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INTRODUCTION
Wee Bairns Infant Care Centre located in Murdoch MacKay Collegiate has been operating for over twenty-seven years. The centre was funded through joint participation of the River East Transcona School Division, the Department of Education, the Department of Community Services, Child & Family Services and operates under the guidelines established by Early Learning and Child Care as a non-profit organization. 

We are a fully licensed centre providing quality care for up to eight infants between twelve weeks – twenty-four months, with provision to care for up to three children between twenty-four – thirty months. 

A Board of Directors made up of representatives from the River East Transcona School Division, Murdoch MacKay Collegiate Administration, Child & Family Services, Public Health Nurse, Parents of the infants in care and members of the community directs Wee Bairns Infant Care Centre. The Director of the facility administers the day-to-day operations. 

The Parent Policy Manual, created by both the Director and Board of Directors, outlines important information and policies regarding the operation of Wee Bairns Infant Care Centre.

CODE OF CONDUCT
At Wee Bairns Infant Care Centre, we strive to provide a safe, caring, learning environment for children, staff and families. We believe in the equality of children and respect diversity. The centre’s Code of Conduct guiding principles for appropriate behaviour include be respectful, be supportive of relationships, be ethical and act with integrity, be supportive of learning, be safe and maintain confidentiality. 

Our Board of Directors, management and staff, children, parents/guardians of children enrolled and all others involved with the centre (including Murdoch MacKay Collegiate staff and volunteers) are expected to behave in a respectful manner and comply with this code of conduct. 

To review a full copy of the Code of Conduct, please contact a staff member.
OUR OBJECTIVES
1. To provide a warm, consistent and loving atmosphere for infants in the community who require childcare.
a. Our first priority is to provide care for the infants of adolescent parents in the River East Transcona School Division who are completing their high school education.   
b. Secondly, we are a resource for the community at large. When spaces are available, these will be filled with infants from the community requiring childcare. This will be done with the understanding that at the beginning of each semester priority will be given to adolescent parents who are returning to school to complete their high school education. 
2. To help each child reach his/her full potential: physically, mentally and emotionally by providing the program and equipment necessary to nurture the infant. 
3. To provide a safe, respectful, homelike environment in order to develop healthy relationships between children, parents and staff. 
a. For centre staff to communicate effectively with parents
b. To relate to children in a positive and effective manner
c. To respect the rights of children
4. To support the adolescent parents by:  
a. Providing an individualized timetable, which will enable them to continue their course of studies and receive their high school diploma.
b. Offering support and resources, which aims at increasing the understanding of human growth and development thereby increasing the parent’s coping and parenting skills. 
c. Developing a support group within the adolescent parents. This group will together share their needs and learn how to use the resources available to them: friends, family, community, government, etc. 
5. To provide experiences to help the individuals involved understand the value of sharing, cooperating and accepting responsibility. 
ELIGIBILITY, WAITLIST AND ENROLLMENT 


Priority for enrollment is as follows:

1. Priority will be given to adolescent parents who are registered at Murdoch MacKay Collegiate as a full time student and are residents of the River East Transcona School Division 
2. Second priority will be given to adolescent parents who are registered as full time students at Murdoch MacKay Collegiate and who live in areas other than the River East Transcona School Division. 
3. Parents who are Staff of Wee Bairns Infant Care Centre 
4. Parents who are Staff of Murdoch MacKay Collegiate 

When there are spaces available, infants will be enrolled from the community to fill the centre to capacity. 


Registration for childcare begins when a spot becomes available due to a child aging out of our program at 24 months (2 years) or withdraws from the centre. Wee Bairns enrolls families from our centre waitlist following the priority order and then by order of request. 

Students at Murdoch MacKay may have care extended past two years to complete their semester. 
Care is only extended past 2 years (up to a maximum of 30 months) under the following circumstances: 

1. Students at Murdoch MacKay may have care extended past two years to complete their semester (up to a maximum of 30 months of age). 
2. Except for as in (1) above, for staff or community parents the spot must not be in demand by one of our priority enrollment groups, and care may only be conditionally extended 3 months to meet a gap in care. Priority requests which come in during this time may cause an end to the extension with one month notice. 
3. Parents requesting an extension must have appropriate childcare worked out for their child and show there will be a gap in care. 
4. Director will have the discretion to say whether an extension is granted. 

If need be, members of the community who are not attending school and who have their child in the centre will be asked to find alternate care for their child to provide space for the incoming adolescent parent. The criteria for determining which parents will be asked to find alternate childcare will be:
· Reason for which subsidy has been granted (i.e. if subsidy has been given for educational purposes, that child will remain in the centre)
· Child closest to age two 
· Order of enrollment 

The Director will make the final decision. Parents who are asked to find alternate childcare will be given one month's notice to find alternate care for their child.
STAFF
Wee Bairns Infant Care Centre employs an Executive Director who is responsible for the day-to-day operations of the centre in consultation with the Board of Directors. We are committed to quality care of the infants. Staff are selected based on level of qualification (two thirds of all staff are educated at the ECE II or III level), experiences and ability to nurture and care for children. 

Staff at Wee Bairns Infant Care Centre (including substitutes) all have submitted to a Criminal Records Check and have been checked against the Child Abuse Registry. In addition, all staff are trained in First Aid and CPR and are required to renew their first aid training every three years. 

Staff ratio is 1 staff to 4 infants. Please note that this is a minimum staff ratio. Wee Bairns Infant Care Centre will endeavor to maintain superior staff/child ratios throughout the day. 

Volunteers/Co-op Students/Work Education Students: Occasionally the centre will have volunteers on site. Volunteers will not be included in the ratios and will never be left alone with the infants. Names of these individuals will be posted in the room when in attendance.
HOURS OF OPERATION
The centre is open Monday through Friday from 7:30am – 4:30pm. 
STATUTORY HOLIDAYS
Fees are charged for all statutory holidays to cover the operational costs of the centre. In the event a statutory holiday falls on a weekend, the day preceding or following will be observed. Advance notice will be given as to which day the centre will be closed. 

Holidays Observed by the Centre – The centre will be closed for the following days:

New Year’s Day			Louis Riel Day			Good Friday
Easter Monday1 		Victoria Day			Canada Day
Civic Holiday			Labour Day			Thanksgiving Day
Remembrance Day		Christmas Day			Boxing Day

1 if there are no classes at Murdoch MacKay. 

As per the lease agreement with the River East Transcona School Division, the centre cannot operate without a custodian on site. In the event the school or custodian receives a holiday that is not normally observed by the centre, the centre will also be closed on such days. Advance notice will be given when this situation arises and a credit to the parents accounts will be made.  

The Board of Directors may decide to close for Spring Break, Winter Break and/or Summer Break but adequate notice will be provided to all parents. 

EDUCATORS PROFESSIONAL DEVELOPMENT
The government permits child care centres to close two days per fiscal year for professional development. On these days full day fees are charged. Wee Bairns will notify families in advance of the annual closure date.


FEE POLICY
FEE AMOUNTS
Parents must pay for every day registered, regardless of any days missed due to illness, inclement weather, Statutory and observed holidays and vacations. 

Daily fees are set according to the amounts approved by Early Learning and Child Care and currently are:
	Infant Full-time						$10.00 (more than four hours a day)
	Preschool (24 months – 30 months) Full-time		$10.00 (more than four hours a day)

Wee Bairns Infant Care Centre also accepts subsidy. Parents applying for subsidy may submit an application from the Early Learning and Child Care website. Subsidy is awarded to parents based on their income and needs. If you require assistance with a subsidy application, please notify the Director. 

DUE DATES
Fees are invoiced every four (4) weeks in advance. The billing periods do not follow a monthly schedule. The amount is due on the Friday before the new billing period. The billing periods are in accordance to the Province of Manitoba billing cycle; which is 13 4-week periods (20 days) per cycle. 

Fees can be paid with cheque or cash. If paying by cash, it is requested to pay the correct amount owed. Otherwise, the difference will be put towards the next month’s invoice. Wee Bairns Infant Care Centre does not carry any funds and cannot provide change. 

If at any time, parents are unable to make full fee payments by the set due date, parents are expected to contact the Director immediately to arrange a payment schedule. Failure to arrange a payment schedule or submit payment may result in forfeiting your childcare spot. It is the parents’ responsibility to initiate this contact. 

Delinquent accounts will be dealt with by a collection agency or through Small Claims Court. As the centre is a non-profit organization and income is limited, we are unable to allow fees to go unpaid. 

RECEIPTS
Receipts are issued for all fee payments, at the time they are received/processed. These receipts should be retained for income tax purposes.


LATE FEES
Additional fees will be charged due to late pick-up. The centre is closed and staff leave at 4:30pm. Late pick-up fees are charged as follows:
$15 between 4:30pm and 4:45pm
$30 between 4:46pm and 5:00pm
If you are later than 5:00pm and we have been unsuccessful in contacting an authorized person to come pick up your child, we will call Child and Family All Nations Coordinated Response (ANCR) and follow their direction. A $30 charge will also apply.
Bill will arrive by email, along with the reason for the charge and payment due date. Failure to pay late fees or make a payment plan with the Executive Director within two business days may result in loss of your childcare space.
If you are late picking your child up more than three times your child may be withdrawn from the Centre.
WITHDRAWAL
Wee Bairns Infant Care Centre requires at least two weeks written notice of withdrawal of a child from the centre. 

If insufficient notice of withdrawal is given, the parent is required to pay the two-week cost beginning the date notice is given/last day of attendance.  
PARENT INVOLVEMENT 
A minimum of 20% of the Centre’s Board of Directors must be a parent/guardian of a child attending the centre. If you are interested in sitting on the Board, please notify the Director. 
STUDENT PARENTS REQUIREMENTS
· Bring your infant to the centre by 8:40am to ensure that you have time to settle your child and arrive to class on time
· Call the school and centre by 8:30am if you will be absent 
· 
· Parent will be charged their daily fees even if absent
· Attend class regularly 
· After 20 days of absence from classes during school term, care is terminated
GUARDIANSHIP AND ACCESS POLICY
To ensure the safety of a child, the centre requires a copy of any legal forms stating who has legal custody of the child should the parents be separated or divorced. As well, the centre requires a copy of any restraining orders that restrict a person from having any contact or communication with a child. Staff cannot legally refuse access to a child by the other parent if a legal document is not on file at the centre. 

The Director must be informed immediately of any change in a child’s family composition, especially those involving legal matters. 
CHILD PROTECTION POLICY
Wee Bairns Infant Care Centre is required by law to report any suspicion of child abuse, as per Day Care Regulation 11(4). 

“Abuse is defined as an act of omission by a parent/guardian or a person who is in care of the child and which results in: 
1. An unusual injury to the child
2. Emotional disability 
3. Sexual exploitation of the child with or without the child’s consent”

Parents will not be informed before a report is made to Child and Family Services as per their policy prohibiting this disclosure. 
CONFIDENTIALITY POLICY
No information, verbal or written, regarding a child or their family shall be given to any persons other than the legal guardians of the child. The staff will not discuss a child with another ECE or parent in the immediate presence of that child or any other children. In case of an emergency or injury to a child, information may be released to the proper authorities, medical staff tending a child or in the case of abuse, to Child and Family Services. 

INFANT CURRICULUM PLAN
Wee Bairns Infant Care Centre strive to have 2/3 trained staff caring for our eight infant/toddlers, ages 12 weeks to 30 months of age. Thus giving infants a consistent caring adult to count on and provide the opportunity for a trusting relationship. We recognize each child is unique and have their own schedule for all caregiving and developmental needs (rest, meals/bottle feedings, diapering, and short play periods). Considering their individual needs, we meet each infants needs through offering a variety of infant/toddler age and developmental appropriate learning equipment, materials, and experiences. 

The arrival of children begin at 7:30am, children have the opportunity to explore the various age appropriate materials within the room while staff engage in play with the children. Staff prepare/engage in activities supporting the development of all children. High chairs are within the main room allowing the children to eat (be assisted) based on their own schedules. A change table is located in the main room allowing for diapering to be done while maintaining staff to child ratios (1:4). 

Weather permitting, all children will experience daily outdoor play/exposure (whether going for community walks or playing in the playground). Outdoor play/exposure will either occur as one big group with two staff or two separate groups of up to 4 children and 1 staff (dependent on the activities of the children). 

There is a separate sleep area adjacent to the main play room. Each child has their own crib (or cot if over the age of 18 months) along with their own individual blanket. When all 8 children are sleeping in the nap area, staff will be sitting in the infant nap area providing direct physical supervision of the eight children. As the children wake up, if 3 or fewer children are awake, those children and one staff will occupy the main play room. The door separating the main play room and nap area will be left open and one staff will remain with the children napping. In the event that 5 or more children are awake and up to 3 children are napping, the children that are awake and two staff will occupy the main play room. The door separating the main play room and nap room will be left open, there will be sufficient lighting in the nap room to see the napping children’s physical appearance and breathing. A staff in the main play room will be positioned near the vicinity of the nap room and will do direct and visual checks on the napping children every 10 minutes.   

In the event of an immediate evacuation, staff and children will exit the north doors of the daycare. A detailed outline of our evacuation procedure is located in our Enhanced Safety Plan. We will ensure to practice and implement our evacuation plan as outlined in our approved Enhanced Safety Plan. Staff will regularly review and implement the centre’s approved Infant Curriculum Statement to ensure we meet each child’s individual daily needs for sleep, snacks/meals and diapering toileting. Regulations 8(2), staff to children ratios of 1:4, will be maintained at all times while implementing this plan.  

INFANT PROGRAM
INFANT CHECKLIST
· Bag/Sleeve of diapers
· 1-2 changes of clothing
· Formula/Milk
· Nutritious snacks 
· Nutritious lunch 
· Any creams or powders normally used for child

Please ensure your child is dressed appropriately for the weather as the children participate in outdoor activities (i.e. hat for summer, mitts/toque/scarf for winter)

Checklist supplies are to be replenished as necessary, to ensure child’s well-being. 

Each infant (between twelve weeks – eighteen months) has his/her own crib and each infant (eighteen months plus) has his/her own cot. The centre provides and launders crib/cot sheets and blankets for the children. ELCC regulations state that infants under 1 year can have a sleep sack but no loose blanket. Families are welcome to bring a smaller swaddling blanket from home for children over 1 year. 

Communication between the centre and home is crucial for a positive day care experience. Parents are encouraged to come forward with any skills or information that they may have that will enrich the children’s community at the centre. 
NUTRITION 
Children attending our facility will thrive cognitively, physically and behaviourally through the provision of a variety of nutritious foods and a relaxed and calm eating environment every day. Parents are responsible for bringing nutritious meals and snacks for their child. We strongly encourage parents to bring options from each food group, if applicable. Parents are also asked to supply formula/milk and baby food (if applicable) for their child. Staff will notify the parents when items need to be replaced.

Please ensure all snacks/lunch is prepared and cut in smaller portions for safety reasons (i.e. grapes cut into quarters, fruit cut up, etc.) 

In the event snacks are forgotten, our facility carries snacks and the child’s meal will be supplemented. Some example of the snacks we carry/provide are: fruit, yogurt, cheerios, oatmeal, fruit sauce, crackers and infant/toddler crackers (Baby Mum Mums). 

Wee Bairns Infant Care Centre is a nut free facility, please refrain from bringing these items to the centre. If there are additional allergies within the room, staff will notify parents. 

HEALTH AND WELLNESS POLICY
We collect information about your child’s health, symptoms or diagnosed illnesses, to help staff meet the needs of your child and to prevent the spread of illness in the centre. Parents must report to the centre all communicable diseases and/or conditions requiring antibiotics, as the centre is required to report these to The Community Health Centre (Public Health Nurse) and post a notice to advise other parents. A child in the contagious state of an illness may not attend daycare. Incubation periods will be as outlined by the Department of Public Health.   
 
When to keep a child home from daycare:
· When they are sick! The best place for a child who is unwell is at their home. This is for the sake of the child and also keeping public health in mind. Generally, a child who is too ill (e.g. with fever, diarrhea, or flu) to participate in the full day care program (outdoor play included) should not attend the centre. Some examples include, but are not limited to, the following: 
· diarrhea, 
· vomiting, 
· elevated temperature and 
· ear infections
· If your child requires Tylenol or equivalent in the morning before coming to the centre due to illness this means they are too ill to attend the centre—except if the child is taking Tylenol or equivalent for teething and no other symptoms are present.  

 
At the Director or supervisor’s discretion, a child will be considered too sick to attend daycare in accordance with the following criteria: 
· Diarrhea: after the second case in one day, the parent will be contacted to pick-up their child 
· Vomiting: after a child has vomited once, the parent will be notified to pick-up their child 
· Fever: elevated temperature of over 38 Celsius  
· Rashes or spots are present
· Colds and/or upper respiratory infections 
· The child may attend the centre if they are able to participate in activities and are coping through the day. If the cold is causing difficulty in breathing, elevated temperature or if the child is presenting as unable to participate fully, the parent will be contacted to pick-up their child
· Ear infections: 
· The child may attend the centre after receiving one full day of antibiotics. However, if the child is presenting as unable to participate fully in activities, the parent will be contacted to pick-up their child 
· Change in child’s normal behaviour which is presenting as inability to participate fully in activities
· Child is unable to participate in everyday activities due to illness
 
Parents are required to inform the centre, as soon as possible, if the child will be absent due to illness, and what illness/symptoms the child has.  

Emerging Illness and Pick-Up Process
· If a child becomes ill while at the centre, the staff will call the parent to arrange for immediate pick-up. If the parent cannot be reached, their alternate contact person will be called. Parents or their designated alternates must pick-up their child within one hour of the phone call from staff. 
· The Director or Supervisor has full responsibility for determining when a child should be sent home due to illness 
· If a child is not picked up within the hour twice, the issue will be reviewed by the Board of Directors.

Returning to Daycare: 
(These are general guidelines for some conditions. The Director or Supervisor reserves the right to make discretionary judgement regarding the appropriate action to be taken.)

When to return?
Return to daycare when your child is feeling well. In most cases, reviewing the illness criteria above will give a good indication of when a child can return. Additionally:

· Any child requiring antibiotics are required to be on antibiotics for a full day before returning back to the centre.  
· Wee Bairns reserves the right to ask for written clearance from a physician for a child to resume care at the centre (doctor’s note) in the case of communicable diseases. 
· Emergent communicable diseases (eg. Covid-19, Measles, Flus) - if a child tests positive for a communicable disease please follow recommendations from Public Health. Wee Bairns will communicate recommendations as we receive them.  
· Your child should be 24 hours symptom-free in the case of: 
· diarrhea, 
· vomiting, 
· Fever
· Wee Bairns follows Public Health recommendations for the following ailments as listed: 


	SUMMARY OF REGULATIONS 

	For the Control of Some Common Communicable Diseases 

	DISEASE
	ISOLATION OF CASE
	GUIDE FOR READMISSION TO SCHOOL 

	Chicken Pox
	If severe then 5 days or blisters have crusted. If mild then no exclusion required. 
	Child can participate in regular activities and has no fever 

	Diphtheria
	A suspect must be isolated until case is confirmed or disproved. Case isolated until cultures fail to show presence of Diphtheria Bacilli in two cultures taken no less than 24 hours apart after cessation of antibiotic.
	Clearance from Attending Physician or Health Officer after isolation period is completed 

	Infectious Mononucleosis 
	Isolation not required. 
	Clearance from attending Physician or Health Officer 

	Red Measles (Rubella-Mandatory Immunization) 
	Isolation for at least 4 days after appearance of rash
	 4 days after the rash appears or until asymptomatic (whichever is longer). 

	German Measles (Rubella)
	 Isolation for 2 – 3 days until rash and symptoms have disappeared. 
	7 days after onset of rash and symptoms have subsided 

	Scarlet Fever 
	Isolation until patient has been under appropriate antibiotic treatment for 2 days
	Clearance from Attending Physician/Public Health Nurse when asymptomatic 

	Whooping Cough (Pertussis) 
	Isolation for 3 weeks after onset of disease or 1 week after commencing appropriate antibiotic therapy. 
	Exclude until 5 days after start of antibiotics or 2 weeks if no treatment given. Contacts may need antibiotics or vaccine 

	Scabies
	 Until treated appropriately 
	Exclude until treated. Treatment of contacts may be necessary to control outbreaks 

	Pediculosis (Head Lice) 
	Until adequately treated and all nits removed.
	 After appropriate treatment and removal of all nits 

	Ringworm
	 Until under treatment. 
	Exclude from gyms, swimming pools and activities involving bodily contact until healed. 

	Impetigo
	 Exclude from school until under treatment. 
	On appropriate antibiotic for 1 day (24 hours). 

	Conjunctivitis (Pink Eye) 
	Exclude from school until under treatment (24 hrs) if purulent, until discharge cleared. 
	On appropriate antibiotic for 24 hrs or if purulent – until discharge has cleared 

	Hand Foot Mouth Disease (HFMD)
	Exclude from school until symptoms resolve (usually 7 days). 
	Exclude until blisters have closed/dried and other symptoms resolved. No excessive drooling from sores etc. Child is well enough to participate. 

	Mumps
	 Isolation until swelling has disappeared 
	Exclude 9 days unless mild case and swelling subsided. Child must be able to participate in program





Medications:
The centre staff will administer prescribed medication, only if provided in the original container identifying date, dosage, frequency and length of time on medication, along with the physician’s name. If medication is outdated, it will not be administered. A medication form must be completed by the parent before the child is given any medication.  

Staff can administer Tylenol or equivalent to infants for teething and/or for fevers over 38 Celsius, while waiting for the parents to arrive. Parents are required to supply the Tylenol or equivalent in original container and are required to complete a medication form.


EMERGENCIES
In case of emergency, a staff member will assess the situation based on their first aid training and will: 
· Contact Children's Hospital. If an ambulance is required, the parent will be responsible for the cost of the ambulance fees incurred by the emergency 
· Contact the parents (or emergency contact if the parents cannot be reached) 
· Provide the hospital with any relevant medical information concerning the child
· Remain with the child until the parent arrives

For a non-emergency situation when we feel a child still requires medical attention, the parent (emergency contact if the parents cannot be reached) will be called and asked to take the child to the physician/hospital. 

Parents must keep all information regarding emergency contacts, as well as child’s medical information up to date at all times. 

ANAPHYLAXIS (Life Threatening Allergies)
If your child has severe allergies and needs to use an adrenaline auto injector, then it is the parents’ responsibility to inform the centre and supply the auto injector. Forms will have to be filled out giving the centre permission to use the adrenaline auto injector. The centre along with the parents will have to submit a URIS application. To review more information on the centre’s Anaphylaxis Policy, please see a staff member.  
CELEBRATIONS
The centre will acknowledge significant events such as Christmas, Easter, Halloween, Valentine’s Day, etc. Parents are welcome to donate baked goods/nutritious snacks for special occasions if the item is nut-free. 

When a child will be celebrating his/her birthday at the centre, if parents so desire, they are welcome to bring a cake and/or any other items they would like shared, as long as the items are nut-free. 
FUNDRAISING
Due to our limited monetary resources, we will from time-to-time fundraising to raise money for toys and equipment for the centre. It is not mandatory to fundraise and families will be given the option to participate. Your support and participation will always be needed and appreciated. We also appreciate and accept any donations. Receipts (for income tax purposes) will be provided for monetary donations.
BEHAVIOUR MANAGEMENT POLICY
The behaviour management policy is a set of rules and limits defining conduct and behaviour. These rules/limits are understood by the staff and are explained to the children and consistently enforced through positive reinforcement. The staff will model and teach children what is acceptable, safe, identify emotions, and resolve conflicts. The goal of behaviour management is to teach children self-discipline  and an understanding of consequences of behaviour. When children are self-disciplined and self-directed their needs and interest become clear to them and others. From this process, a curriculum is developed that is child-centered. 

The physical environment is planned to foster positive behaviour, social interactions, and safe play. Distinct activity centres are arranged with clear physical limits to allow for both active and quiet play. The staff plans age appropriate activities as well as supplies and rotates toys to encourage new and stimulating experiences. 

Wee Bairns Infant Care Centre has a system of guiding children’s behavior which promotes socialization and nurtures a child’s full growth potential. A child’s ability to be guided depends upon the development level the child has achieved in terms of language, perception, memory, and thinking ability. The centre’s methods are based upon a sound knowledge of child’s development, an understanding of the individual child, and respect for the child. 

Behavioral expectations vary greatly among different cultures, social groupings and child rearing practices. A parent feelings about behavior management are affected by their background, culture and experiences as a child. Wee Bairns Infant Care Centre’s philosophy of accepting and enhancing people’s cultural differences and similarities are reflected in the development of a sensitive behaviour management policy. 

The centre aims to provide a warm, safe, happy and secure environment so that trust and positive relationships and learning can occur. The staff will use a positive exchange to guide, redirect and reinforce rather than to compare, compete, or criticize. When behaviour management is positive it does not damage self-esteem but allows children to feel capable, competent and to experience pleasure from being with others. It takes into account the child’s developmental understanding and abilities and recognizes that needs and behaviours change as children grow and mature. 

Positive behaviour management praises and acknowledges caring and co-operative and desirable behaviours. The staff aim to provide children with an understanding of the limits of acceptable behaviour, the reasons for these limits, consistency in management of our behaviour and provide good role models for acceptable behaviour. 

Wee Bairns Infant Care Centre shall not permit practice or inflict any form of physical, verbal or emotional punishment/abuse. Physical abuse includes, but not limited to striking a child, directly, or with an object, shaking, shoving, or spanking. It also includes forcing a child to repeat physical movement, force-feeding, or any other action carried out which results in physical injury to the child. The denial of physical necessities including normal comforts such as clothing, food, bedding, or toileting is not permitted. Verbal or emotional abuse, including a harsh, belittling, or degrading response by an adult which would humiliate or undermine a child’s self-respect, will also not be tolerated. 

Staff seek help from colleagues when needed. They complete professional development in child development and guidance whenever possible. With parental consent/parental direction, professional advice is sought for recurring and difficult behaviour problems. Staff recognize the expertise of the child’s families and professional involved. Staff provides parents with resources and share information whenever possible. 
INCLUSION POLICY
Children of all abilities will be accepted into Wee Bairns Infant Care Centre. If a child is identified as needing additional support, those supports are to be in place prior to enrollment. 
· The centre is assessed to daily to ensure safety for all children using the centre. Adaptations are made to provide a safe environment
· Children are observed to help plan daily activities that are appropriate and meet the children’s needs
· Experiences and routines are adapted so all children are involved in a manner that promotes well-being, respect, dignity and equality
· Each child’s abilities are considered and their needs are met to have the opportunity to develop to their fullest potential 
· Families are supported and assisted in appropriate choices for their child; existing supports and community resources are used to meet those goals
· Staff are trained and supported with resources to  be effective at including all children while meeting individual needs
· Professional development will be ongoing
TRANSPORTATION POLICY
The following policies are designed to clarify responsibility among parents, caregivers, school divisions and childcare centres:

It is the parent’s responsibility to transport or arrange for transportation of the child to and from the centre. A designated alternate may pick-up the child but only with advanced parental notice, the designated alternate must show proper identification.

If the centre arranges an outing, a schedule will be given to parents when necessary. Parents will sign a field trip waiver when enrolling the child in the centre, which covers the centre’s planned programs off the premises. 

Upon arriving at the centre, the child is signed in by a staff member—sign on sheet is placed on the counter near the door. Upon departure, once the parent/pick-up person arrives at the centre, the child is signed out—once child is signed out the centre is no longer responsible for the care of that child. The child must also be signed out and in again each time they are taken out of the centre (including lunch and spares). The centre is not responsible for the children while they are out of the area with the parents. 
ENHANCED SAFETY PLAN
Wee Bairns Infant Care Centre has a more comprehensive Enhanced Safety Plan covering topics such as facility safety, inspections and maintenance. Staff and the Board review the plan annually. A copy of the Enhanced Safety Plan is available to view at the centre. 
EVACUATION PROCEDURE
A fire drill is conducted once per month. The evacuation procedure is posted at all exits. If parents are present during a drill or evacuation or shelter in place drill, they will be asked to participate with the children and staff. 

Our shelter in place is the Student Services Building located at 760 Kildare Ave (corner of Redonda St & Kildare Ave)   
STORM POLICY
If Murdoch MacKay Collegiate is closed with no custodian on the premises due to weather conditions, the daycare centre will be closed. In the event of a closure, parents will be notified by Remind App, phone, or email. If we are unable to reach a parent, we will make efforts to contact the emergency contact listed on the child’s enrollment form.

[bookmark: _heading=h.gjdgxs]Regular fees apply to weather related closures. Daycare fees will not be credited/refunded for weather related closures. 

MEDIA COVERAGE AND COPYRIGHT POLICY
Wee Bairns Infant Care Centre is developing our online presence. We are developing a website which will be a great resource to current and prospective parents and hope to fill it with pictures of our centre in action. We plan to celebrate our infants in their element! Also, we are using the Remind App to share photos and updates from our centre. With permission, images/video taken by staff or media may be used by the media or in Centre publications, social media accounts, communication apps (such as Remind) or on our website. 

We are mindful that your privacy is important, and should you not wish images used or shared, we will respect that wish. As such, we ask that you sign this permission form to give permission to share any photos with you and others.   

Infant Identification Online 
Please be assured that on Wee Bairns Infant Care Centre publications (websites and social media accounts), your child and their work will be identified by first name only.

Student Copyright 
A child’s work is copyrighted to that child. By signing below you grant permission for the child’s work to be published by media or by the Centre. 

Permission
I hereby grant Wee Bairns Infant Care Centre permission to photograph/video my child and use any photo/video of my child or their artwork in all its publications. I understand and agree that these materials will become the property of Wee Bairns Infant Care Centre. 
I further agree that participation in any publication produced by Wee Bairns Infant Care Centre confers no rights of ownership. I release Wee Bairns Infant Care Centre and its employees from liability for any claims by me or any third party in connection with my child’s participation.
*Permission form can be signed on the enrollment form*

COMMUNITY MAILBOX

A wooden locking mailbox was installed next to our bulletin board in the hall outside our facility. It is hoped that anyone wishing to send a message to be directly read by the board will be able to use it. The plan is to have two board members open the box prior to monthly meetings and share any communications within.  


TERMINATION OF CARE
The following circumstances may warrant termination of services to parents:
· Non-payment of fees
· Non-compliance with Wee Bairns Infant Care Centre Policies
· Parent's abusive language or behaviour towards any staff member
· Late pick up of your child
Upon non-compliance to any of the above, parents will be notified in writing. A physical attack with the intention of injuring a staff member will result in the immediate dismissal of the offender's child.

[bookmark: _Int_FEwXNBFW]Upon termination of care, parents are still required to pay the two week notice period at their usual fee. 
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