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 DAYS AND HOURS OF OPERATION
Childcare is open Monday – Friday from 7:30 a.m. to 5:30 p.m. Childcare is never offered on evenings, weekends or holidays. Please remember that your payment is based on the hours you contract for, not the hours that I am open.

TYPICAL DAY
The following schedule is an idea of what we do during the day, it is not set in stone.

Arrival, greeting and hand washing
Breakfast, clean up, group play or free play
Circle time (including songs, calendar, weather, etc.)
Weekly theme lesson (color, shape, number, letters), activity or arts & crafts  
Group play, free play, dramatic play and music
Morning snack and clean up
Outdoor play (weather permitting) or other large muscle activity

Lunch and clean up
Story and wind down time
Nap time (about 2 hours)
Wake up time
Afternoon snack and clean up
Outdoor play (weather permitting), group play or free play  
Parent’s arrival and pick up time

Group play activities include: circle time, singing, finger play, dancing, play acting, games, listening to flannel or book stories, etc.

Free play activities include: dolls and accessories, pull/push toys, wooden or Lego blocks, kitchen set, workbench, and other play sets, etc.

Dramatic play activities include: role play, dress up and puppetry, etc.

Outdoor activities include: playground equipment, riding toys, ball playing, running and playing organized games. Children, no matter the age, will not be allowed outside to play unsupervised. Children will go outdoors daily, all year round, if weather permits. If your child is not appropriately clothed for the weather, you will be required to return to childcare with the proper attire. Please be sure your child is prepared to start their day.
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ENROLLMENT PROCEDURES
All forms must be completed and returned to me, along with a security deposit. Once this step is completed, your child is enrolled and can begin childcare.

SECURIY DEPOSIT
The security deposit is equal to two weeks of childcare and will be credited towards your last two week's payment. The security deposit is non-refundable during the trial period or if your child does not start childcare by the agreed date.

TRIAL PERIOD AND WITHDRAWL
Every child requires time to adjust to childcare surroundings and routines. Upon enrollment your child will be given a two-week trial period. This time will determine if the childcare arrangements are a good match for the child, parent and myself. If at any time during the trial period, you or I feel that arrangements have not proven workable either party may terminate childcare. The security deposit is non-refundable during the trial period and fees will still be charged and due up until the last day of attendance. After the trial period, if and when you intend to terminate your child from my care, a two-week written notice will be required. Your two-week security deposit will be applied towards your last two week's payment only if a two-week written notice is given. Otherwise, your two-week deposit will become non-refundable and childcare fees will be charged and due up until the last day of attendance.
 
ARRIVALS AND DEPARTURES
It is normal for some children to have difficulty separating from parents, or cry when being dropped off.  Always say good-bye to your child, never sneak out, but do try to make your good-bye brief (a few minutes at best). The longer you take to say good-bye the harder it is for your child. In my experience, children are nearly always quick to get involved in play or activities as soon as parents are gone. It is also important to communicate to me how your child may be feeling or if something may have affected the child's well-being.
Similarly, it is also normal for some children not wanting to leave childcare when it's time to go home. Please allow me to say good-bye to you and your child and briefly communicate to you how your child's day was. If you are having someone else pick up your child, please let me know in advance. I will need to know the name of the person picking up your child and let them know that I will be asking for identification. I will not let a child leave without the parent's written permission.
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ABSENSES AND DROP OFF TIMES
If you plan to keep your child home due to illness or any other reason, you must notify me no later than your regular drop off time. I also expect to be notified if you are going to be early or late in dropping off your child in the morning.

APPOINTMENTS AND PICK UP TIMES
Please notify me when you drop off your child in the morning, if you will be picking up your child early that day or if your child has an appointment and will be leaving and returning again, later in the day. I also expect to be notified if you are going to be late in picking up your child in the evening.

PAYMENTS
Payments for childcare is due on the last day of attendance each week or bi-weekly.
A late fee of $10.00 per day will be charged for payments not received when due. Methods of payment include cash and e-transfer. Payment is based on spot not attendance. If your child is scheduled, but absent, you are expected to pay the daily rate. This includes child's absence due to illness and your family vacation. Payment is to be made prior to your family vacation. You are not expected to pay for childcare when I am closed for statutory holidays, scheduled vacation and personal absences. No deductions will be made for days that your child is dropped off late or picked up early. Your daily rate will be adjusted accordingly, for days that I close early or if your child attends half day.

EMERGENCY/SUBSTITUTE CARE
It is your responsibility to arrange emergency and/or backup care for your child in the event of an emergency, illness, holiday and vacation.

HOLIDAYS, VACATIONS AND OTHER ABSENCES
I will be closed on the following statutory holidays:
New Year's Day	August 1st Holiday
Family Day	Labor Day
Good Friday	Thanksgiving Day
Victoria Day	Christmas Day
Canada Day	Boxing Day
I will be taking one to two weeks' vacation, during the calendar year and will give you one
month's written notice of those dates. If you plan on taking a vacation and your child will be absent from childcare, I must be given two weeks' notice of those dates. If I am ill or unable to provide childcare, I will make every effort to provide as much notice as possible.
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ILLNESS
Children with minor illnesses may attend childcare as long as symptoms don't worsen and they are able to participate in our daily routine. Children that become ill while in my care and need more care than I can provide, without neglecting the others in my care, must be picked up.

Children with the any of the following illnesses may NOT attend childcare.
Vomiting (2 or more times in 24 hours)
Diarrhea (3 or more watery stools in 24 hours)
Eye Infections (thick mucus or pus draining from the eye)
Sore Throats (fever or swollen glands)
Body Rashes (fever, itching, lice or nits)
Communicable Disease

Fever is a sign that the body is fighting some problem. The importance of a raised temperature depends on what is causing the fever. Children should not attend childcare if they have a temperature of 37 degrees (C) or higher and until the temperature has been down for 24 hours, without the aid of a fever reducing medication such as Tylenol.

MEDICATIONS
If your child is on medication and it must be administered while at childcare, the medicine must be in the original container and must include the original prescription label and instructions. A medication consent form must be signed by you, giving me permission to administer the medication to your child.

INJURY/MEDICAL EMERGENCY
Normal safety precautions will be taken at all times. Minor scrapes, bruises and cuts will be washed and treated with appropriate first aid. Parents will be notified of these injuries before they arrive to pick up their child. All accidents and injuries are recorded. In the event of an emergency parents or the designated emergency contact, will be contacted immediately. When the illness or injury proves to be life threatening, first call priority would be 911. In order to secure emergency care for your child, parents must complete and sign all emergency forms. Please provide a copy of your child's Health Card.

FIRE EMERGENCY
Children will learn about fire prevention and safety. Fire drills are conducted every month. Children will learn and practice exiting the childcare safely and gather at our designated meeting spot. 
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Emergency equipment including (first aid materials, flashlights, fire extinguishers, smoke and carbon monoxide detectors,) is evaluated and documented on a monthly basis.

DIAPERING
After each use, the change table is cleaned and disinfected. The child and my hands are washed thoroughly. Diapers are changed as needed and are checked often. When creams, ointments and powders are needed it will be discussed with parents before applying.

PROPER ATTIRE
Child's play is messy work. Please dress children comfortably and appropriately. I will not be responsible for “cute” clothing getting stained. The children will participate in all activities regardless of their dress.

SUPPLIES
You are responsible for supplying diapers/pull-ups, wipes, diaper creams or powders. Change of clothes for the appropriate season, this includes shirts, pants, socks and underwear. I will provide you with a supply list for every season. Bottles, sippy cups, bibs and a pacifier if needed. Pain/fever reducer medication of your choice and teething gels. Body lotion/creams and sunscreen. You have the option of leaving supplies here for your convenience or bring them daily in a diaper bag.

DICIPLINE
Discipline is the process of teaching your child what type of behavior is acceptable and what type is not. Discipline teaches a child to follow rules. I explain the rules of the childcare frequently so they are all familiar with the guidelines. I also teach them manners, kindness, to be respectful of people and property. Children are disciplined with patience, consistency and positive re-enforcement.
The following positive methods of discipline will be used:

Encourage children to solve problems themselves
Intervention and discussion
Redirection to another play area
Loss of privileges
Time out

If there is a behavioral issue that I feel needs your attention, I will let you know. You and I need to handle it in the same way so that your child has continuity in discipline between our homes. 
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In extreme circumstances when a child is not responding to the methods described above and is disruptive or dangerous to the childcare and the other children, I will regretfully have to ask that the child be removed from childcare.

BIRTHDAYS
Each child's birthday is celebrated with a party. I will buy a gift that is from all of us. It will be your responsibility to provide cake or treats if desired.

TOYS AND PERSONAL ITEMS
I provide a wide variety of toys, educational material and equipment. It is recommended that you keep your child's toys at home. Toys brought from home will be placed in their cubby. I am not responsible for replacing lost or broken toys.

PRESCHOOL PROGRAM
Children learn best from playing, but I do offer a “Preschool Program” from September to June each year. This program targets children 2-5 years of age.

ZIPLOCK BAGS
Children will put their artwork and worksheets into their Ziploc bags each day. The Ziploc bags will be taken home with them at the end of every month. They are to come back at the beginning of every month, so they may store their work throughout the month. Please go through the Ziploc bag with your child and spend time looking at what your child has done each month.

NAPTIME
All children will lie down for a rest period in the afternoon. Napping is done on individual playpens, cots and blankets. If your child has a special blanket or stuffed animal that he/she sleeps with, please send it. Please avoid picking up your child during nap time. If it is absolutely necessary to pick up your child during their rest period, please notify me in advance so that I can have your child ready for your arrival. Please do not ring the door bell, as it disturbs the other children.

MEALS
You have the option of bringing your child’s meals and snacks or I can provide it. To meet the nutritional needs of your child, I serve well balanced, home cooked meals and healthy snacks. Please advise me of any food allergies or food restrictions that your child has. Breakfast is served until 8:30 a.m. Children coming to childcare after 8:30 a.m. should be fed before they arrive. Parents are responsible for meals and snacks for children on special diets. 
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Parents of infants are responsible for providing formula, cereals and other baby foods. Parents are asked not to send candy, sweets, gum and other unhealthy foods with their children. Children will be encouraged to finish their meals, but are never forced to finish. Table manners will be emphasized in an age appropriate manner.

TOILET TRAINING
I am more than happy to encourage potty training as long as the child is ready (typically between 2-3 years of age). The initial start needs to be done at home for at least two weeks with success, before it can be effectively started at childcare. You will be required to supply pull-ups and wipes. I will provide potty chair and books. Children will be allowed to come to childcare in underwear after they have been accident free for at least two weeks in pull-ups. It is not a good idea to dress your child in overalls, pants with difficult fasteners or onesies. This will be frustrating for your child. Communication between parents and myself is imperative for a successful transition from diapers to toilet.

CLEANLINESS/SANITATION
In order to help minimize and/or prevent the spread of germs, my home is kept clean and disinfected. I thoroughly clean surfaces that children come in close contact, with soap and water and a disinfectant. The high-chairs are cleaned and disinfected between each use and the change table is cleaned and disinfected between each diaper change. Toys and play areas are cleaned and disinfected often. Napping is done on individual playpens, cots and blankets. Sheets are washed weekly, unless soiled. Hand washing is the single most effective practice in preventing the spread of germs. Hands are washed many times throughout the day. Children and parents are not allowed to wear shoes when inside my home. They must be taken off and left at the entrance. This helps to keep floors more sanitary for children and crawling infants.

SMOKING
This is a non-smoking home and there will be no smoking anywhere on the premises. Cigarette butts are not to be discarded in the backyard, planters, etc. Please respect this.

COMMUNICATION
Communication is very important to me. When I accept a new family into my childcare, I like to be sure that we can openly share any concerns or questions that may arise. It is important that there is a similar childcare philosophy between us. I welcome questions, feedback or discussions of any kind that are oriented towards a positive outcome for the child. Sensitive issues will be discussed in private, outside of regular childcare hours, either by phone or conference. Should you like to have a conference, you may request one at any time. 
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Notices are also posted regarding activities, holidays, events, outbreaks and any pertinent or fun information that may be of interest to you.

PHOTOGRAPHING
Children from time to time will be photographed or videoed. I ensure that all photos and videos will be for childcare use only. Photos and videos may be posted in the childcare room, Facebook, Instagram childcare page and the Hugz from the Heart website. Photos may also be used in arts and crafts. A consent form must be signed by the parent prior to the child being photographed.

CHANGES
Families frequently have changes: a new home, new jobs and new phone numbers. Please keep me informed. I need to know where you are or how to contact you at all times, in case of an emergency.

TAX RECEIPTS
A yearly childcare expense receipt will be issued, by February 28th of each year for income tax purposes. If you have moved or withdrawn before this time, please contact me so that I can verify your address and issue a receipt in a timely fashion.
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Suzy Dominguez
Owner, Provider
#27-1370 Silver Spear Road
Mississauga, Ont. L4Y 2X2
Tel: 647.205.9579
hugzfromtheheart@gmail.com
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