Park Place Daycare & Montessori
Policy & Procedure Manual

Our Philosophy
“We are a Montessori and Play to Learn program that strives to be a home away from home. We believe children
are capable and it’s our honour to carefully and lovingly guide children to develop the skills and mindset to thrive.
Our vision is to support each child individually to reach their own unique potential as someone who treats
themselves, others, their space, and the natural world with the utmost respect and empathy”.
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MISSION & ATTENDING

Policy: Montessori Philosophy
To provide an inclusive Montessori chid care program that strives to be a home away from home and in which
views children as capable deserving individual support in reaching unique potentials.

Our Philosophy
“We are a Montessori and Play to Learn program that strives to be a home away from home. We believe children
are capable and it’s our honour to carefully and lovingly guide children to develop the skills and mindset to thrive.
Our vision is to support each child individually to reach their own unique potential as someone who treats
themselves, others, their space, and the natural world with the utmost respect and empathy”.
PROCEDURE
In order to fulfill our vision of care that fosters respect and empathy for our natural world, self and others,
educators will:








Model our mission and philosophy in all of our actions, interactions, intents and relationship.
Facilitate a program daily that reflects our philosophy beliefs
Provide an inclusive program free of biases and harassment/bulling (cultural, gender, or otherwise)
Respect and embrace cultural diversity
Uphold the ECEBC Code of Ethics in all interactions with children, fellow colleagues, students, families and
community partners.
Strive to continue learning and growing as professionals
Embrace the natural world with respect in our program activities
The above steps are in constant reflection and evolution

MISSION & ATTENDING

Policy: ENROLLMENT
Park Place Daycare has fair enrollment processes to ensure no family will be discriminated against on the
basis of race, language, socio-economic status, gender, sexual orientation, special/additional needs or
other, and prudent clear business processes. All details are contained in the signed parent/family contract.
Procedure
Administration will follow the below procedural guide to ensure consistency and efficiency:


Enrollment priorities are first come first serve. We also give priority to siblings.
o We can register a student up to one year in advance.



A registration package and all forms are signed online. Before the child space is confirmed and the child
starts:
o All forms are signed
o A one month’s deposit is paid
o A parent contract is signed upon accepting a child care space, before the child starts at the
program (contract details all registration information below, as well as attending details –
labeling clothing, medical disclosure, supplying supplies, etc.)
o Park Place confirms all necessary steps are completed with a phone call to the family



Registration Fees: (includes re-payment or not information)
o Key deposit $20 (refundable)
o Main registration fee $100 non-refundable
o Gradual entry fee $175 (before first months start day, refundable)
o Security deposit equaling one month’s fee (due upon registration, refundable), used as last
months’ fee after one month’s notice is received, or used as last months’ fee if one months’ full
notice is not given.



Before child’s start date, families provide 6 months’ post-dated cheque’s each dated for the 1st of the
month OR E-transfers to parkplacedaycare@live.ca (preferred method).
o Please check the box that you know that park place is registered for direct deposit. In parent
package.
Payment Options: (calculated and fee schedules given)
o Monthly
o 6 Month’s upfront payment (=4% discount)
o 1 Year up-front payment (=8% discount)
o Note: Park Place daycare may discontinue pay ahead programs with one month’s notice








30 days’ notice of service termination, written or email, is required of enrolled families
30 days’ notice is required for change of care schedule request from families (ex. Adding days)
o Note: Adding days is only possible if these days are available. IF you are dropping days please see
us for available part time days. These days may not be the same as you are requesting but we
will try our best.
o If schedule request is not available, a wait list will apply
To ensure the health and safety of staff and children, Park Place Daycare has the right to refuse or
discontinue care if deemed a risk.

Child Care Fees: due regardless of child vacation/sick days to reserve child’s space, or centre closure
(ex: power outage or natural disaster, etc.)
o Note:
o Park Place Daycare is proud to support the BC Government Affordable Child Care Benefit
and fee reduction initiative (parent portion fees adjusted accordingly)

o

o
o
o
o
o

All fee schedules except the 1- or 2-day schedules, have been calculated for the year and
the holidays and stats removed in order to create an equal payment schedule for the
month
No discount is available for families supplying their own food or not participating in extra
activities
School professional/closure days are not covered in the school age fee (unless family is
on the “all-inclusive plan”)
Fees will not be altered if there are program variations (ex. Language teacher/special
guest sickness)
Payment is due the first of the month, default results in automatic last months’ notice
NSF fee is $40 (non-refundable)

Fee Chart available through administration: http://parkplacedaycareltd.com/SchedFee.html

MISSION & ATTENDING
Policy: Waitlist
Park Place Daycare ensues a consistent non-biased waitlist procedure is followed by its administration.
PROCEDURE
Based on BC Child Care Regulations regarding capacity, when full enrollment has been reached, individually for
each program, families will be added to a waitlist.
The following procedure is implemented: Interested families must attend a tour and pay a $80 registration fee:





o Children are enrolled if a space is available on a first come first serve basis
o We can enroll up to one year ahead
o Children of already enrolled families will get the first available spaces. (siblings)
When a space becomes available in the wanted program/age group, the child care Manager will contact
the family of the first child on the waitlist for that age group program.
o If Park gate daycare does not hear back from the family, or the family declines the space, the
Manager will move to the next name on the waitlist.
The waitlist is updated and children’s names are removed for the following reasons:
o Upon family request
o Child has aged-out
o Family phone number and email is out of order/unreachable

MISSION & ATTENDING
Policy: Gradual Entry
Park Place Daycare takes great care in ensuring children and families have a successful positive experience when
starting at the child care programs. Educators work to minimize the separation anxiety/emotional transition for
both child and her/his parent(s)/legal guardian(s) as well as provide an opportunity for staff members to build a
relationship with the family.
Gradual entry is an opportunity for the child to explore the environment, educators ensure the child is supported
emotionally and physically as they become familiar with staff, the other children and the program’s daily routine.
PROCEDURE
Starting a new child care program is an important experience for a child and family, this gradual entry allows
parent(s)/legal guardian(s) to become familiar with the philosophy, policies, routines and goals of Park Place
Daycare as well as enjoy a face to face daily information exchange.
In order to assist families with the transition, a gradual entry will be arranged upon acceptance of a child care
space. Gradual entry is a common child care practice where during the child’s first week, he/she attends the
Program with an increasing number of hours each visit. As such:
 Upon arranging the gradual entry dates, parent(s) will be asked to spend some time with their child during
the first day (s) of gradual entry.
 Gradual entry is used to build a trusting comfortable relationship with educators.
 Educators take the utmost care of the new children and families.
Gradual entry week sample:
Day 1

Day 2

Day 3
Day 4
Day 5

Child comes to Child Care Program accompanied by parent(s)/guardian(s) for 2 hours early in the
morning. During this time the child and family both stay for the full 2 hours.
Planning to arrive early in the morning when the room numbers are lower, ensures the teacher will be
able to spend more one to one time with the child and family.
Child attends for 2 hours early morning and has breakfast at the centre. During this time the parent will
leave for 15 minutes.
This is the first practice of a “goodbye”.
Child comes early morning and has breakfast with us. During this time the parent will leave for up to
one hour. The parent practices a “regular” drop off and goodbye.
Child comes early morning and has breakfast with us. During this time the parent will leave for up to
one hour and a half.
Child comes for the full 2 hours on their own. When the family arrives, they will practice a regular drop
off and say goodbye for a full 2 hours.

Note:

This is used as a general gradual entry plan, but as each child adjusts at his/her own pace, close
consultation between the family and the educators/manager will determine any needed changes to the
orientation. If a child is having difficulty adjusting to his/her new environment, it may be necessary to
extend the gradual entry.

Note:

Family regular monthly child care fees do not begin until after the gradual entry in complete. Each gradual
entry week is $175 and is paid before regular fees commence. We will pro rate the monthly fee
depending on the day that the child is ready to start the full program.
 This is reflected in the family/parent contract.
 Receipts reflect gradual entry week (s).

MISSION & ATTENDING
POLICY: REPAYMENT AGREEMENTS AND RECORDS
Parkplace daycare has clear signed repayment agreements with families that meet the requirements of BC Child
Care Licensing Regulations, and who have chosen to secure an offered child care space.
PROCEDURE
Administration will follow the below steps, regarding repayment information, to ensure a transparent process is in
place with families choosing child care at Parkplace Daycare.
Note: this information is also included in the Registration Policy and the Parent/Family contract (signed)


Registration Fees: (includes re-payment or not information)
o Key deposit $20 (refundable)
o Main registration fee $100 non-refundable
o Gradual entry fee $175 (before first months start day)
o Security deposit equaling one month’s fee (due upon registration), used as last months’ fee after
one month’s notice is received, or used as last months’ fee if one months’ full notice is not given.



Parkplace Daycare does not refund families for weeks/days not used in their last month if the family
chooses to leave during their last month of enrollment.



Parkplace Daycare keeps all signed contracts, outlining payments and repayments, in child/family files



Families receive and retain a copy of the parent/family contract.



Parkplace Daycare retains payment processing information in their financial records (outlining who has
paid what amount)

Repayment agreements
56.1
(2) A licensee must keep
(a) a copy of the written statement, referred to in section 19 of the Act, that the licensee delivers to
persons who prepay part of the cost of services, and
(b) a current record of each person to whom the written statement is delivered in accordance with that
section

Child Care Licensing Regulations: Section 56
http://www.bclaws.ca/Recon/document/ID/freeside/332_2007#section56.1

MISSION & ATTENDING
POLICY: ATTENDING
Regular attendance is important for children to feel settled and secure in the child care program. Familiarity with
routines, educators, classmates and the environment create a predictable comfortable flow of a child’s day. The
following procedure ensure consistency in family and educator procedures.
PROCEDURE
The follow steps during departure/drop-off and arrival will be followed by educators, and communicated to
families, to ensure safety and consistency for children:
Arrival:








Educator’s warmly great child and family, assisting with transition
Educators ensure family has signed the intake form/attendance sign in sheet at drop-off, in person.
Families put diaper bags/extra clothing in child’s cubby/bin
Educator’s note in communication book any specific information for the educator team (ex. early wakeup, medication, alternative pick up person, etc.)
Families are encouraged to notify the child care via phone if a child will be late or absent (by 9:30am IT &
3-5 programs, by 8am for before/after school care programs)
o Educators will note absence/late in the communication log book as well as verbally communicate
to fellow educators
If the staff have not received communication regarding a child’s absence, and the child has not arrived to
child care they will phone the parent/guardian.

Departures:



Note:

Educators ensure the family is following the sign-out procedure for their child
Educators ensure they connect with the picking up parent/guardian

Family instructions regarding attendance are included in the parent contract/package.

MISSION & ATTENDING
POLICY: FAMILY OPEN-DOOR POLICY
Park Place Daycare ensures consistent communication access to families and implements an open-door
practice. This practice strives to create a holistic team approach between families and the educators, as
well as nurturing a high comfort and relationship level for families and children.
PROCEDURE
To ensure a safe and transparent communication flow between the child care centre and families, the
following steps are implemented and encouraged:
1. Families are welcome to drop-in and observe, or spend time with their child in the program at
any time.
a. Families needing consultation are encouraged to connect with the educator to plan a
time that connection can happen in a meaningful undistracted way.
2. Telephone communication is encouraged at any time.
3. Educators will ensue communication regarding the following aspects of the child’s care are
ongoing:
a. A child’s progress
b. Program activities
c. Centre operations
4. Educators ensure community information is available for families
5. A detailed parent/family hand book is given to enrolled families regarding policies and
procedures relating to:
a. The care of children (Guidance, supervision, nutrition, etc.)
b. The program (program activities, schedules, etc.)
c. The general operations of the center
If a family has a concern, the follow steps in order will be the communication strategy:
1. The immediate child care provider/educator in that room will connect with the family
2. If the family is not satisfied, or the issue is broader, the Program Supervisor will connect with the
family
3. If appropriate, the Executive Director will connect with the family

Note:

Daily communication will be noted in the communication book as noted in the Attendance Policy.

MISSION & ATTENDING

PICK UP/SAFE RELEASE OF CHILDREN
To ensure safety of children, it is staff’s legal responsibility to ensure authorized safe pick up of each child. And to
the extent that it is possible, to suggest alternatives to an authorized pick up person who seems impaired.
PROCEDURE
While educators can not stop a guardian from picking up a child, they will encourage alternatives if necessary to
ensure child safety and proper release of children, educators ensure:






Families sign out the child on the attendance sheet each day, in person.
A note is made on the sign in sheet if a family has an alternative person picking up the child
o Alternative pick up person will be asked to produce ID (Driver’s License)
A family can note in the sign in book an alternative pick-up person for that day, or call/email the centre
with this information.
Only release children to authorized persons
If an unauthorized person arrives to pick up a child, staff ensure:
o The enrolling guardian will be contacted via phone to confirm release of the child. The staff will
ask the guardian for:
 Pick up persons full name (matches driver’s license)
 Address
 Phone Number
 A physical description
o The child will remain under the supervision of the child care staff

If a parent/guardian or emergency contact appears to be intoxicated, arrives to pick up the child, they will:






Offer to call another contact to pick up the child (relative, friend, etc.):
o Educator will call each emergency contact person in the child’s file if parent/guardian accepts this
alternative
If the presumed impaired pick up person chooses to get in the car with the child, staff will immediately
call 911 and notify the police. (this process will NOT be communicated to parent)
o During the contact with police, the manager/educator will as if they call the Ministry for Children
& Family Development IF they believe the child is in need of protection, or if the police will follow
up.
Ensure the incident is properly documented and reported to the centre Manager/Director immediately

PROGRAM
GUIDANCE POLICY
Park Place Montessori Daycare commits to positive guidance that is viewed as a learning opportunity and
developmentally appropriate, meeting all regulatory requirements.
PROCEDURE
Educators understand and practice guidance strategies that enhance a child’s self-esteem, fosters growth,
and is ethically responsible. As such educators will:
 Understand and review the Abuse hand book
 Understand and review the BC Child Care Licensing Regulations regarding guidance requirements
(Below)
 Commit to upholding the ECEBC Code of Ethics (Below)
 Commit to upholding the age appropriate strategies outlined in the Guiding Children’s Behaviour
booklet (expanded on below)
 Demonstrate appropriate caring, respectful behaviour
 Provide an environment where children feel safe and respected
 Be with the children at all times (see continuous supervision policy)
 Encourage communication with children about guidance, listening, problem solving, and
collaboration
 Individualize guidance (when necessary) recognizing each child is at a different developmental
stage
 Encourage children’s participation in the making, following, and review of rules
 Promote children’s respect for self, others and property
 Promote children’s confidence
 Teach emotional language that enables children to recognize, explore, and express a wide range
of emotions and perspectives
 Help children to understand and engage in routines, recognizing how to minimize transition
issues
 Support children to adapt to and embrace experiences of change
 Promote the development of a child care program that embraces diversity
As per the BC Provincial Child Care Licensing Regulations children of any age will not be confined, belittled,
receive spanking or physical punishment, isolated, deprived, abused, etc. as detailed below under
“Harmful Actions Not Permitted”. In addition, children will never be deprived of toilet use/diaper changes
in addition, children will never be deprived of toilet use/diaper changes or that “food and drink are not
used as a form of reward or punishment for children. CCLR Sec. 48(7) Nutrition
Guidance Strategies Used
Educators at Park Place Daycare use the following positive guidance strategies to take each opportunity as
a learning moment:
 Commit to the guidance considerations in the Guiding Children’s Behaviour, BC Health Planning
booklet:
o Each child is a unique individual
o Children’s behavior reflects their level of development
o Children’s experience in their family and culture influences their behavior patterns
o Environment plays a significant role in guidance: materials, space, people and
time/schedule


Practice the guidance strategies as are outlined in the Guiding Children’s Behaviour, BC Health
Planning booklet: “the HOW”:
o Prevention: establishing clear consistent and simple limits
o Offer straight forward explanations for limits
o State limits in a positive way, rather than in a negative way
o Focus on the behavior, rather than the child
o State what is expected, rather than pose questions
o Provide choices (empowers children!)
o Allow toke for children to respond to expectation
o Reinforce appropriate behavior, with both words and gestures

o
o
o
o

Ignore minor incidents
Encourage children to use you as a resource
Be alert (anticipate)
Use of proximity (stay close when appropriate)



Practice guidance intervention strategies as outlined in the Guiding Children’s Behaviour, BC
Health Planning booklet, that will ensure guidance is supportive rather than punitive: “the HOW”:
o Gain a child’s attention in a respectful way
o Use proximity and touch
o Use of reminders
o Acknowledge feelings before setting limits
o Redirect or divert when appropriate
o Model problem solving skills, and involve children in the process
o Offer appropriate choices
o Use natural and logical consequences
o Limit the use of equipment
o Provide opportunities for children to make amends/restore relationships



Practice intervention strategies during challenging behaviours below, such as emotional melt
downs, hitting, kicking, etc., as outlined in the Guiding Children’s Behaviour, BC Health Planning
booklet: “the HOW”
o Redirection (appropriate for all ages)
o Holding *ONLY to be used for safety reasons AND a behavioural plan needs to be in
place*
o Time away: always in view of the group, never isolated, a strategy to foster selfregulation and a positive calm space, child led determination of awareness and
readiness to join the group again. Spaces may be:
 A pillow corner with books/stuffies/music head sets
 An area with a container filled with foam chips, books, gentle nature sounds,
etc.

For Infants and toddlers specifically: in addition to all applicable age appropriate strategies above, the
following positive guidance strategies used (with discretion based on child development) are:
 Space: ensure the environment is safe, sufficient, organized, variety of quiet vs. active areas
accessible, and well-spaced out to minimize harm and conflict
 Materials: ensure duplicate materials
 People: educators model the behaviour they wish the children to learn
 Time: specific consideration for IT regarding schedules, flexibility, consistency, safety/trust
 Meeting children’s needs: throughout the day requires that time be appropriately balanced
between active and restful periods, and individual group activities.
 Distract
 Gentle redirection
 Care and comfort
 Model language
 Use of proximity
 Prevention
 Appropriate choices
 Simple phrases (“walking feet”)
 Encouragement and appropriate praise
 Educators are mindful and aware of their practice
Note: As per the CCLR, BC Ministry of Health, Regulations infants and toddlers will not be confined,
belittled, receive spanking or physical punishment, isolated, deprived, abused, etc. as detailed below
under “Harmful Actions Not Permitted”. In addition, children will never be deprived of toilet use/diaper
changes or that “food and drink are not used as a form of reward or punishment for children”. Sec. 48(7)
Nutrition
Note: Management and educators will ensure an appropriate care plan is developed for children requiring
extra support. Care plans will be completed in collaboration with their parent /guardian. With
authorization from parent/guardian, Supported Child Care Consultants and/or para- professionals (E.g.

Doctors, Speech and Language Pathologists, Occupational Therapist, Physiotherapists etc.) may be
contacted and assist when creating a care plan that is specific to a child’s needs.

The following ECEBC Code of Ethics will be upheld in guidance situations with children:
http://www.ecebc.ca/resources/pdf/ecebc_codeofethics_web.pdf
 ECEs promote the health and well-being of all children
 ECEs use developmentally appropriate practices when working with all children
 ECEs demonstrate caring for children in all aspects of their practice
 ECEs work in ways that enhance human dignity
As set out in the BC Provincial Child Care Regulations:
http://www.bclaws.ca/Recon/document/ID/freeside/332_2007#section51
Division 2 — Guidance and Treatment of Children
Behavioural guidance
51 (1)A licensee must
(a)ensure that behavioural guidance is appropriate to the age and development of the child who is receiving the
guidance, and
(b)provide to employees and parents a written statement of the licensee's policy on behavioural guidance.

(2)If the child has a care plan that includes instructions respecting behavioural guidance, the licensee must ensure
that
(a)any behavioural guidance given to the child is consistent with those instructions, and
(b)if the behavioural guidance includes the use of restraints, that the restraints are administered only by a person
who is trained in the use of, and alternatives to the use of, restraints.
Harmful actions not permitted
52 (1)A licensee must ensure that a child, while under the care or supervision of the licensee, is not subjected to
any of the following:
(a)shoving, hitting or shaking by an employee or another child, or confinement or physical restraint by another
child;
(b)confinement or physical restraint by an employee, except as authorized in a child care's plan if the care plan
includes instructions respecting behavioural guidance;
(c)harsh, belittling or degrading treatment by an employee or another child, whether verbal, emotional or physical,
that could humiliate the child or undermine the child's self-respect;
(d)spanking or any other form of corporal punishment;
(e)separation, without supervision by a responsible adult, from other children;
(f)as a form of punishment, deprivation of meals, snacks, rest or necessary use of a toilet.
(2)A licensee must ensure that a child is not, while under the care or supervision of the licensee, subjected to
emotional abuse, physical abuse, sexual abuse or neglect as those terms are defined in Schedule H.
Resource:
Guiding Children’s Behaviour, BC government
https://www2.gov.bc.ca/assets/gov/health/about-bc-s-health-care-system/child-daycare/guiding_childrens_behaviour_april_2017.pdf
BC Handbook for Action on Child Abuse and Neglect
https://www2.gov.bc.ca/assets/gov/public-safety-and-emergency-services/public-safety/protectingchildren/childabusepreventionhandbook_serviceprovider.pdf

PROGRAM
POLICY: NUTRITION
Park Place Daycare commits to promoting children’s nutrition, and education focusing on where our food
comes from, as an important aspect of quality childcare. Our program provides a healthy diverse range of
snacks and meals to all children via a family style practice.
We have a robust food program, our healthy menu:
http://parkplacedaycareltd.com/uploads/Meal_Program.pdf

PROCEDURE
We recognize the important connection between a healthy diet and a child’s ability to learn, participate
and grow. As such educators will:
 Ensure clean, well-maintained, family style eating environments
 Recognize and foster the sharing of food is a fundamental experience to nurture and celebrate
our children in all their personal and cultural diversity
 Promote eating times as an excellent bridge for building friendships/a social time, and self-help
skills .
 Sit with the children during lunch, engage in conversation and bonding, singing, etc.). Smaller
groups may be created during Covid or to facilitate better group management and enjoyment.
Please refer to Technology Use Policy. (no technology used at lunch/eating times
 Understand and respect the division of responsibility: it is up to children to decide how much and
of what to eat; it is up to educators to provide a variety of choices.
 Encourage children to eat a variety of foods while respecting and balancing knowledge that
children (as adults) have differing preferences
 Be sensitive and respectful to individual food preferences and cultural preferences
 Provide sufficient time to eat, and respect children’s differing eating paces
 Be mindful of teaching children to listen to their bodies regarding hunger and fullness
 Never force a child to eat
 Ensure food is never used as a motivator or reward
 Support a family’s right to breastfeed their children while at the child care centre:
o Proper handling and requirements for storing provided breast milk (or formula)
o Provide a comfortable and private space for mothers to breastfeed at the centre
 Allergies will be posted and known by all educators
o A no nut/shellfish/eggs practice is in place to respect allergies and minimize harm to
children
o A Food Allergy Action Care Plan is completed for each child with anaphylaxis reactions:
 Families/Parents get physician to fill out form (in child’s file)
 See Allergy Policy (prevention, symptoms, treatment, medical assistance)
 See Medication Policy (storage, labeling, training)
 Use of the latest Canada Food Guide and ensure snacks/meals include all food groups and
incorporate at least half the daily recommended serving based on age.
 Incorporate nutrition into education & programming (ex. planting gardens/pots, greenhouse,
foodie kits, harvesting, meal preparation participation, inclusive conversations, etc.)
 All cooks are Food Safe Certified
 Model healthy attitudes toward food and meal times
 Ensure proper hand washing and hygiene regarding snack/meal times
 Ensure disposal of unused liquids preventing the spread of germs and ensuring food safe
standards
Infant Programs, educators will:
 Ensure all babies are held during bottle feeding (no bottles will be in cribs)
 Respect the parent’s/family’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”.
 Educators will encourage families to pack healthy options if supplying infant food/infant milk:
fruit, vegetables, grain variety, protein variety, etc. (Infants only, no outside food in other child
care rooms)

SEE APPENDIX A: MENU
As per BC child Care Licensing Regulations section 48, Nutrition:
http://www.bclaws.ca/civix/document/id/loo96/loo96/332_2007#section48
Nutrition
48
(1) A licensee must
(a) ensure that each child has healthy food and drink according to the Canada's Food Guide, and
(b) promote healthy eating and nutritional habits.
(2) If a child's record includes, or the child has a care plan that includes, instructions respecting food and drink for
the child,
(a) the requirements of subsection (1) (a) do not apply to the extent that they are inconsistent
with those instructions, and
(b) the licensee must comply with those instructions.
(3) A licensee must ensure that the food and drink given to a child is sufficient in quantity and quality to meet the
developmental needs of the child, having regard to
(a) the child's age,
(b) the number of hours the child is under the care of the licensee, and
(c) the child's food preferences and cultural background.
(4) A licensee must ensure that children are not
(a) fed by means of a propped bottle,
(b) forced to consume any food or drink, or
(c) left unsupervised while consuming food or drink.
(5) A licensee must ensure that safe drinking water is available to children.
(6) A licensee must make available to parents’ information on the food and drink given to
children.
(7) A licensee must ensure that food and drink are not used as a form of reward or punishment for children.
Park Place educators also recognize that as Early Childhood Educators they are committed to the highest standard
of ethical practice, and aware of the potential to do harm.
As such staff commit to the ECEBC Code of Ethics. Specifically, in regards to nutrition and meal times:
“ECEs promote the health and well-being of all children”
“ECEs work in partnership with parents, supporting them in meeting their responsibilities to their children”
“ECEs work in ways that enhance human dignity”
ECEBC Code of Ethics: http://www.ecebc.ca/resources/pdf/ecebc_codeofethics_web.pdf
Canada’s Food Guide: https://www.canada.ca/content/dam/hc-sc/migration/hc-sc/fn-an/alt_formats/hpfbdgpsa/pdf/food-guide-aliment/view_eatwell_vue_bienmang-eng.pdf
Canada’s Food Guide – First Nations, Inuit, Metis: https://www.canada.ca/content/dam/hc-sc/migration/hc-sc/fnan/alt_formats/fnihb-dgspni/pdf/pubs/fnim-pnim/2007_fnim-pnim_food-guide-aliment-eng.pdf

PROGRAM
POLICY: CONTINUOUS CARE & SUPERVISION
As required by BC Child Care Licensing Regulations, Section 39, Park Place Daycare ensures children are supervised at
all times by teams consisting of ECEs (supported by an assistant or a responsible adult as per requirements).
PROCEDURE
To ensure the highest level of supervision, care, prevention, and a safe environment, Park Place Daycare educators
implement the following:
 All children are marked arrived/departed in the daily attendance sheet (noting time, illnesses, vacation,
absent, etc.)
o School age children: are marked in/out on the daily attendance sheet (noting time)
 Attendance clip boards are kept with the group at all times
 At the beginning of a shift (including returning from breaks/lunch) educators confirm numbers verbally with
the supervising staff on duty (cross checking with attendance sheet numbers).
 When children move to another room for a period of time, both attendance sheets are updated accordingly
 Headcounts are performed regularly throughout the day to ensure maximum safety/supervision: during
transitions (i.e. playroom to playground, roll call practice)
 The staff team anticipates supervision needs and moves accordingly
 The staff team ensures no part of the room is blocked from supervision (ex. Tents)
 The staff team ensure they are spread out for maximum supervision of all areas at all times
 Two educators are present with groups if a third educator is assisting a child with toileting or on their break
during nap time.
o Educators ensure at least 4 children (4-8 depending on the ratio) are asleep before commencing
break rotation
o Educators ensure 2 staff are always present in the room during nap time (often a 3 rd staff is assisting
children in the washroom)
Outdoor Specific
During outdoor play educators will ensure:
 Educator to child ratio’s will be maintained
 They are spread out for maximum supervision of all areas and prevention
 A high level of communication if they are moving to different areas or assisting children needing toileting,
etc.
 The first aid kit, cell phone, and necessary medication (i.e. Epi Pen) will be brought outside
 Children will be in site at all times
 Proper clothing (i.e. muddy buddies, t-shirts, etc.)
 Children’s skills are fostered, scaffold, and supported appropriately (i.e. during climbing if a child can’t climb
on their own an educator will not physically help them climb but encourage and be in close proximity for
child to feel supported to reach their full potential/comfort zone)
 Children are not to be in the middle garden unsupervised
 Children enjoy climbers with resilient material ground surface as well as neighbourhood parks (ex: Bridgeman
park)
Note: Specific supervision considerations, ensuring safety for specific children, will be developed and discussed with
the centre supervisor/designate when applicable.
BC Child Care Licensing Regulations, section 39:
http://www.bclaws.ca/Recon/document/ID/freeside/332_2007#section39
Continuous supervision required
39
(1) A licensee must ensure that children are supervised at all times by a person who is an educator, an
assistant or a responsible adult.
(2) A licensee must ensure that a second adult is immediately available to supervise children in case the
person responsible for supervising children needs a replacement because of urgent and unforeseen
circumstances.

PROGRAM
POLICY: ACTIVE PLAY
In response to the Standard of Practice “active Play”, outlined in BC Child Care Regulations, Section (4) (1)
(e) of the Community Care and Assisted Living Act, Park Place Daycare ensures the program incorporates
the required amount of active play for all children throughout the day.
What is ACTIVE PLAY? Active play is physical activity which includes moderate to vigorous bursts of high energy, raises
children’s heart rate and may make them ‘huff and puff’ such as running or jumping. For an infant or toddler, active
play may include reaching out for a toy, rolling over, balancing in a sitting position and crawling/walking.
PROCEDURE
Throughout the day children in every program are able to explore active play indoors and outdoors
through explorations that offer opportunities for fostering and scaffolding their physical abilities.
Our environment is built to encourage large play and gross motor opportunities (i.e. equipment, large
spaces, walks, etc.) indoors and out. As required, educators ensure children have these opportunities
throughout the day in a variety of ways which accumulate to a minimum of 120 minutes total, and 60 of
those minutes of outdoor active play.
In addition, our enriched program offers swim lesson options, hiking, yoga and neighbourhood walks.
STANDARD OF PRACTICE
Whenever possible, it is recommended active play and physical movement should be incorporated in the child care
environment throughout daily routines and activities for a total of 120 minutes.
…licensed child care programs must ensure a minimum of 60 minutes per day of outdoor active play (indoor active
play is acceptable when weather is poor or outdoor physical space is limited). Active play may be accumulated
through 15-minute portions of time throughout the day or continuously.
Approximate (flexible) daily schedule that supports Active Play:
Toddler Program:
TIME
ACTIVITY
6:30am
Free Play (inside: includes some gross motor)
7:30am
Breakfast
8:00am
Science Program
9:00am
Circle/Gathering Time (includes some gross motor)
9:30am
Outdoor Play (minimum 60mins)
10:30am
Lunch
11:30am
Quiet Activities
12pm
Rest/Nap
2pm
Art
3pm
Outside Play (minimum of 60mins)
4pm
Snack
4:30pm
Circle/gathering time
5:15pm
Sensory Play

3-5 Program:
TIME
7:00am
9:30am
10:00am
10:45am
10:45am
11:45am
12:30pm
2:30pm
3:00pm
3:30pm
4:00pm
5-6pm

ACTIVITY
Free Play/Breakfast (inside: includes some gross motor)
Circle/Gathering Time (often includes gross motor)
Montessori Program
Math Activities
Outdoor Play (for age 3 to 4 minimum 60 mins)
Lunch
Rest and Outdoor time for age 4 to 5 years (min 60 Min)
Small Group Activities
Table Activities Free Play
Snack
Outside Play (minimum of 60mins)
Free Play (Indoor and out depending)

Before & After School Care Program:
TIME
ACTIVITY
7:00am-8am
Arrive: Free Play/Breakfast (inside: includes some gross
motor)
8:15am
Van transportation to Schools
3:00pm
Pick Up at Schools
3:30pm
Snack and Free Play (Indoor and out)
4:00pm-5pm
Outside Play (minimum of 60mins)
5-6pm
Free Play (Indoor and out depending)

Note: Our program takes advantage of good weather and/or engrossed play and expands outdoor time often to
include snack times, extended play, etc. We ensure flexibility to maximize outdoor active play.
Based on Appetite to Play, Healthy Eating and Physical Activity in the Early Years BC guide and resources, practices
at Park Place Daycare include:
o Facilitated and unstructured physical activity
o Outdoor play
o Incorporation of fundamental movement skills
o Ensuring a playtime environment
o Learning about physical activity
o Role modelling from students and educators
o No screen time
Resource:
Appetite to Play: https://www.appetitetoplay.com/physical-activity/tips-ideas/developing-and-implementingphysical-activity-policy

PROGRAM
POLICY: SCREEN & TECHNOLOGY USE POLICY
In recognition of health research guidelines, Park Place Daycare ensures screens (TVs or computers) are not used in
child care programming and is mindful of appropriate uses of technology with children, and prohibits technology
use that is not in keeping with the program philosophy.
PROCEDURE
 Staff/educators understand and commit to a screen free environment for children ages 0-2
 Staff/educators are proud to offer a rich Montessori program to 3-5’s and before/after school care
children that is screen free
 PIPA guidelines are followed regarding taking, posting, and securely storing any child’s photo
To enrich curriculum technology that is used may include:
 Camera’s (Phone camera’s included) to document explorations for families and create pedagogical
narration
 Light mediums to create shadow exploration activities (i.e. Overhead Projector)
 Music mediums to explore rhythm/dance/etc. (i.e. IPOD/Cell Phone)
o To enrich music experiences Google/Alexa is used to search and enjoy appropriate music.

PROGRAM
POLICY: REST/NAP TIME
At Park Place Daycare we honour and recognize children’s individual needs for resting or napping. As such, in each
program there is time (s) and safe sleeping spaces provided each day.
PROCEDURE
In recognition of health child development, educators will ensure safety and a quality program with a balance of
busy/stimulating and calm times by:
 Ensure within the daily program there is a quiet calm rest environment provided that is safe and
appropriate for the age group. As such:
o Infants individualized rest schedules throughout the day will be supported. Infants will sleep in
cribs, in a nap room, and be placed on their backs as the recognized safest sleeping position. (no
bottles in crib)
o Toddlers and children 3-5 years old will be given the opportunity to rest after lunch in a calm safe
environment on mats with soft music.
o Older children who do not fall asleep will be encouraged to enjoy a short rest time to calm their
bodies and minds, followed by a quiet activity.
o 4-5 year old’s are able to join into the 3-4 year old program who do nap if they need a nap.
 Educators will model and teach the skill of calming and resting one’s body. The educators do rub
children’s backs and ask them to choose a book for quiet reading on their beds.
 Educators understand and embrace children’s individual needs:
o Some children on some days will not sleep and that this is appropriate for their bodies, educators
never attempt to “force” children to sleep (this includes not supporting a “cry it out” theory)
o Children will not be forced to stay awake
o Children will not be forced to wake too soon (we respect this need and will not wake them early).
o Children who do not require sleep will be respected and given positive alternative activities/
quiet activities or be able to join the 4 to 5 year old program for outdoor play.
 As required by BC Child Care Licensing Regulation Section 15 re furniture, equipment and fixtures; and
Section 42 re position for sleeping
Resources:
Health Canada Is Your Child Safe/ Sleep time:
https://www.canada.ca/en/health-canada/services/consumer-product-safety/reports-publications/consumereducation/your-child-safe/sleep-time.html

PROGRAM
POLICY: PHOTOGRAPHY
At Park Place Daycare we embrace sharing observations and narrations of the children’s day with their families.
Photographs will be taken with family/guardian consent.
PROCEDURE
To ensure child safety, family consent and enforcement of PIPA legislation, Park Place daycare will:
 Ensure each family has signed a photo consent form (kept in child’s file)
 Ensure photos are only kept in the Daycare for all children. No public or media sharing.
 Ensure children whose family did not consent, are never photographed
 Ensure no promotional photos are taken.
 We do not allow ECE students to take photos of children. (they are able to take a photo of a table set
up/material)
 No photo’s will be posted on educators/students’ personal social media
 Educators/students will be mindful of who/what is in the background of photos taken
 The Manager will discuss this policy with practicum students
 All photos will remain inside the centre
 Ensure PIPA requirements are met regarding consent, confidentiality and retention
Personal Information Protection Act
http://www.bclaws.ca/civix/document/id/complete/statreg/03063_01

PROGRAM
POLICY: WALKS AND FIELDTRIPS
To deliver a rich diverse program Park Place Daycare will take children on walks and field trips to enjoy quality
experiences.
PROCEDURE
To ensure a planned safe experience the educators will consistently follow the below steps:
 Inform families ahead of time and obtain field trip consent (signed form)
 Ensure families understand at registration time that walks are part of the program
 Ensure staff/child ratios are maintained at all times
 The backpack with first aid kit, emergency cards (updated information: parent contact, BC Health number,
etc.)) and photo of each child is brought on all walks, fieldtrips and out in the playground/yard.
o Each educator is familiar with the emergency kit
o Each kit contains information on what actions are to be taken in an emergency situation
o Educators bring attendance list
 At least one educator holds a valid first aid and is present with the group
 Cell phones are taken for safety and emergency contact if needed (either daycare phone or teacher
phone)
 Perform child “Attendance call” before departure, during the outing, and before coming back to the child
care centre.
 Ensuring walking safety:
o All children age 5 and under, will use a walking rope that go completely around each child’s waist
when walking near traffic.
o All children under 3 years old will use a walking rope at all times.
o Only children with good walking skills will take place in the walks. All others will be taken in a
stroller for safety to ensure enjoyment of the fresh air and experience.
o All children 18 months and up that are walking do so at their own pace.

PROGRAM
POLICY: CLOTHING AND POSSESSIONS
Park Place Daycare wants to ensure children have appropriate clothing (indoor and out) to keep them
safe/warm/dry, and to minimize separation anxieties with special items from home.
PROCEDURE
Park Place Daycare is proud to offer a variety of indoor and outdoor experiences for children. As such:









Families provide all weather clothing (jackets, hats, gloves, boots, etc.) as well as extra clothing (toileting
and weather)
The daycare provides muddy buddies for all children age 5 and under.
Children are welcome to bring special blanket/stuffy/security item for rest times (note: We do not
promote soothers, bottles and sucking items for bed time).
To minimize loss/damage children’s home toys are not incorporated into the program and must be
labeled.
o Families are encouraged to keep personal items at home whenever possible as the daycare is not
responsible for any lost items.
The centre has a supply of extra clothes if needed (returned after use by family)
Dirty child clothes are sent home to wash.
Sheets and blankets are sent home each Friday or once per week to ensure proper cleanliness.

Infant Toddler Program Families provide:
 One change of clothes
 Adequate supply of diapers and wipes (only if your child has skin sensitivities otherwise daycare supplies)
 Warm outdoor clothes (mittens, hat, boots, etc.) for Fall and Winter months
o For safety, no mitten strings or scarves
 Sun hats, boots, and raingear for the Spring and Summer
 One crib sized sheet and blanket. (Note: For infants we do not use blankets and ask families to bring an
infant sleeping bag).
Toddler-12 years old Programs, Families provide:
 One change of clothes
 Adequate supply of diapers and wipes/pull ups/underwear
 Skid proof non-marking indoor shoes or slippers
 Warm outdoor clothes (mittens, hat, boots, etc.) for Fall and Winter months
o For safety, no mitten strings or scarves
 Sun hats, boots, and raingear for the Spring and Summer
 A sunscreen labeled with child’s name. (for allergy/sensitivity/hygiene reasons the daycare is unable to
supply sunscreen).

PROGRAM
POLICY: INDOOR SHOE/SLIPPERS
At Park Place Daycare indoor shoes/slippers are required to ensure the indoor environment is clean and safe for
children, families and staff.
PROCEDURE
In recognition that children play/crawl on the floor (and to avoid dirt/etc. brought in by outdoor shoes), Park Place
Daycare commits to the importance of a hygienic/sanitary flooring area, as such:





Children and Educators are asked to remove their outdoor shoes before entering the child care program
rooms.
Educators are asked to have indoor shoes/slippers.
Families are asked to provide indoor shoes/slippers for their children.
Park Place Daycare ensures proper daily cleaning routines (sweeping and mopping)

PROGRAM
POLICY: TRANSPORTATION
Park Place Daycare is proud to offer safe van pickup/drop-off services to certain schools, and provide van
transportation to enrich the programs with fieldtrips.
As required by BC Child Care Licensing Regulations, Section 39, Park Place Daycare ensures children are supervised at
all times by teams consisting of ECEs (supported by an assistant or a responsible adult as per requirements).
BC Child Care Licensing Regulations, section 39: http://www.bclaws.ca/Recon/document/ID/freeside/332_2007#section39
Continuous supervision required
39
(1) A licensee must ensure that children are supervised at all times by a person who is an educator, an assistant or a
responsible adult.
(2) A licensee must ensure that a second adult is immediately available to supervise children in case the person
responsible for supervising children needs a replacement because of urgent and unforeseen circumstances.
PROCEDURE
















All vehicles used for transportation are insured for transporting children, are government inspected, and
are driven by qualified, licensed class four drivers (15 passenger vans) and Licensed class 5 drivers (5
passenger vans)
o They are checked daily before driving as per the class 4 vehicle inspection check list. This includes
brakes, fluids, tires, mechanical. Any van, not passing inspection will not driven until fixed.
Educators have been instructed on proper fastening of seat belts.
Drivers requirements as per BC Child Care Licensing Regulation, Section 45:
o Drive is 19 years old or older, and
o Holds a driver’s license that permits the driver to operate the type of vehicle being used
 all drivers have their class 5 license, and drivers of the 15 passenger vans have class 4
unrestricted license.
If staff are driving, the ratio based on BC Child Care Licensing Regulations is 1 qualified staff to 7 children.
If more children are being transported, then additional staff are required. (BC Child Care Licensing
Regulation, SECTION 45)
Transportation of children is in accordance with British Columbia law:
o This law requires that children be secured in a booster seat until they reach 40lbs AND 145cm
(4’9) or reach nine years of age. (2020)
o Over 145 cm (4’9”): A child can be secured in a lap/shoulder seat belt. The only time your child
can be secured in a lap only seat belt is when: (2020)
 There are no lap/shoulder seat belts in the vehicle
 All lap/shoulder seat belts in the vehicle are being used by other children
o All vans are serviced at least twice per year for safety.
o The two 15 passenger vans are services twice per year by a commercial mechanic.
Drivers will ensure parking in legal spots in order to walk children into the school grounds.
Drivers are to never:
o Leave any children in the van alone
 If dropping off at two schools, children and staff will stay together
o Permit eating or drinking, in order to minimize choking hazards
o Re-fuel when children are in the van
Drivers/educators will report any minor car accident to the VCH Child Care Licensing officer and families
immediately
Drivers/educators take the following into the van each time;
o A list of children being transported (attendance sheet)
o A list of schools, phone numbers for the schools, child care and emergency numbers
o Each child’s emergency card
o The driving schedule containing a list of drop off and pick up times and locations
o Cell phone
o Emergency kit
o Fire extinguisher
o Permission forms for fieldtrips if attending a fieldtrip
o Emergency prescription medication, epi pens, etc.

See Before & After School Care Arrival & Pick Up POLICY for further procedures:
 Re late to pick up or drop off: parents will he notified by email at the end of the day and the school called
to hold the children at the office if there is a mechanical van issue causing the delay.
 For late morning drop off to school: educator will sign them in at the school office.
NOTE:

BC Child Care Licensing Regulation: http://www.bclaws.ca/Recon/document/ID/freeside/96318_00

PROGRAM
POLICY: BEFORE & AFTER SCHOOL CARE ARRIVAL AND PICK-UP
Park Place Daycare is proud to offer safe van pickup/drop-off services to certain schools in our Before & After
School Care Program. To ensure meeting school bell times, the following procedure is followed.
PROCEDURE














Families are asked to ensure their children arrive to Park Place before 8am.
o To report your child absent please call the centre before 8am or before 2pm for PM pick up.
o Educators will note absence in the attendance sheet/log book
Arrival at schools will be no more than 15 minutes before the school bell for grades 1-7 children.
o Note: if your child is in kindergarten, educators will walk them to their class and deliver them to
the teacher.
o Grades 1-7 educator will watch children enter the school. They will be allowed to enter the
school once it is open for the children no more than 10 minutes before the bell. Most schools are
locked to the children before the bell.
o Educators will remain at the School within site of the entry door. The older children sometimes
do not like to be escorted into class but the caregiver will be there if needed. Then after the
driver has dropped off all the children the van will return for the teachers at the different
schools. (This is done on reverse for pick up)
Pick Up:
o Grade 1-7: each child will be instructed and clear on the pick-up spot (outside Kindergarten
classroom) which will be inside the school grounds to meet the Park Place staff. The Park Place
staff do not collect the children Grade 1 to 7 from class unless it is a specific request from a
parent and can be accommodated.
o Kindergarten: each child will be picked up from the teacher
If the driver anticipates a late drop-off in the morning (more than 10 minutes after the school bell) they
will call the school to notify them.
o Children will be instructed to sign in at the office
o Kindergarten children will be signed in by the Park Place driver/educator
If Park Place Daycare is on their way for pick up and there is an emergency such as an accident, van break
down, traffic congestion etc., and anticipates a late pick-up at the end of the day:
o The school will be called to notify them, and ask that the children wait at the office for safe pickup
At afternoon pick-up, if the driver/educator finds a child missing from the meeting spot, they will:
(bringing all the children with them)
o Go to the school office and check if the child attended school that day.
 If so, the school will immediately page the child over the PA
o If the child does not respond to the page and come to the office, the driver/educator will call the
parents.
o If the child is still missing after contacting the family, the police will be called.
If a child is being held back by the teacher the driver/educator will: (bringing all the children)
o Go to the child’s classroom to pick them up
o If the teacher does not release them, the driver/educator will communicate that they will be
back at approx. 3:30pm to collect them from the school office
 Note: as we have other schools to attend to, every option to remain at the school will be
considered. If it’s not possible to remain at the school, we will communicate with the
teacher that they will need to remain in their direct supervision until our teacher arrives
back at 3:30, or be released right away.
o Follow Up: the family will be asked to speak to their school teacher to prevent this from
happening again, as it disrupts the flow of other school pick ups and children spending time in
the van.

Note: Child Care program staff do not leave the school grounds until the above steps are taken and/or the child
is located.

FOLLOW UP: Complete a missing child report, BC Child Care Licensing Schedule H

HUMAN RESOURCES

Policy: EDUCATORS/STAFF

Park Place Child Care ensures staffing as per Vancouver Coastal Health Licensing Requirements
and any exemptions approved, as well as ensuring caring committed ECE professionals that
believe in the mission and philosophy of the program.
Procedure
The Manager of Park Place Child Care will ensure proper qualifications are maintained as per Part 3 BC
Child Care Licensing Regulations, Manager and Employee Requirements.
http://www.bclaws.ca/Recon/document/ID/freeside/332_2007#division_d2e1640
Documentation includes:
 Required certification: copies of diplomas, certificates, or other evidence of the person’s training
and skills.
 Criminal Record Check
 Character References
 First Aid (A licensee must ensure that the children have at all times immediate access to an
employ who holds a valid first aid and CPR certificate)
 Is of good character
 A record of the persons work history
 Has the personality, ability and temperament necessary to manage or work with children
 Has the training and experience and demonstrates the skills necessary to carry out the duties
assigned to the manager or employee
 Evidence that the person has complied with the Province’s immunization and tuberculosis
control programs
As per BC Child Care Licensing Regulations, Schedule E, “Group size and employee to children ratios”,
Park Place Child Care ensures the following is adhered to:
Care program

Maximum group size

Children per group

Ratio of employees to children in each group

Group Child Care

12, with a separate area designated

≤4

1 I/T educator

(Under 36 Months)

for each group
5—8

1 I/T educator & 1 other educator

9 — 12

1 I/T educator, & 1 other educator, & 1 assistant

≤8

1 educator

9 — 16

1 educator and 1 assistant

17 — 25

1 educator and 2 assistants

Group Child Care
(30 Months to
School Age)

25, with not more than 2 children
younger than 36
months old in a single group

Note: Staff continuously upgrade their education (as per ECE Registry Certificate requirements) through
workshops, conferences, independent study, and researching topics of interest.
Note: Further to the interview and hiring process, every prospective staff/educator member completes
a full trial day of work.
Note: Staff commit to supporting ECE practicum students as a privilege and mentoring responsibility.

HUMAN RESOURCES

Policy: ECE Students

Park Place Child Care from time to time accepts ECE students attending MCFD approved Early

Childhood Education training institutions in order to support new ECEs in practical
experience.
Procedure
With the goal of providing students with an environment that will enhance their developing skills and
competence, as well as providing an environment that reflects current theory and practice, Park Place
Child Care follows the steps below:
1. Prior to student commencing her/his practicum: the sponsor teacher shall meet/connect with
the student. At this meeting, the sponsor teacher shall:
 provide the student with necessary information about Park Place Child Care, its
philosophy and approach to child care, the Program’s routines, student hours/schedule,
etc.
 discuss the student’s goals and assignments from their college.
 Decide who the center sponsor teacher will be
2. Communicate with the college regarding confirmation a clear criminal record check has been
obtained.
3. Upon starting the student will be introduced to the children, families, and staff teams.
4. The student will be supported by the center supervisor/manager with ongoing
communication/feedback, mentoring, supporting activities, filling our sponsor teacher booklet,
connecting with the college practicum instructor on visits, etc.

HUMAN RESOURCES

Policy: VOLUNTEERS

Park Place Child Care welcomes from time to time volunteers to assist in the program. Ensuring
BC Child Care Regulations are met.
Procedure
Park Place Child Care ensures volunteers are interviewed and a clear BC criminal record check, character
references, immunization record/form and a signed confidentiality policy is obtained before assisting in
the child care program.
Managers ensure:
Volunteers will:
 Never be left alone with children
 Not diaper children/toilet children
 Not be counted as part of the Program ratio
BC Child Care Licensing Regulations, Part 3 Division 1, Section 19 (5):
https://www.bclaws.ca/Recon/document/ID/freeside/332_2007#section19

HEALTH & SAFETY
POLICY: EMERGENCY PREPARDNESS & TRAINING
To ensure educators have emergency protocol for the safety of all, and children and staff have adequate supplies
in the event of any emergency, as per BC Child Care Regulations, and the Emergency Preparedness Guide for Child
Care, Park Place Daycare follows the procedure below.
PROCEDURE
Educators at all Park Place Daycare programs are committed to providing a safe and healthy environment for all
children by ensuring prevention and practice strategies are in place:
 Earthquake and fire drill/evacuation procedures (approved by BC Child Care Licensing) are posted in the
Child Care Program and are practiced at least once a month.
o Fire Drill procedure as per BC Child Care Licensing Regulation Section 22 (2), b
o Keith Road location fire drill:
1. Educators gather children at the program room door
2. Educators will take the emergency supplies located in each room at Keith Road.
 72 Emergency supplies are located in the storage bins in the parking lot at the
back of the building.
3. Educators proceed and gather at the play yard door
4. Educators proceed out to the play yard
o 15th Street location fire drill:
1. Educators gather children at the program room door
2. Educators will take the supplies carts located outside of each classroom as well as the
carts located in the kitchen area.
3. Educators proceed out to the play yard with their group
4. Educators proceed down the ramp and meet in the parking lot area as a whole
 Each child enrolled has an emergency comfort kit provided by the family, in compliance with BC Child Care
Licensing Regulations.
 Emergency kit as per BC Child Care Licensing regulation, Section 22 b), adequate supplies for 72 hours at
center.
 ensuring mandatory and up-to-date First-Aid training for all staff
 being prepared for all types of emergencies, including fire, earthquakes, floods, ice storms, power failure,
and lack of heat or water
 Emergency kits and supplies are located in the storage bin in the child care parking lots.
In emergency situations where regular child care buildings are not available (due to not being safe) the following
evacuation steps will be followed:
 1225 East Keith Rd. North Vancouver, program:
o Upon deeming evacuation necessary, children will be assembled at the back exit to the
playground.
o Educators will ensure they double check attendance sheets to ensure all children are accounted
for.
o Educators will take the one-day emergency kits, medication and cards, and carts located in the
kitchen area.
o The group will proceed through the back-play area to Public Storage (neighbouring business)
located at 600 Brooksbank Ave.: Contact: 604987-0012
o Access the emergency supplies bin located in the child care parking lot.
 124 East 15th St. North Vancouver BC, program:
o Upon deeming evacuation necessary, children will be assembled at the back exit to the play patio
o Educators will ensure they double check attendance sheets to ensure children are accounted for
o Educators will take the one-day emergency kits, medication and cards
o Educators will lead the group down the outside ramp to Loblaws ramp across the alley.
*Educators/Manager will communicate with families either via phone, email, Whats App, or the Daycare Web
Watch system.
Resource:

An emergency Preparedness Guide for Child Care, prepare to care child care, VCH
http://www.vch.ca/Documents/Child-care-emergency-preparedness-guide.pdf

(EMERGENCY PREPARDNESS & TRAINING CONT.)
As per BC Child Care Licensing Regulations, section 22, the Children’s Centre will:
http://www.bclaws.ca/civix/document/id/loo96/loo96/332_2007#section22
Emergency training and equipment
As per CCFL Section 22, at Park Place Daycare we have:
(1)
a) all of the emergency exits required approved by the local fire and building departments within the
meaning of the Fire Services act
(b) we have an emergency plan that sets out procedures to prepare for, mitigate, respond to and recover
from any emergency.
(2) At Park Place Daycare we ensure staff are:
(a) trained in the implementation of the fire drill system and emergency plan (including the use of any
equipment noted in the fire drill system and emergency plan)
(b) practise implementing the fire drill system at least once each month, and
(c) practise implementing the emergency plan at least once each year.
(3) Park Place Daycare displays a copy of the fire drill system in the facility
(4) Park Place Daycare ensures that all employees have access, in an emergency, to reliable communications
equipment.
As per the Emergency Preparedness Guide for Child Care: http://www.vch.ca/Documents/Child-care-emergencypreparedness-guide.pdf, each child has an earthquake kit containing the minimum required items provided by the
family.
Comfort Kits To assist your facility in gathering essential supplies and to comfort the child, consider asking parents
to provide comfort kits. Provide parents with seal-able plastic bag with a list of items to provide, such as:
 A photo or letter from home
 Small toy or book
 Small non-perishable food
 Bottle of water

HEALTH & SAFETY
POLICY: EMERGENCY TRANSPORTATION / MEDICAL ASSISTANCE REQUIRED
For children who require immediate medical attention, educators will call 911 emergency services immediately.
PROCEDURE
When a child needs immediate medical assistance educators will:
 Call 911
 Administer first aid until emergency services arrive
 Pass all information onto the emergency attendant
 Ensure all other children are kept calm, safe, and moved away from any emergency situation
 Call daycare Manager
 Call for assistance of other educators if necessary
 Manager/head educator on duty will call the child’s legal guardians and/or emergency contacts to inform
them of the situation
 Complete an Incident Report as per BC Child Care Licensing Regulations

HEALTH & SAFETY
POLICY: WATER FLUSHING
Based on the safety requirement by Vancouver Coastal Health and BC Child Care Licensing, a water flushing plan is
implemented to ensure the facility can provide water to children in care and employees that meets the Guidelines
for Canadian Drinking Water Quality Standards:
http://hc-sc.gc.ca/ewh-semt/water-eau/drink-potab/guide/index-eng.php
PROCEDURE:
Licensees are to ensure that the first employee on the premises follows the daily flushing procedure of the drinking
water taps. Staff will follow the below water flushing procedure to comply with this requirement:
 The drinking water taps are flushed every day that the child care center is open
 Flushing is completed before the child care center opens for the day
 The cold water must be turned on and let run for at least 5 minutes. The tap should run until the water is
cold

HEALTH & SAFETY
POLICY: NO SMOKING
Ensuring the health and safety of children, educators and families, smoking and the use of smokeless tobacco/vape
products/cannabis is prohibited on child care grounds and in vehicles.
Procedure:
To ensure smoking laws and child care policies are followed, Park Place Daycare will:
-

Ensure families are aware of the no smoking policy
Ensure educators are aware of the no smoking policy
Strictly enforce policy to support health child development and a smoke free environment

Resource:
Community Care and Assisted Living Act, Child Care Licensing Regulation, Section 13 (3)
B.C.’s Child Care Licensing Regulation restricts smoking at licensed child care facilities.
British Columbia Occupational Health and Safety (OHS) Regulation, Part 4
B.C.'s Occupational Health and Safety (OHS) Regulation governs smoking and second-hand smoke in the
workplace.

HEALTH & SAFETY
POLICY: ALLERGIES
To ensure safety of children and Parkplace is aware of current allergies, safety precautions, and procedures to
follow if reactions occur.
Procedure:
To ensure the Community Care Licensing Regulations Part 4 Division 4 Section 57 (e) and the information given by
families (in the signed parent agreement) is followed, staff will be familiar with the child’s file and Park Place
Daycare will ensure:
 All educators will be familiar with the allergy information in children’s files.
 Allergies are posted and communicated (i.e. new child/family, new staff, etc.)
 The program will not serve foods/beverages containing any of the food allergens nuts, eggs or shellfish.
 For other allergies/intolerances not listed above we ask parents to supply their own meals for example
(gluten free, no wheat etc.)
 Extra training will be provided by the public health nurse or parent if deemed necessary.
 Staff will take every reasonable precaution to prevent environmental allergens coming into contact with
affected children inside and outside of the centre
 A care plan will be developed if an allergic reaction has occurred.
o If the allergic reaction involves anaphylactic response an Emergency Action Plan Form will be
filled out by parents and posted at the daycare.
If a reaction occurs:
 Required forms will be filled out if a reaction occurs.
 Parents/families will be informed immediately of any allergic reaction and the steps being taken.
 911 and parents will be called if a severe allergic reaction occurs.
 Epi-Pen will be administered as per the instructions if deemed necessary

HEALTH & SAFETY
POLICY: MISSING CHILD
In the event of a missing child from the daycare, the educators/staff will remain calm and follow the procedures
below.
Procedure
If a child goes missing:
 Educators will ensure the remaining children stay together (are brought together)
 Educators will re-check children head count and names on the attendance list.
o Confirm which child is missing, and when/where the child was last seen, making note of the
specific time.
o The Manager (or available Educator) will find the emergency consent form and a photo of the
child/child’s file.
 Educators will stay calm, call 911 and provide a complete description of the child (including clothing worn)
o Staff will follow the instructions of the 911 operator
 Available educators will be instructed to search the area, bathrooms, etc.
 Educators will notify the parent/guardian and inform them of the steps that are being taken to locate
their child.
 The Manager/owner will be supporting/involved in every step
 *The incident will need to be documented as per BC Child Care Licensing Regulation Requirements
Section H, definition of missing and wandering (which means a child who is missing)
 Follow up support will be offered to the educators, children and families (de-brief meeting, suggested
counselling, etc.)

HEALTH & SAFETY
POLICY: IMMUNIZATION
Park Place Daycare, as required by the BC Child Care Regulations, keeps an up-to-date copy of each child’s
immunization record in case of outbreaks or health concerns.
Procedure
To ensure health and safety for all children, families and staff, Park Place Daycare:
 Requires a current immunization record for each child supplied by the family upon enrollment.
 Immunization records are kept in individual child files.
 We require parents to keep up with the required immunization schedule from the government:

https://www.healthlinkbc.ca/tools-videos/bc-immunization-schedules


Non-vaccinated children are not accepted into the programs.

HEALTH & SAFETY
POLICY: ILLNESS

To ensure health and wellness for our children, families, and staff, Park Place Daycare follows the
recommendations outlined by Vancouver Coastal Health and the Sneezes and Diseases booklet.
Procedure
Preventing Illness in Child Care Settings: http://www.health.gov.bc.ca/library/publications/year/2003/com018.pdf
As per recommended child care illness prevention guidelines, symptoms that should exclude a child from attending
child care, and thus a child is considered sick (should stay home or will be sent home) when any of the following
are present:
 They have a fever over 37.5 C
 Infected eyes or skin
 Any type of contagious or communicable disease (such as flu, measles, mumps, rubella, chicken pox, etc.)
 Unexplained diarrhea or loose stool
 Nausea, vomiting or abdominal cramps
 An acute cold with fever, runny nose and eyes, cough or congestion, laboured breathing.
If a child becomes ill at daycare (see above) educators will:





Contact the parent/guardian to request pick up
If the parent/guardian is unreachable, an alternative emergency contact will be called
Make the child comfortable in a quiet are away from the other children (with an educator or within view
of an educator)
Educator plays their role in illness prevention in their day to day practices. These practices, such as proper
hand washing, diapering, toileting, and food preparation, will limit the spread of bacteria and viruses.

Families are asked to report:





Any contagious or communicable disease
Unexplained diarrhea or loose stool
Nausea, vomiting or abdominal cramps
An acute cold with fever, runny nose and eyes, cough or congestion, laboured breathing.

As per BC Child Care Licensing Regulations, section 54:
http://www.bclaws.ca/civix/document/id/loo96/loo96/332_2007#section54
 Educators will ensure while under supervision, a quiet and clean resting area for the child.
 Notification of the medical health officer if a child in the program has a reportable communicable disease.
 If the situation develops into a medical emergency, 911 will be called.
As per the Sneezes and Diseases health resource, it is recommended children are able to return to the child care
program when:
 The child has been symptom free for 24hours from fever, vomiting, and diarrhea
 The applicable exclusion period has concluded from a communicable disease
 The child can participate fully in the program
Note: Any medicine required to treat the above symptoms/illnesses will not be administered by the educators as
the child is too ill to attend and participate fully in the daycare program.

HEALTH & SAFETY
POLICY: DIAPER/TOILETING
To ensure health, hygiene and recognition of the sensitive nature of diaper/toileting, educators ensure consistent
process is followed and embrace it as an opportunity for one-to-one time with the child with the utmost respect.
Procedure
Based on guiding documents such as Preventing Illness in Child Care Settings and required legislation in the BC
Child Care Licensing Regulations (Part 4, Division 1, section 46), educators will:










Ministry of Health procedures are followed and posted in the bathrooms. (See Preventing Illness in Child
Care Settings, pg. 5.)
o Diapering/toileting areas are always near warm running water, and never used for food
service/storage
o Proper diaper disposal and minimal handling of waste
o Educators wear gloves
o Educators ensure proper hand washing for selves and children (posted)
o Sanitizing change station before and after each use
Record diaper changes and toileting activities on the diaper/toileting chart
Encourage independence for dressing and toileting, at a child’s individual capacity, assistance and support
will be given to encourage and scaffold new skills.
Discuss with the family when a child is physically and emotionally ready to start to learn to use the toilet,
always child led interest. (consulting with parents/guardian first):
o Toileting area requirements for learning:
 This area should also be convenient for hand washing.
 Step stools and toilet adapters that help children use flush toilets are present.
Be patient, supportive, positive and understanding during the learning process, Accidents are never
treated with punishment, ill treatment. They are treated with no judgment, discreetness, and a matter of
fact “learning opportunity” approach.
Always be respectful of child’s needs and protection of human dignity (ECEBC Code of Ethics)

Resources:
Preventing Illness in Child Care Settings: http://www.health.gov.bc.ca/library/publications/year/2003/com018.pdf

HEALTH & SAFETY
POLICY: MEDICATION NON-PRESCRIPTION AND PRESCRIPTION

Administration of medication in daycares is regulated by the BC Community Care Licensing Regulations. This policy
ensures following these guidelines and protects children, families and educators that are not formally qualified to
make any judgement calls regarding medication. As such, only medication prescribed by a doctor will be
administered.
Procedure
To ensure safety and consistent process regarding medication, the following requirements are followed:








All medications are kept in a container in the kitchen out of children’s reach.
Parents are asked to inform the staff of any side effects or reactions that medication may cause in a child
so the educators can watch (ex. Hives, drowsiness, diarrhea, etc.)
Authorization of Non-Prescription Medication form must be completed by the parent and physician.
A Medical Consent form must be filled out by the parent/guardian for each prescription required.
Medication must be brought to the centre in its original container with instructions from the doctor on
administration details including:
o Child’s name
o Name of medication
o Dosage
o Route (oral, nasal, ear, etc.)
o Physicians name
o Care of medication (shake well, refrigerate, etc.)
o Date to end administration of medication
As per BC Child Care Regulations, section 53:
http://www.bclaws.ca/Recon/document/ID/freeside/332_2007#section53

Note: Medication arriving at daycare in a baby bottle will not be given, it will be locked up and returned to the
family at the end of the day

HEALTH & SAFETY

Policy: Reportable Incidents

As per BC Child Care Regulation section 52 and 55, to ensure the proper handling, documentation, and
liability procedures of reportable incidents, and definitions outlined in Schedule H, the reportable
incident policy is adhered to by all Park Place Daycare personnel.
BC Child Care Licensing Regulations: http://www.bclaws.ca/Recon/document/ID/freeside/332_2007
Procedure:


The staff/managers of Park Place Daycare ensure that an incident report is filled out within 24
hours and sent to VCH Child Care Licensing Officer (original retained in child file) for the
following reportable incidents:
- Aggressive or unusual behaviour
- Attempted suicide
- Choking
- death
- Disease outbreak or occurrence
- emergency restraint
- Emotional abuse
- Fall
- Financial abuse
- Food poisoning
- Medication error
- Missing or wandering person
- Motor vehicle injury
- neglect
- Other injury
- Physical Abuse
- Poising
- service delivery problem
- Sexual abuse
- unexpected illness



Park Place Daycare staff/Managers will notify a child’s parent or emergency contact and the
medical health officer when a child is or may have been involved in a reportable incident
To satisfy the regulatory requirements for notification within 24 hours of a reportable incident,
Licensees may report to Licensing via fax, email of scanned copy of the report or telephone call to a
Licensing Officer. An original copy of the report should be sent via mail or dropped directly at the
Licensing Office for Licensing follow-up. Notification information should be recorded on the
incident report in the appropriate areas.



Note: Staff/Managers will connect with their local child care licensing officers with any specific situation
questions regarding if a form is necessary.
Resource:
https://www.islandhealth.ca/our-services/community-care-facilities-licensing/incident-reporting

HEALTH & SAFETY

Policy: Child Abuse

To adhere to the requirement by law to report suspected or disclosed child abuse, Park Place Daycare
staff follow the below procedures to ensure child protection.
Procedures:
Reporting procedures are designed to protect the child. The primary concern is the safety and well being
of the child. Upon suspected or disclosed child abuse, staff immediately:
-

Inform a team leader/manager/supervision
Managers/team leads will call the police or Ministry of Children and Families to report and
receive guidance
Document the discloser or reasons you suspected child abuse and reported
Parents are not contacted to ensure safety of the child
Staff do not determine if abuse has occurred

In addition, staff use the resource to understand their role and prevention:
The BC Handbook for Action on Child Abuse and Neglect
https://www2.gov.bc.ca/assets/gov/public-safety-and-emergency-services/public-safety/protectingchildren/childabusepreventionhandbook_serviceprovider.pdf

HEALTH & SAFETY

Policy: Sun Safety

Park Place Daycare recognizes the importance for children to be outside for their physical, social,
cognitive and emotional developmental needs and growth. As such the following procedures will ensure
sun safety when outdoors.
Procedure:
Park Place Daycare will provide a safe environment for our children and staff by reducing ultraviolet
radiation exposure from the sun during outdoor activities. The following appropriate sun protection
strategies followed are:
-

Infant activities and walks will be held in the shade when possible, and breaks from the sun will
be built into outdoor time.
Sunscreen will be applied before heading outside, and reapplied when necessary
Staff will ensure children have their hats

Parents are encouraged to send their children with appropriate sun safe clothing, hats maximizing
coverage and sunglasses if the child needs. Requested sun safe clothing includes:
o
o
o
o

A wide brimmed hat to maximize protection of the face, neck and ears if possible.
Tightly woven, loose clothing that covers as much skin as possible while allowing cooling
Optional sunglasses that are shatter resistant UVA/UVB wraparound sunglasses
Sunscreen that is water resistant with broad spectrum protection SPF 30 or higher. (safe
infant options discussed with parents.

