Stop medication if the following reaction(s) is observed: ________________________________ ______________________________________________________________________________ 



To be completed by the child care provider

I, ________________________________ [Licensee’s name], (check all that apply below) 

· agree to administer the medication, 
· agree to have my employees will administer the medication, according to the instructions 
provided by the parent/guardian above (Name of Facility) Licensee’s Signature: 

______________________________________________ 


---------------------------------------------------------------------------------------------------------------------

Medication Record: (To be completed by child care provider when the medication is given)

	Date 
	Time
	Amount
	Comments 
	Given by (Staff Name)


	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Use one form for each medication. Completed form is to be kept in child’s file.
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