Souris Early Learning Programs

Parent Manual
HISTORY OF THE SOURIS COOPERATIVE DAY CARE CENTER INC.

The Souris Cooperative Day Care Center was established in February, 1972.  A group of young mothers established the center and was able to employ seven full time workers and provide day care from 8:00 a.m. to 6:00 p.m. for the small fee of $1.00 per day.

The provincial and federal governments became more involved and cost shared these programs that later became the sole responsibility of the provincial governments.  The center was formed into a cooperative and later was granted status as a Charitable Organization.

In the years the center saw programs such as a nursery school, infant, preschool and school age care.  The center moved from the United Church basement in June 1993 to the facility currently occupied.  With the move the number of spaces also changed as an increase of licensed care spaces went from 25, (seventeen preschool and 8 infant) to 40 (thirty-two preschool and eight infants). 

The Souris Cooperative Day Care Center continues to be run by a volunteer Board of Directors, whom is elected annually.  A center director provides the day to day operations of enrollment, programming, staffing, parental and managerial operations in consultation with the Board of Directors.

The Souris Cooperative Day Care strives to provide quality care programs and continuously meet the needs of the community within our Child Day Care Licensing Regulations and the Cooperative Bi-laws.

At the Souris Cooperative Day Care Center we aim to provide resources and encourage active involvement with programs, our parents and the community. 

We continue to support the Manitoba Child Care Association, participate in the local Chamber of Commerce organization, support in community events and pride ourselves on being positive role models, in our caring for a living profession.

In January 2004, a partnership between the Souris School and the Souris Day Care has created a before and After School Age program.  With continued partnership, we hope to provide quality care programs for children, families & our community for years to come.   In September 2004, we also added a Nursery School Program for 3 & 4 year olds bringing our total our licensed space to sixty-five. 
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1. Infant and Toddler Program (children 3 months to 2 years)

Philosophy

Souris Cooperative Early Learning recognizes that infants and toddlers have a need to develop in a nurturing and stimulating environment. We are committed to providing a safe, warm, and friendly environment, with a program that has just the right balance of sensory stimulation, rest and quiet activities for individual children in our care. In such an environment and with consistent relationships with loving caregivers, we believe that a child will be able to grow and develop to his/her individual maximum level, comfortably and without stress. We value both the capacity and the need for infants and toddlers to be stimulated by a rich learning environment and therefore strive to provide them with the opportunity of exploring, caring for and learning from such a prepared environment. We are also committed to providing a smooth transition to the preschool program.

Goals

1. Adequate and varied nourishment prepared in a safe and sanitary manner.

2. Protective, preventative and prompt physical care.

3. Consistent adult to child relationships with all children.

4. Frequent warm contacts with other children and adults.

5. Caregivers who understand that infants and toddlers are individuals who have rights for love, respect, and quality care.

6. Consistency, regularity and order in routines.

7. Variety, flexibility, and change in physical environment.

8. Freedom to be challenged and stimulated by the environment.

9. Protection from anxiety, fear, and freedom to express feelings.

10.  Warm comforting transition to the preschool program with each individual child’s needs in mind.

2. Preschool Program (children 2- 5 years)         
Philosophy

Souris Cooperative Early Learning is committed to supply a secure physical, emotional, and intellectual environment. We aim to provide an environment in which the children are exposed to a variety of experiences that enhance their total development, and encourage independence. The structure of the program we provide is very flexible, yet organized and consistent. There is quiet play areas, noisy play areas, sitting areas, a climbing area and learning centers set up for imaginative expression & play. 
Within these alternatives the child may choose his activity. The staff, to the best of their ability, moves with the children to the area and activity they choose. By choosing his/her activity, the child sets his own direction and can explore it as deeply as he wants, while the staff provides materials, skills and support. In such an environment and with consistent relationships with loving caregivers, we believe that a child will be able to grow and develop to his individual maximum level.

Goals
1. Grow in independence.

2. Give and share as well as receive attention.

3. Get along with others.

4. Develop self-discipline.

5. Enhance fine and gross motor skills.

6. Begin to understand and control their physical world.

7. Incidentally develop their vocabulary.

8. Appreciate the role of both sexes and to be able to play in all roles and all activity areas.

9. Develop a positive self-image.

3. School Age Program (children 6 - 12 years) 

Philosophy

Souris Cooperative Early Learning strives to accommodate and facilitate a school age program on in-service and school holiday breaks. We aim to provide an environment with age appropriate activities, interactions, space/furnishings and a program structure. The implementation of themes and special activity days are established with experienced, qualified and caring ECE’s to plan and implement. We provide the flexibility and structure in our program to foster the development of the school age child. Encouraging independence and creativity is praised throughout the program. We believe the school age child will be able to grow and develop to his/her individual maximum level.

Goals

1. Grow in peer interactions. 

2. Experience multiple opportunities for learning and practicing skills. 

3. Enhance and promote communication.

4. Encourage individualization and respect for self and others.

5. Participate in the variety of in/outdoor experience involving

6. Problem solving skills and interaction.

7. Develop a positive self-image.
4. Behaviour Management Policy

Souris Cooperative Early Learning aims to provide a safe but stimulating environment for all children. This allows them to grow, develop and play. Our goal is to help the child develop inner self-control. A minimum number of rules are used to set and maintain limits. This is done in a consistent and positive manner, with simple logical reasons and explanations. At the same time, we offer gentle reminders, provide choices, give praise and encouragement, anticipate possible trouble situations, and positively redirect inappropriate behaviour.

If a child demonstrates persistent aggressive behaviour (i.e. hitting, biting) he/she will be briefly removed from the group. This will be a “time-out” not exceeding 3 minutes (the time depends greatly on the child's development level). Although the child is removed from the group, he/she will never be out of the sight of a staff member. Following “time-out”, a staff member will guide the child in choosing an appropriate activity. This helps clarify that the behaviour, not the child, was inappropriate.

If a child’s behaviour becomes an increasing problem, we will assess the situation and consult with the parent(s) in devising approaches to solving the problem. 

As taken from Manitoba Child Care Licensing Manual ….

BEHAVIOUR MANAGEMENT/GUIDANCE — PROHIBITED FORMS

Section 11(1) A licensee shall not permit, practice, or inflict any form of physical punishment or verbal or emotional abuse upon, or the denial of any physical necessities to, any child in attendance at the child care centre.

Guideline
Physical punishment includes striking a child, either directly or with an object, restraining, shaking, grabbing, shoving or spanking. It also includes forcing a child to repeat physical movements, force-feeding or any other action that results in physical injury to the child.  Verbal or emotional abuse includes any harsh, belittling or degrading response by any adult (parent, employee, volunteer and student) in the centre, which would humiliate or undermine a child's self-respect. The denial of physical necessities includes normal comforts such as shelter, clothing, food, bedding or toilet facilities.

Best Practice
The centre’s policies reflect that all adults, including staff, parents, volunteers and students, have a role to play in helping to create positive, healthy and appropriate environments for children.

Common Discipline Mistakes Made by Adults

(1992 by the Center for Applied Research in Education)

· Demanding that children apologize

· Giving in to tantrums or whining

· Trying to bribe or threaten children to get them to behave

· Comparing the misbehaviour of one child to the appropriate behaviour of another child

· Making threats the adults will not carry out

· Making promises the adult cannot keep

· Offering choices where none exist

· Trying to shame or embarrass the child

· Failing to reward appropriate behaviour 

· Rewarding inappropriate behaviour

· Forcing children to compete for rewards

· Failing to listen to a child’s side of the story

· Making punishments too harsh

· Forcing a child to share or cooperate

· Calling a child names
5. Child Abuse

Every licensee shall immediately report, or cause to be reported, any case of suspected child abuse relating to a child attending the day care center to the Director of Child and Family Services or a child care agency as required by The Child and Family Services Act (1989) or any similar legislation.

It is not the responsibility of the ECE to prove that a child is in need of protection, only to report any suspicions, concerns or information that leads you to REASONABLE BELIEVE that a child is or might be in need of protection.

How to make a report:

1. 
Place a call to Child and Family Services, 726-6030.

2. 
Ask for the worker accepting call regarding child protection.

  
Record individual’s name as well as the time and date of your call.

3. 
Be prepared to give the following information;

   
a) name, address, phone number and sex of the child;



name, address, phone number of the adult suspected of abuse



names and ages of any siblings.

   
b) the nature of suspected concern about protection,

the documented indicators that have led to the suspicion, including dates and times, mention previous calls to agency regarding the child, if any,

   
c) your opinion on the urgency of the situation in terms of the child’s safety and the 
expected time the adult arrives to pick up the child.


d) your name, professional address and phone number and your professional duties in 
relation to the child.

FOR FURTHER INFORMATION REFER TO THE CHILD PROTECTION AND CHILD ABUSE, A PROTOCOL FOR CHILD CARE WORKERS.

6. Child Eligibility

Children are accepted into the center from 12 weeks old to 12 years old. The center is licensed for eight infants, 32 preschool children, 30 school age children, and the Nursery School program

Spaces are available in a full time, part time, and casual basis. All bookings are taken on a first come first serve basis, as space and staffing permit.  

The parent(s) work schedule can be required in order to accommodate the use of child care spaces.

7. Inclusion Policy

Access

1. Souris Cooperative Early Learning accepts children of all abilities into our programs.

2. Children with additional support needs are identified prior to enrollment to give the center the opportunity to have additional supports in place.

3. The programs are flexible to provide opportunity to make changes to the program to best meet the needs of the children. 

4. Souris Cooperative Early Learning is open to enrolling children with additional support needs if necessary resources can be accessed.

Participation

1. Each child and their family are valued and respected individuals. 

2. Children are encouraged to explore and participate freely with in the programs. 

3. We offer several approaches to learning to try to best suit every child’s needs while ensuring children are interacting in a meaningful way with their peers. 

Support

1. We try to collaborate with our local agencies to try to provide as many supports as possible for each family’s needs. 

2. We require staff to complete 24 hrs. of Professional Development each year. 

3. We use qualified personal to educate staff on plans developed to meet the child’s needs. 

4. We encourage and support families to participate in making decisions for their children. 

8. Registration Forms/Tours & Orientation/Play Dates

Parents are required to contact and tour the center prior to your child’s first day.

Play dates with your child (ren) are strongly encouraged before the child’s start date.  Play dates, tours and orientations need to be booked with the Director and/or Supervisor.

Prior to children first day completed registration forms must be submitted to the center.  Attendance will be denied if the registration form for the child has not been completed and returned.
9. Hours of Operation/Late Fee

The Infant and Preschool Programs are open from 7:30 am to 6:00 pm, Monday through Friday, except holidays. The School Age Program is open from 7:30am – 5:45pm, Monday through Friday, except holidays. Your child may attend for a full day (4-10 hours), a half day (0-4 hours).  If your child is booked for a half day, but is at the center more than 4 hours, you will automatically be charged for a full day.  

A parent who picks up his/her child after the closing time of 6:00 will be given a warning for the first time they are late. Any time thereafter, the parent will be charged a late fee of $10.00 per 10 minutes. This fee will be billed to your monthly statement.

**Notification of early closures for special circumstances or summer care needs is always identified in a written and posted form one month prior to the start date**

10. Child’s Arrival and Departure

CHILDREN MUST REMAIN IN THE CENTER UNTIL PARENT(S) IS ABLE TO ACCOMMODATE THEM OUTSIDE THE CENTER SAFELY.

We strongly encourage parents to follow the posted rules at the front entrance stating, “Only Adults Open the Door”.  
Staff is responsible to greet and sign the child in and out during their arrival and departure.  Souris Cooperative Early Learning assumes responsibility for your child during the times indicated on the time sheet. 

The child must be picked up by someone over the age of 12, and named on the registration form, by written notice or verbally communicated. If there is a question regarding the pick-up person, a phone call will be made to the parents and/or proof of identification can be requested.

At the end of the day parents are encouraged to check information boards, parent mailboxes, nap time charts, bathroom charts and communicate with the program staff to obtain information regarding their child daily care needs. 
Parents are responsible for transportation to and from Souris Cooperative Early Learning Programs.
11. Main Entrance

In our main entrance we have whiteboards that display Manitoba Child Care Program Licensing requirements, Financial Information & Payment Box. The Children’s Daily Activities, Three Week Rotating Menu, Coming Events, General Information and a Notice Board are displayed on the television in the locker area. 
Parent mailboxes are set up in the main entrance area by the front preschool lockers.  It is the responsibility of all parents to check upon arrival and departures.  Information regarding your child’s daily routine, program, monthly newsletters, book clubs and parent invoicing is done through this method of communication.

We encourage parents to take in the valuable information put out by the staff and be aware of upcoming events within our center.

12. Fees

The Souris Cooperative Early Learning Programs.is a member of the Cooperatives of Manitoba; therefore we submit an annual cooperative fee based on the number of families enrolled in our programs.  Each family is charged a one-time $1.00 entrance fee to the use of the cooperative and a $10.00 annual membership fee.  The annual membership dues of $10.00 are invoiced on a child care statement on the first month billing for the membership year of January to December.  
Late pick up’s will result in a one-time warning and thereafter a $10 charge per 10 minutes to parent fee accounts for each occurrence.  Parents & Staff present are required to sign and state reason for lateness.  
	Maximum Daily Fees at Souris Cooperative Early Learning Programs.

	
	Half Day 

(4 hours less)
	Full Day 

(4-10hours plus)
	Full Day 

(Over 10 hours) 

	Infant
	$15.00
	$30.00


	$45.00

	Preschool
	$10.40
	$20.80


	$31.20

	School Age
	$10.40

1 session $6.15

2 sessions $8.60
	$20.80

In-service days $20.80
	$31.20


13. Subsidy

The government provides subsidy for day care families with working parents, parents at school, medical problems, or social needs, provided the requirements are met. Souris Cooperative Early Learning Programs accepts subsidized children in both full time and part time spaces for infants, preschoolers and school age children as spaces allow.

Parents are responsible for the submission and full payment of fees until approval is obtained. Subsidy applications are available at the center or can be done online at www. gov.mb.ca/childcare
It is encouraged for parent's to discuss with the Director prior to their start date their submission of subsidy, bi-weekly, monthly - cash or cheque payments.

Failure to maintain subsidy approval will result in the parents being billed for any fees not allowed by the MELCCP office. The number of allowable absent days is calculated as being 15% of the total period approved for subsidy. For MELCCP purposes a cancelled day is considered to be one half absent day. If absences exceed the 15% allowed and paid, centers will receive subsidy until the conclusion of the subsidy approval period, parent are responsible for additional absent days.

For more information please visit the Manitoba Family Services and Housing website, www.gov.mb.ca/childcare for subsidy estimators and/or to apply for subsidy.

14. Payment of Fees

Parents are provided an annual billing schedule at the end of each year. Parents will be before billed for education and care their children will receive. Prepayment is due within seven days after invoice date. 
If payment is not received by the due date, care will be suspended until account is current for a maximum of 30 days. If prepayment and current payment is not received within 30 days, your spot will be filled.
Payments can be made by cash, cheque, debit, Visa, MasterCard or online (Credit Union members only) or money order, payable to the “Souris Day Care”.  Please place payments in the payment box in the main entrance.  
DO NOT LEAVE ON DESK
Souris Cooperative Early Learning Programs will charge $25.00 for each NSF cheque.  We reserve the right to request cash payments in the event of NSF cheques. A year end child care receipt for income tax purposes is issued to all families by January 31st. 
15. Holiday Closures

The center will be closed on the following holidays:

New Year’s Day, Louis Riel Day, Good Friday, Victoria Day, Canada Day, August Civic Day, Labour Day, Thanksgiving Day, Christmas Day and Boxing Day. 

Remembrance Day will be considered a holiday only if it falls on a regular working day. 

The center will remain open on Easter Monday if necessary, taking into consideration the school calendar.  If the center remains open on Easter Monday, an alternate day in lieu of will be observed during the calendar year.

When a holiday or an observed alternate day falls on a day that your child regularly attends the center you will be charged your regular fee for that day.

All closures are posted in the front entrance one month prior to the date and are also included in the monthly newsletter.

16. Absent Day/Vacation Time Policy

If your child (ren) are absent from the Souris Cooperative Early Learning Programs, you will be charged the full amount that you are absent. 

Contact to the center is required for all absences.



17. Withdrawal Policy

Written notice for withdrawal of your child (ren) from the center is required 30 days in advance.  

If your child (ren) is withdrawn from the center within 30 days of notice, parent fees will be charged for the remainder of the 30 days.
18. Termination of Care Policy 

The Souris Cooperative Early Learning Programs can terminate its services to a family under the following circumstances:

· If fees for services are not paid in full and on time and suitable arrangements cannot be agreed upon.

· If the centre is unable to satisfactorily resolve a problem with a family.

· If a family member harasses, threatens, or commits a violent or unlawful act toward a staff member, child or other family involved in the program as outlined in our code of conduct. 

· If a family picks up their child late three times within six months without having made previous suitable arrangements; If the child has been absent from the program fifteen consecutive working days without the parent giving notice of the situation and a date when the child will return.

· If in the assessment of the ECE’s and the Child Care Coordinator, a child is unable to manage safely in a group of children within the given adult-to-child ratio. In this case, termination of services will be a measure of last resort.

All efforts will be made to accommodate the child's needs prior to termination. These would include:

· Working with the family to develop consistent strategies;
· Encouraging a collaborative use of all outside agencies to come up with a strategy to best help the child and family.
19. Holiday Care Calendars

The Souris Cooperative Early Learning Programs will send home care calendars for Spring Break, summer, fall and Christmas holiday care needs.  All families are required to complete and return to the center.  The completion of these forms will serve as a written notice for any absent days and/or vacation times.  

20. Parent Schedules

Casual Parents wishing to provide a monthly child care schedule must submit by the 15th of each month for the next month of care.  All spaces are based on first come first serve and cannot be guaranteed. Casual or Part Time spaces will only be offered if Full Time spaces are not in demand. 
21. Daily Schedules

Infants & Toddlers follow individual schedules provided by the parents. Our daily program for infants is therefore flexible, unhurried, relaxed and provides ample opportunities for caregivers to cuddle and nurture, play and talk with infants. We provide sensory stimulation activities wish is appropriate to the ages of the children. In the process we allow opportunities to move about, play and use skill in a safe environment, indoors and outdoors.  As the children getting closer to the age of two we begin to prepare the transition stages that are familiar with the routine of the preschool program, in a more simplified version. 

PREPARING TODDLERS FOR PRESCHOOL TRANSITION:

** PARTICIPATE IN PRESCHOOL FREEPLAY: 10 – 12 WEEKS**

** PARTICIPATES IN PRESCHOOL CIRCLE TIME: 8 – 10 WEEKS**
** SIT AT THE TABLE FOR AM AND PM SNACK: 6 – 8 WEEKS**

** WALK DURING OUTDOOR TIME: 6 – 8 WEEKS**

** SIT AT TABLE FOR LUNCH: 4 – 6 WEEKS**

** SLEEP ON A COT: 4 – 6 WEEKS**

**Always consider the child’s developmental level when

 implementing this schedule**.

Preschool Program has a more structured schedule. The children are given choices for areas of play, and the staff provides the children with learning area, toys and activities to stimulate their learning. The staff takes an active role in the daily schedule to provide themselves as good role models to the children. Together the staff and children are working together to have fun, build relationships and develop respect and appreciation for each other. The daily schedule represents the goals of our preschool program. 

Preschool Daily Schedule

7:15 
  
Free play in play areas


8:30

Come & go snack, Child Choice of Free play Activities 

9:00
Circle Time - following weekly themes, age groupings Free play Activities & In/Outdoor Play Time          
11:30 
Diapers & Bath rooming, Free play, In/out door play Lunch prep and clean up, song & story time

12:00 
Lunch Time, Song time, followed by toileting, tooth brushing, hand washing, cots, laundry, art prep time

12:30 
Quiet Time sleepers to the side room (nap room) & non sleepers to library area with books/puzzles.

1:15 
Quiet time free play activities, Art Time, In/Out door Play 
3:00 
Clean up routine and transition for snack time & bath rooming

3:30 - 6:00
In/outdoor activities, ECE Directed/child inspired activities, end of day departures, diapers, etc.

School Age children when in attendance have their schedule developed prior to the in-service or holiday they attend. The ability to have a school age schedule is difficult and we seek the school age children’s participation in determining what their daily routine will be. We provide age appropriate games, toys and ensure the outdoors is explored to the full potential. The school age children participate in their own group activities and field trips in which they find interesting. We are flexible to the needs of the school age children while still providing some structure to follow, similar to the preschool daily routine.

For more information regarding the before & after, in-service and holiday breaks school age program ask the Director for more details or visit our Site #2 location at the Souris School - Classroom #12 & #16.

ECERS (Early Childhood Education Rating Scale) and the Manitoba Child Day Care Best Practices Licensing Manual provides the staff of the Souris Cooperative Day Care Center to meet and exceed the unique and fun play areas such as housekeeping, science, sand, water, art, fine motor and manipulative play, large motor, math, reading, games, dramatic and imaginative learning centers, and the experience of the outdoors. 

Learning is constant and ongoing at Souris Cooperative Early Learning Programs. We allow for flexibility and provide structure to stimulate and enhance the children’s learning environment.
22. Hot Lunch Program & Snacks

The Souris Cooperative Early Learning Programs annually budgets for the services of a cook, food and other kitchen related expenses to provide a lunch program to our children. This program is a cost of $2.00 per day for snacks and lunch for children who attend the Infant and Preschool programs. Families are offered the opportunity to opt in or out the program in December every year with a January 1st start date. Fees will be billed and due at the same time as the fees for early learning and care. 

Families who choose to opt in will continue in the program until 30 days’ notice is given, once notice is given you will not be able to opt back in until the following January. Families will not be charged; when 30 days’ notice has been given when children will be away for vacation or in the event that the centre is closed for weather, professional development or stat holidays. Sick days will result in a charge as we will have planned and purchased groceries. 

Families who choose not to opt in and are a part of the School Age Program are responsible for providing two snacks and one lunch each day. All snacks and lunch provided are to follow the Canada Food Guide. If a family forgets to bring snacks and a lunch for each of their children they will be contacted to bring in snacks and lunch for each child. 

All families are provided a copy of the menu in their enrollment package. Our menu is posted on the TV in the front of the Locker Area as well as on a whiteboard beside the kitchen. 

The morning snack is come and go providing the children with the option to participate or not, while the p.m. snack is a sit down time with a staggered snack environment for all children in attendance.  Lunch time transition involves story time and/or song time followed by hand washing prior to the commencement of lunch.  Meal times are encouraged to be relaxed, enjoyable and a sharing time between staff and children.  Children are provided choices for lunch, according to the day’s menu and portion/serving size are determined by the Canada Food Guide.  

Please do not send high sugar and salt foods. E.g.) candy, gum, cake, cookies, chips, etc. 

All food is to be ready to eat. We will not provide warm ups. 

NO peanut butter products. As we become aware of allergies, this list will change. 

	Recommended Number of Food Guide Servings for lunch 

	Children
	Ages 2-3
	Ages 4-8

	Vegetables & Fruit
	2
	3

	Grain products
	2
	2

	Meat and Alternatives
	1/2
	1/2


Resources:

http://hc-sc.gc.ca/fn-an/food-guide-aliment/index-eng.php
http://www.gov.mb.ca/fs/childcare/resources/pubs/nutrition_handbook.pdf
23. Clothing
Weather permitting all children will play outside daily. Please see that your child has:

Spring and Summer: shorts, t-shirts, hat, bathing suit, towel, sunscreen and insect repellent (permission), and rubber boots and coat for cooler/wet days. **NO FLIP FLOPS or CROCS**
Fall and Winter: Warm winter boots, snow pants, hat, neck warmer **NO SCARVES**, 2 pairs of mittens, indoor running shoes.


**SHOES ARE WORN AT ALL TIMES INSIDE THE CENTER. SLIPPERS ARE NOT ALLOWED***

Outdoor play will take place unless wind chill conditions are more than -24 C or any other forms of inclement weather are present.

All children must bring an extra change of clothes to the center. All clothing and footwear must be labeled with the child’s name and starred in a back pack or cloth bag.

Clothing should be suited to the weather and the type of activities. 

PLEASE LABEL ALL OF YOUR CHILD (REN)’S BELONGINGS. 
Please do not send your child in “GOOD CLOTHES” as they are apt to end up being dirtied with paint, mud etc.

24. Field Trips - Via Motor Vehicle

In the event of field trips requiring transportation via motor vehicle, parent volunteers or staff will not be asked to transport children. Children will not be allowed to attend a field trip via motor vehicle unless proper permission forms are filled out. Parents will be given 24 hours’ notice of an outing that requires transportation. Necessary safety requirements (i.e. seatbelts and restraints) will be strictly enforced by the center.

In the event of an accident causing bodily harm during transportation in outing, the center's insurance policy provides coverage for the children and the staff.
25. Use of Photography/Video 

The faculty and occasionally students from educational institutes use pictures and video to document the learning process at Souris Cooperative Early Learning Programs. During public relation events and activities within the center pictures will be taken to post in the centre, our password protected website and in newsletters for the centre. Occasionally the local newspaper photographs centre activities. If you do not want your child to have their picture displayed outside the programs please check NO on the child information forms. 
26. Indirect Supervision - School Age Program 

Souris Cooperative Early Learning Programs -school age program will allow School age children to use the washrooms in the hallways of the school with indirect supervision. The children will tell staff, sign off on wipe off board and receive bathroom pass prior to leaving classroom. Staff will watch the child from the hallway proceed down the hall to the bathroom, but is unable to monitor activity inside the bathroom. Staff will check on the children if they have not returned to the program after. Bathrooms are checked prior to program opening each day and the school is locked during school age program times.

27. Toys and Security Objects

Children are encouraged to NOT bring toys to the center, but security items are allowed. Toys brought from home are the responsibility of the parent, not the staff.

28. Bottles and Containers

Glass bottles and breakable containers are discouraged from being used or sent to the center. All bottles and containers should be clearly labeled with your child’s name.

Infant cereals, formulas and baby food must be provided by the parents.

29. Diapers

Parents are responsible for providing an adequate supply of diapers and wipes. Disposable diapers are preferred for all infants and children not yet trained. Staff will notify parents when supply is low.

Staff will not be responsible for toilet training your child, but will assist the parent with reasonable requests when possible. Staff can provide resources and suggestions but the final decision is to be confirmed by the parent.

30. Nap Time

A child attending for a full day will be encouraged to lie down and rest for a 1/2 hour. If the child falls asleep, they will be allowed to sleep at the staff and parents discretion. Infants under the age of two years sleep on demand. Each child, infant and preschool, will have their own mat, cot or crib with blankets. We are not allowed to withhold basics needs from any child which includes keeping children awake when they are tired. 
31. Staff

Infant/staff child ratios are 1 staff: 4 children

Preschool/staff child ratios are 1 staff: 8 children

School age/staff child ratios are 1 staff: 15 children

Souris Cooperative Early Learning Programs employs qualified and trained Early Childhood Educators.  We aim to hire staff with experience and training relevant to caring for infant, preschool and school age children.  We also participate in the opportunity to have high school students and volunteer students from the community as well as Early Childhood Education Students from Assiniboine Community College Program visit our center for observation and practical experiences.

We strive to provide resources and professionalism through our everyday routine and daily interaction with the children, parents, co-workers and the community. Please acquaint yourself with the staff that cares for your children daily. A staff information board is displayed outside the office.

All staff is required to have first aid and infant/child CPR, Criminal Record 

Check & Child Abuse Registry Checks done to work within a child care center and strive to meet the Manitoba Child Care Best Practices Licensing Manual of:

Two-thirds of all staff who care for children in a full-time child care center and are included in the staff to child ratio shall meet the requirements of an ECE II or ECE III.

Staff Definitions

Early Childhood Education Assistant:  Individual who has not enrolled or completed a post-secondary program to obtain a degree or diploma in the area of Early Childhood Education. Individuals are required to obtain a 40 hours of professional development training annually.  

Early Childhood Education Assistant in Training:  Individual who is enrolled in courses to obtain a degree or diploma in the area of Early Childhood Education and complete 40 hours of professional development training annually.

Early Childhood Education Level II or III:  Individual who have completed a two year post-secondary program and has a degree, diploma or specialized training in the area of Early Childhood Education. 

Early Childhood Education Supervisor:  The person designated by the center director and Board of Directors to be responsible in the absence of the day care director

Early Childhood Education Director:  The person designated by the licensee to be responsible for the daily operation of the child care center.  A child care center director of full time child care center shall meet the requirements of an Early Childhood Educator III and have at least one year’s experience working with children in a child care setting or in a related setting.

Manitoba Child Care Association:  The center remains involved and is an active member of this association, as well individual staff. This organization provides staff with ongoing professional development ideas, resources, and workshop and networking opportunities. 

Manitoba Child Care Program:  oversees the operation of child care in the province. The MCCP is committed to accessible, high-quality child care for children from 12 weeks to 12 years of age and offers a number of valuable services; licenses and monitors child care centers and family child care homes according to The Community Child Care Standards Act and Regulations; provides grants and program assistance to eligible child care facilities; works to place children with special needs into child care settings through the Inclusion Support Program; classifies all child care assistants and early childhood educators who work in licensed child care centers; assigns a child care coordinator and subsidy advisor to work with each licensed facility; and provides child care subsidies to eligible families to help with the cost of care through the Subsidy Program.
32. Sick Policy

Please do not bring a sick child to the center, as this exposes other children and staff to unnecessary illness. Your child should not attend day care if he/she is too ill to participate in the full day’s activities, including outdoor play.

If a child has a fever of 100 F or more, or has had diarrhea more than three times during the course of the day, or is vomiting, staff will notify the parent (or the person designated to care for your child) and the child must be picked up as soon as possible. If this does not happen, the emergency person on file will be contacted. Children may not return until at least 24 hours has passed since their last vomiting or diarrhea episode. 
If your child has a communicable disease, you must follow the Public Health regulations, regarding incubation and/or isolation/removal from the center.  Immediate contact to the Souris Early Learning Program Director/Assistant Director and/or Supervisor needs to occur to discuss and consider individual family situation.   

Communicable Disease information is available upon request at the center or contact to the local Public Health Nurse can be made at 204-483-6221 or make reference to www.kidshealth.org/parent
33. Medication

Staff can administer medication when a parent provides instruction and completes a medication card for their child. 

The form includes: Child’s name, Date the medicine is to be given, the type of medication, the dosage, time to be administered, signature of the parent and the administered staff‘s initials.

***All medication is required to be in the original dispensing bottle and will be stored in a locked container in the fridge or cupboard.  All medication cannot stay at the centre and must be taken home every day**

34. Anaphylaxis Policy 

Souris Early Learning Program strives to provide a safe physical, emotional and intellectual environment for children with anaphylaxis, “life threatening allergy,” and all children within our care. 

An individual health care plan/emergency response plan will be developed for each child (ren) whom attends the Souris Cooperative Early Learning Programs.  This can include children who require Ventolin inhalers, epi pens. 

All plans are clearly posted, updated and accessible by staff and the parents while following the strictest of CONFIDENTIALITY. 

The implementation of such a plan will involve the parents, staff, Director, public health nurse, URIS (Unified Referral Intake Service) and Board of Directors.  

Continued professional development and training is required prior to the commencement of any such individual health plan.  Although it can be difficult to achieve complete avoidance of an allergen, Souris Day Care Center will implement strategies to limit and reduce a child’s exposure to allergens while in our care.

35. Managing Hep B, HIV and AIDS

At the Souris Cooperative Early Learning Programs the staff is responsible for the following:

1. 
Ensure the decision as to whether a child should attend the center is made by the child’s parents, the child’s physician, the local public health nurse and the center Director.

2. 
Keep the number of personnel aware of the child’s condition as small as needed to ensure proper care was provided.

All information concerning the child and parents would be strictly confidential and respected.

3. 
Follow routine procedures for handling blood or any body fluids, regardless of whether or not children with HIV infection or Hepatitis B attend the child care program.

4. 
The only reason for excluding a child infected with HIV, Hepatitis B or AIDS would be;


- if the child is a biter


- the child has open skin sores that cannot be covered


- the child is too ill to take part in the activities.

5. 
A caregiver who is HIV positive, is healthy and has no symptoms is not a risk to children or other staff.  The HIV virus is spread through sexual contact and bodily fluids.  

If a caregiver has developed AIDS, there are two concerns for his/her own health.  

First, the caregiver is more susceptible to infections and is exposed to more infections when working in a group setting.  When a person with AIDS develops an infection, she or he may experience more serious complications.

Second, compared to a healthy person, a person with AIDS is more likely to get certain infections (such as tuberculosis) and as a result, to spread this to other people.

36. Weather Policy 

Procedure - Inclement Weather
The Director or Faculty member appointed by the Director or the Chairperson of the Souris Cooperative Early Learning Programs will close the Infant and Preschool Programs:
1. If travel on the majority of roads within the centers catchments area is extremely dangerous and/or impossible due to heavy snowfall, heavy fog, blowing snow, or ice.
2. If roads within the catchments area are closed by the R.C.M.P.

Staff is not expected to be at the center and is expected to use bank time or holiday pay for this day.

The Director or Faculty member appointed by the Director or the Chairperson of the Souris Cooperative Early Learning Programs will close the School Age and Nursery School Programs. 

1. When the wind chill factor as determined by Environment Canada and announced on CKX, CJRB or CKLQ radio station at 6:30 – 7 a.m. exceeds "feels like -46°C" or colder.

2. If travel on the majority of roads within the centers catchments area is extremely dangerous and/or impossible due to heavy snowfall, heavy fog, blowing snow, or ice.

3. If roads within the catchments area are closed by the R.C.M.P

· The Main Centre will be open and will not accept children from the School Age program during the closure.

· The main centre will only accept children who are regularly scheduled for care at the main centre.

· School Programs Staff is expected to be at the Main Centre and is expected to use bank time or holiday pay for this day if unable to make it. 

Following the decision to close the center and programs, the Director or staff member appointed by the Director will advise the Chairperson of the decision.
In determining if one or more of the above conditions requires the closure of the center in his/her charge, the Director or staff member appointed by the Director may consult with the Chairperson.
Parent fees for the day of the closure will be waived.


If weather conditions are less than ideal but not severe enough to warrant the closure of the center or programs:
1. 
All staff is expected to be at work.

2. 
Staff that miss work will use bank time or holiday pays if they wish to avoid losing pay.

The announcements of center closure will be made by the Director or staff member appointed by the Director or Chairperson on appropriate radio stations.

Weather Guidelines for Outdoor Activities
Educators will check the weather daily to ensure they are prepared for the day’s weather. We will use Environment Canada as our weather source. 
Summer 
1. Educators will limit outdoor play by following the UV Index as a guideline. 

2. Educators will limit outdoor play between the hours of 11:00am – 4:00pm  
3. Children will wear hats and sunscreen and be provided water before, during and after playing outdoors. 
4. In the event of rain or thunderstorms, we will not go outside if it is lightning and will immediately come in if lightning occurs. If a group is away from the program they will make their way back to the centre at the first sound of thunder. Groups will not leave the playground if it is thundering.

	UV Index
	Description
	Sun Protection Actions

	0 - 2
	Low
	•Minimal sun protection required for normal activity.

•Wear sunglasses on bright days. If outside for more than one hour, cover up and use sunscreen.

•Reflection off snow can nearly double UV strength, so wear sunglasses and apply sunscreen on your face.

	3 - 5
	Moderate
	•Take precaution by covering up, and wearing a hat, sunglasses and sunscreen, especially if you will be outside for 30 minutes or more.

•Look for shade near midday when the sun is strongest.

	6 - 7
	High
	•Protection required - UV damages the skin and can cause sunburn.

•Reduce time in the sun between 11 a.m. and 4 p.m. and take full precaution by seeking shade, covering up exposed skin, wearing a hat and sunglasses, and applying sunscreen.

	8 - 10
	Very High
	•Extra precaution required - unprotected skin will be damaged and can burn quickly.

•Avoid the sun between 11 a.m. and 4 p.m. and seek shade, cover up, and wear a hat, sunglasses and sunscreen.



	11+
	Extreme
	•Values of 11 or more are very rare in Canada. However, the UV Index can reach 14 or higher in the tropics and southern U.S.

•Take full precaution. Unprotected skin will be damaged and can burn in minutes. Avoid the sun between 11 a.m. and 4 p.m., cover up, and wear a hat, sunglasses and sunscreen.

•Don’t forget that white sand and other bright surfaces reflect UV and increase UV exposure.


Winter

1. Children will not go outdoors

a.  if the temperature is below -25;

b. Wind chill conditions are more than 1600

2. Children will wear hats, and sunscreen. 

3. In the event of rain or thunderstorms, we will not go outside if it is lightning and will immediately come in if lightning occurs. If a group is away from the program they will make their way back to the centre at the first sound of thunder. Groups will not leave the playground if it is thundering. 

37. Fire Evacuation Policy

1.
Whoever notices the fire rings the bell and calls the fire department, 911.  

2.
Children are removed out the nearest exit by their caregivers and meet in front of the Legion for a head count. 

3.
Head count is taken to match the number of children in attendance, according to our display wipe and write board, located at the front entrance.

4.
The program supervisor is responsible for bringing the attendance sheets and the emergency first aid kit, to the meeting place and to complete the head count.

5.
The Director is responsible for checking all rooms, and shutting doors after every room is checked, and leaving an emergency evacuation poster on the front door. 

6.
Upon Directors arrival to the meeting place head count is to be confirmed, by the Program Supervisor.

7.
If head count does not confirmed the number of children in attendance to the number of children on the wipe and write board, name call would be required to confirm numbers and/or the Director will return to the building.  

8.
Staff would remove children from the area to the Souris & Glenwood Memorial Complex @ 30 3rd Avenue West, once number/names were confirmed.  Remembering to keep a calm approach with children to ensure their utmost safety and well-being.

9.
A Board of Director/Parent would be immediately contacted and required to assist the staff and Director to evacuate, contact and ensure support as a Board member.  Contact numbers for parents are kept in the emergency first aid back packs. 

10. At the time of contact to parents, the situation on hand will be decided by the Director and the Board Member present the required action from each parent, in regards to pick-ups, center closures and/or any other additional outcomes as a result of the evacuation.

In the situation that any type of evacuation should occur the Souris & Glenwood Memorial Complex will always be our designated evacuation location.

The fire evacuation policy is posted on the Licensing Information Board, located in the preschool locker area and is indicated in both the employee manual and parent manual handbooks.

38. Parent Intoxication Policy

The Souris Cooperative Early Learning Programs reserves the right to ensure safety of all children within our care.  If a parent, guardian or designated pick up person should appear or smell under the influence of drugs/alcohol the Souris Cooperative Early Learning Programs Educators will:

1.
refuse the departure of the child (ren) with the pick-up person.

2.
contact alternate parent, guardian or emergency contact person to release the child (ren) too.

If parent refuse to follow this policy and cooperate with staff to ensure the safety and well-being of all involved, contact WILL BE made to the local RCMP.

Any incidents will be documented in an incident report, reviewed by the Director and Board of Directors.

39. Parental Involvement

The Souris Cooperative Early Learning Programs is a Cooperative and if we are to function as a cooperative, then the most important ingredient has to be involvement. Without parental involvement we cannot achieve the quality of care we feel is desirable in the environment for the children.

You can help by: 

1. Attending the annual general meeting (each spring)
2. Keeping up to date with the circulated board meeting minute reports 
3. Working towards fundraising goals.
4. Read the monthly newsletters and correspondence circulated in the parent mailbox system, to keep aware and informed.
5. Assist with field trips and special holiday celebrations, or planned events at the center, by attending, assisting or praising.
6. Contribute any donations that appeal to you when asked
7. Participate in special work projects, playground clean up nights, or spear up committee’s to take on new tasks
**All that we can accomplish together, benefits everyone**

40. Fundraising/Public Relations Involvement

Parents within the membership of Souris Cooperative Early Learning Programs are required to participate in fundraising and public relation events.  Through this type of involvement parents can help to promote the center and its important role to our families and communities.  Fundraising supports and provides toys and equipment for all program areas and assists to improve the overall environment for all children in attendance.  

The public relation events and fundraising events are determined by parents whom assume the role on our Board of Directors.  Together everyone benefits from these type of activities.  Assisting to educate and improve the quality care programs, supplies, toys and equipment, and positive staff to parent relations within our center.

41. Board of Directors

The Board of Directors consists of members elected annually from the general membership. Souris Cooperative Early Learning Programs is a non-profit organization, which submits and implements a yearly budget. 

It is the Board of Directors’ responsibility to oversee and ensure the budget is maintained. The Board also makes and enforces policies and hires a center Director to manage the day to day operations of the center. The Director provides self as an advisor and reports to the Board.

To Contact a member of the Souris Cooperative Early Learning Programs Board you can contact the Director to obtain individuals phone numbers. For more information about our current Board of Directors, please acquaint yourself with the display board in the preschool locker area.

42. Annual General Meeting/Board Meetings

As a cooperative, we are required to hold an annual general meeting on a yearly basis.  The meeting date is determined by the Board of Directors each spring.  The meeting includes review of the past fiscal period, reports from current Board members and election of new Board of Director’s officers.

Board Meetings are held on the 2nd Monday of each month with the time and location determined by the current Board of Directors.

All parents are members and have rights and voting privileges at these meetings.  Contact to the Board President, to have agenda items presented or request time on the agenda may be done at any time.  

43. Parental Concern and Complaints

The centre and educators are committed to working cooperatively with parents. Most of the time, problems or concerns can be resolved by cooperation and working together. We encourage parents to discuss any concerns they may have with the Director before they become major issues.

The staff at the center is available to discuss the day to day happening, but concerns and complaints should be addressed to the DIRECTOR ONLY. 

If the Director is not available, then concerns should be addressed to the Assistant Director or Program Supervisor. 
When the Director is not available, a message should be left. Contact will be made as soon as possible. Arrangements will be made for meetings with parents at a mutually convenient time.

Concerns or complaints shared on a personal web space, any networking site, blogs, public networking or file sharing site will not be addressed by the Board of Directors
Procedure for concerns and complaints:

1. Parents should make an appointment to discuss their concerns with the Director or request parent concern/complaint form from the office.

2. Concerns are encouraged to be addressed in a written and professional manner.

3. If the concern cannot be resolved between the Director and the parent(s) to a satisfactory condition the concern will be forwarded to the Board of Directors.

The Board’s decision to resolve the concern will be addressed to the parent in writing and/or in a scheduled meeting. 
Under no circumstance should a parent approach any child (ren) or their parent(s) other than their own with a concern regarding inappropriate behaviour. When a parent has a concern, please discuss the situation with a staff member. If the parent is not satisfied, please follow the steps outlined above.
Souris Cooperative Early Learning Programs
 & Nursery School/School Age Programs

Parental Concern/Complaint Form

Date/Time of incident: ___________________________________________________

Program Area in which concern relates to: ___________________________________

Description of concern/complaint: __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

How would you like to be contacted: (phone, home, work, email?)

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

                          




 ________________________                   
                    __________________________                   

Parent Signature & Date



  
Directors Signature & Date

Observation/Tour Checklist: (for parents)

Please use the following checklist for your own reference and feel free to discuss with the center director and further questions or observations you have.  Thank you!

Teachers/caregivers:

____ speak kindly and firmly. No yelling or demeaning tone.

____ sit with children in various activities

____ appear affectionate

____ respond to children’s needs quickly

____ appear to enjoy children

____ always wash hands before food preparation & after diapering.

Children:

____ children seem happy and relaxed

____ interact well with their caregivers

____ activities & environment set up is age appropriate

Facility: Interior

____ looks and smells clean

____ toys, materials and furnishings are in good condition

____ toys are washed after they have been put in a child’s mouth

____ toys are washed regularly

____ electrical outlets are covered

____ hazardous materials are stored in locked cupboards

____ kitchen is physically off limits

____ staff can see entire room from any point

____ children cannot leave a room undetected

____ entrances are secure

____ space is appropriate for children’s personal items

Facility: Exterior

____ appears safe

____ impact absorbing material around play structures

____ play structures are well maintained

____ area is fenced in

____ adequate staff on hand and positioned at all times

____ toys and equipment are in good condition and age appropriate

____ enough room for all children to use the area

Other Observations & Gut Feelings:

Please read this manual thoroughly and return this page signed to the day care center.

I, _________________________, have read the Souris Cooperative Day Care Parent Manual and I fully understand and agree to adhere to the policies stated within.

I, _________________________, also understand and support the importance of confidentiality/privacy policies within the Souris Cooperative Day Care Center Inc., and agree to practice and promote.  As will the daycare equally respect the same confidentiality in relation to my family, private information or anything shared in written or verbal form with staff and/or Director.

Signature of Parent/Guardian: _____________________________

Date: ____________________

Signature of Parent/Guardian: _____________________________

Date: ____________________

Signature of Centre Director: ______________________________

Date: ____________________

As a cooperative run non-profit organization the need to participate in the following functions assist for the success of our programs, beneficial for the children, staff, parents and community.

Please check any of the following areas you are interested to help out with: 

_____     Volunteer

_____     Fundraise

_____     Work projects - playground, sewing, baking etc.


     Please indicate:

_____     Board of Directors/Members at Large/ Special Committee’s

We thank you in advance for your contribution to the success of our programs and thank you for choosing “licensed quality care”.
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