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The staff at Lil’ Jem’s Early Learning Childcare Centre would like to take the opportunity to welcome you to our educational environment. We believe Communication between you and the staff is vital for your child’s learning and development. We ask that if you have any concerns, questions, comments or ideas about the centre, to please feel free to speak to any staff member. Please read the policy manual and keep it for future references. Its content provides you with information about our programs and policies. A copy of the daycare act and regulations can be found in its entirety by request to the management or by visiting the following URL:  http://gov.ns.ca/just/regulations/regs/dayregs.htm  

Thank you for choosing Lil’ Jem’s Early Learning childcare Centre. 

Our Curriculum

In the play Based Curriculum:  

· all children are viewed as resourceful and competent learners 

· the program occurs within a warm, nurturing and stimulating environment 

· "hands on" activities encourage problem solving and play based learning 

· children participate actively with the educator in planning and researching projects 

· children are given opportunities for increased decision making, independence and responsibility 

· a sense of wonder and an appreciation of the beauty of nature, is encouraged 

· Attractive learning centers are designed and rotated to encourage a variety of learning activities including: writing, reading, creative art, sensory, discovery, dramatic play, blocks/construction, woodworking 

The role of the Educator includes: 

· carefully observing children to determine their interests, experiences and needs 

· understanding child development 

· promoting the development of skills necessary for school and life success (includes social, emotional, physical and cognitive/intellectual skills) 

· recognizing "teachable moments" in which the educator engages the children in meaningful problem solving, planning and learning 

· educators help children to “investigate” how things work, are made, or why they are what they are

We believe that children learn more quickly when the learning experiences are designed with the child’s interests in mind rather than the educators’. Through role play, interactions with other classmates and educators as well as with positive role modeling the children accomplish this goal. The work that your child comes home with will be their own accomplishments based on their interests at the time. We feel that children who express their creativity, emotions and knowledge in their own way, grow into strong independent people with the confidence to make positive choices as adults.
Table of Contents
Our Mission

Our Philosophy 

Confidentiality Policy
Hours of Operation
Holidays

Storm Day Policy

Staffing 

Daily Routines
Admission Policy 
Enrollment Policy

Inclusion Policy
Fee Policy 
Method of Payment

Late Payments

Child Attendance 

Withdrawal Policy
Termination of Care by Families/ Guardians

Termination of Care by Centre 

Arrival and Departure 

What your child needs

Rest Policy 

Food and Nutrition
Breastfeeding Statement
Health Policy
Safety Checks on Playground

Emergency Situations

Medication Policy

HIV and AIDS Policies

Child Abuse Policy 
Behavior Guidance Policy
Grievance Policy 
Family Communication Plan
Visiting Policy
Our Core Values

KINDNESS RESPECT INDEPENDENCE and INCLUSION

Our Mission
To provide a creative and safe environment to promote our children’s social, emotional, cognitive, and physical growth, and create an environment that allows our children to have a respect for self, respect for others, and a joy for learning. Teaching kindness, promoting independence and respect and practicing inclusion are Lil’ Jems tope 4 priorities for the children in our care. 
Our Philosophy
We encourage learning activities to arise out of each child's interests, actions or personal events. Children have the freedom to explore their surroundings, to make choices, to communicate, and to resolve conflicts in a supportive atmosphere that nurtures self-esteem and a desire to learn. 
Families and educators of children have open and honest communication at all times, which allows them to discuss what is in the child’s best interest. Having an open communication between all three parties allows everyone to feel comfortable to bring up issues and work together to implement a solution.  

We are bias free. We recognize, respect and nurture families with diverse needs, lifestyles, cultures, and worldviews. We acknowledge, value, and celebrate our similarities and differences and encourage all children and their families to do so as well. Our centre also welcomes mothers to breastfeed anywhere in the centre and when requested, a comfortable space will be provided.
 As educators, it is our responsibility to set the stage for positive, stimulating interaction with others through a respect for self as well as others, individuality, positive support, and receptiveness. 

 We believe in supporting staff who understand child and family development and who recognize and meet the developmental and learning needs of each individual child and their family. Our commitment to these exceptional people is by providing them with resources and support and helping them to continue in their learning and education. 

Lil’ Jem’s ensures that all children of all abilities are equally able to register and meaningfully participate in our program. Through discussions with families, observations of children and/or medical diagnosis, we acknowledge each child’s needs and modify our program, materials, resources, and adapt our activities and routines to support enhanced and positive development in each child. This will ensure that all children are capable of participating in all our activities and programs. 
We will help families explore all additional resources to enhance the child’s well-being. Professionals from our sector are invited and encouraged to visit our centre to help support our staff and children when a child enters the centre, as well as throughout their enrollment. Knowledgeable staff will modify room arrangements, materials and resources to best offer quality learning experiences and enable all children to learn in their own capabilities through developmentally appropriate activities. 

We will use a trans-disciplinary approach with professionals in our community and incorporate their expertise when designing a program. With collaboration from health care professionals, educators, families and children we will strive to be able to adapt to new challenges together. Through observation, we will be able to identify the needs of our children. With monthly team meetings, we will review the progress of our strategies and adaptations to ensure that we are meeting the needs of each individual.

We encourage all children to participate in activities and will use extra staffing when necessary to ensure all children are able to participate, with each other, as part of a group. Individual learning and care will also be implemented using small work groups, specific materials and resources, and a quiet area will be provided when children feel the need. This, in turn, will instill the quality that we strive to provide to each of our children, families, and staff.

Lil’ Jem’s is a family-oriented education centre that communicates daily through text, video, and verbal communication to ensure all children are being offered the highest quality learning experiences and that families are well informed in regards to their child’s learning. Families are able to participate, observe, and offer suggestions for the daily routine. Families are encouraged and notified of educational experiences surrounding their needs.

Confidentiality Policy
· All information provided to the Childcare Centre for registration and health purposes is confidential within the centre. The only persons permitted to review the children’s charts will be family/guardians, centre staff and the provincial licensing officer. 
· Information will not be given out by the centre without written consent from family/guardians. It is the policy of Lil’ Jem’s Early Learning Child Care Centre not to disclose the names of children who may have caused injuries to other children while registered at the centre. This acts as a safeguard to the individual family’s privacy. Lil’ Jem’s Early Learning Child Care Centre will not verify a child’s enrollment or discuss their behavior to anyone by telephone or in person, without family/guardian consent, unless mandated by the provincial government. 

· To ensure that information is kept confidential, we strongly suggest that if you have any major concerns   regarding your child, to make an appointment with the Centre Educator/Director after the rest of the children have left. This is also due to educator/child ratios. 

· To ensure individual privacy, we will not be posting personal information or pictures on the internet without prior consent. Families and guardians will have to abide by this policy as well.

Social Media: 
The posting of personal and/or confidential and identifying information about the children, families, or staff at the Center on social media (e.g., Facebook, Snap Chat, Twitter, etc.) is strictly prohibited. It is critical to preserve the right to privacy and confidentiality to the families, staff and the centre.
Hours of Operation

Lil’ Jem’s Early Learning Child Care Centre is open Monday-Friday from 7:30 am to 5:30 pm. All children must be signed in by 10:00am unless an admin has been notified of a medical appointment and approved a later drop off time. Staff to child ratios will be fulfilled at all times (toddlers 1:6, preschool 1:8) Rest time will be the only time that the ratio is not in effect, however, there will still be enough staff on site to cover the ratios. Times of arrival and departure will be identified during registration. These times are expected to correspond with your working/school hours.
Changes affecting the arrival or departure of your child need to be brought to the attention of your child’s educator as soon as possible. 

Holidays

Lil’ Jem’s Early Learning Childcare Centre will be closed on all statutory and non-statutory holidays. If any designated holidays fall on a weekend, the holiday will be observed on the Friday immediately preceding or the Monday immediately following (the decision will be made by the Director). *Families are responsible for fees on all holidays. *The centre will be closed on the following holidays (days proclaimed by Department of Community Services)
· New Years Day (Statutory)
· Nova Scotia Heritage Day (Statutory)

· Good Friday (Statutory)
· Easter Monday (Non-Statutory)
· Victoria Day (non-statutory)
· Canada Day (Statutory)
· August Civic Holiday (Non-Statutory)
· Labour Day (Statutory)
· Truth and Reconciliation Day (Non-Statutory)
· Thanksgiving (non-statutory)
· Remembrance Day (Non-Statutory)
· Christmas Day (Statutory)

· Boxing Day (Non-Statutory)
In case of school in-service and snow days (not including holidays) the centre may be able to accept school-age children, at full day rates, when space is available. You can contact the centre to see if there is or will be spaces available on the specific day. Snacks and lunch will be served on these days.  
Storm Day Policy
The centre will close for winter storms when the TCRCE announces they are closing for the day. We will do our best to post this in the parent group on Facebook as well as send a direct message to all of our families. When TCRCE dismisses early due to weather, we will decide whether or not to close early and notify families as soon as possible. If the Centre opens during inclement weather, it may be operating on limited staffing. If the staff is unable to attend the centre due to weather conditions such as blocked roads, all family/guardians will be notified immediately.  If we are open and you decide to keep your child at home, please call the centre as early as possible and leave a message. If adequate staff is not available, you or the person who is dropping off the child will be required to stay until the staff: child ratios are met. 
Professional Development

Lil’ JEM’s closes for 1.5 professional development days per year to allow our staff valuable training experiences. We will close for one full Friday in the Spring and a half day in the Fall, and will give families at least 6 weeks’ notice in advance of these dates. 

Staffing

Lil’ Jem’s Early Learning Childcare Centre has a staff of 1 Executive Director,1 Director, 1 Assistant Director, an Inclusion Coordinator, a cook/bookkeeper, 6 full time childcare educators as well as 2 support staff, and substitutes when needed. Most of our staff have a diploma in Early Childhood Studies and hold a level 2 certification. For more information on our staff please see the staff bios in our lobby or check us out online at www.liljemschildcare.ca
Daily Routines
Each classroom has an established daily routine that is developmentally appropriate and that follows the interest of the children. Each room’s daily routine is different from the others. These daily routines are followed each day, but they do change according to the needs of each room.  Due to this fact, your child’s educator has posted these daily routines in your child’s classroom. Along with these daily routine schedules, you will also be able to view, each day, the descriptions of the planned activities that your child’s educator(s) has planned for the day.
Admission Policy
a. A child is eligible for enrollment between the ages of 18 months and 5 years. A seat must be available for a child to be admitted. When seats are unavailable, the applicant will be placed on a waiting list. 
b. Children are not necessarily admitted according to their position on the waiting list.  Preference is given to children of families who are working or attending courses.  

c. Preference is given to children who already have siblings in the centre. 

d. All full-time children are on a two -month trial after their admission; 3 months for part time. The trial period is necessary for the safety of the child, other children, and the staff. If it is deemed by the centre staff that the child is unable to remain in the centre due to behavior, actions and attitudes, the family/guardian will be notified, and a meeting will be scheduled.  The family will also receive a written notification of the termination of care for their child. 
e. Any family who has previously used the centre and violated their contract, caused other administrative problems, has disturbed peace, or behaved in anyway which detracts from the sound operation of the centre may not be readmitted. 

f. It is the family/guardian’s responsibility to fill and pass in registration and child health forms prior to commencement of childcare. The child will not be permitted to attend the centre until all forms are filled out entirely and passed in. 
g. In July of each year, a $20 fee will be added to all invoices to help cover the cost of sunscreen and in July and October a rental fee of $25 will be applied for muddy buddies. These waterproof suits help to protect children’s outer wear from getting wet and muddy during outside time. The muddy buddies remain on site and are laundered regularly. If you do not wish to pay this rental fee and instead provide your child with their own muddy buddy; we ask that it correspond with their classroom colour to make it easier for educators to recognize their group when all children are on the playground; Emerald Room- blue, Diamond Room- red, Ruby Room- yellow.
h. If any unpaid bills are owed at the centre, the applicant will be placed on the waiting list until the bill is paid in full. We are not obligated to hold your child’s seat.
i. Families will be asked to attend a meet and greet style interview with their child before a space in the program is offered, in order to determine if the centre is a good fit for the family and vice versa.
j. Every year in September, as part of one of our Family Committee Meetings, there will be a meet and greet for newly registered and existing families. Families are strongly encouraged to attend to meet other families, staff and help children to feel comfortable in their new environment.
Enrollment Policy

 Lil’ JEM’s is early learning first and childcare second. In order to ensure quality learning environments in all classrooms, we have decided to begin an interview process so we can carefully oversee room dynamics. To enroll, a registration package must be completed and submitted to our centre. Your child will then be placed on the waitlist and you will be contacted for an interview when a space becomes available. An interview will include a centre tour, meet and greet with staff and some time to allow your child to interact with the staff and other children. We will choose a child to fill the spot based on these interactions to determine if our centre and philosophy etc, are a good fit for your family. Priority is always given to siblings of children currently enrolled. 

Inclusion Policy
Our centre’s core values are kindness, respect, inclusion, and independence. We take pride in inclusion being one of our core values. We accept families from all cultural, diverse needs, and socio-economic backgrounds. We celebrate our families’ diversities and recognize that all families and children’s needs are different. We believe in promoting equity for all children and their families. 

The Inclusion Support Grant funds received from the Department of Education and Early Childhood Development provides wages for one Level 2 Inclusion Co-Ordinator for 24 hours per week. The Inclusion Co-ordinator provides support to children with developmental and behavioral needs and their families. They determine needs, create goals, and implement strategies to promote inclusivity for all children in our centre. At times, they may suggest referrals to outside agencies to assist in providing strategies, and support for a variety of reasons. These services may include but are not limited to, Early Intervention, Speech & Hearing, Occupational Therapy, Family Practitioner or Pediatrician, and Mental Health Services. 

We understand that it can be upsetting for families when assistance from outside agencies is recommended, and assure you that we always act in the best interest of the children in our centre, and their families. We always strive to offer the most support and guidance possible. We kindly ask that our families remain respectful when addressing management and staff with their concerns and encourage them to be open-minded regarding any supports and services their child may be referred to or qualify for.

At times, we may feel that our centre is unable to provide appropriate support due to staffing, a higher number of children requiring support, and/or families not being agreeable to alternative support measures. In this event, a number of strategies may be used to try to keep care in place for a child. We may request a meeting with parents/guardians and educators to discuss consistent strategies to be used in the classroom and at home; we may reduce the number of hours the child can attend, providing care when there is extra staff available to assist with transitions and support; we may request that additional support from other agencies is mandatory in order to continue care. In the event that we feel these strategies are ineffective or a family is not in agreement with accessing additional supports, we may be forced to terminate care. This is an extreme measure, and we will do our best to prevent this outcome. If all strategies have been exhausted and we must terminate care, a 2-week notice will be given so that the family can find alternate childcare arrangements.

Fee Policy

This program is a private childcare centre, which operates primarily on the registration fees of each child. It is therefore essential that your fees be paid on time. All fees must be paid for the days your child is registered to attend the Centre. 
Method of Payment

· Payments may be made in cash, cheque, money order, or e-mail money transfer. Payments are still required during vacation, holidays, sick times, and absent days, as staff are still here. Sick time would also include times when the child is required to be removed from the Centre due to the child having lice or lice nits in their hair, if they have hand-foot-and-mouth disease, or if the child must be removed because they are not up to date on their immunizations and an outbreak of measles, mumps, rubella, or chicken pox occurs within the centre.  
· Monthly fees also include days where the Centre is required to close due to unforeseen events that are out of the Centre’s control (such as: Power outages lasting longer than 1 hour or storm days)

· In cases where there is a power outage or no running water for more than 1 hour, it is the Department of Health’s regulation that the centre be closed. Once the closing process has been initiated (regardless of whether the situation has been rectified or not), the Centre will still close for the remainder of the day. Families are still responsible to pay for these days. 

· The Centre does not close for winter storms (unless the police department issues an advisory order to stay off the roads), but it may operate on limited staffing. If the staff is unable to attend the Centre due to weather conditions such as blocked roads, all family/guardians will be notified immediately.  If you decide to keep your child at home, please call the Centre as early as possible and leave a message. If adequate staff is not available, you or the person who is dropping off the child will be required to stay until the staff to child ratios are met.

· Staff are not permitted to accept fee payments.  Payments are to be given to the Director, Assistant Director or deposited into the deposit box in the lobby; clearly marked with amount, parent’s and child’s name. Cheque and money orders may be payable to “Lil’ Jem’s Early Learning Childcare Centre”. Email transfers to liljems@hotmail.com are also accepted. Children may not be accepted to the centre if fees are not current.
· Daily rates include all days that your child is registered for, including sick days, vacation days and any other days that your child cannot attend and has been registered for.

Late payments

Fees are due on or before the 20th of each month and must be paid promptly. Bills will be issued around the 10th day of each month for the next month’s fees. If the payment is not received within one week of the due date a reminder will be sent. A fee of $10 will be charged for the first day late, $5.00 for each day after. Failing to pay the bill may result in the discontinuation of childcare services immediately. If fees are not paid by the first of the next month, the child will not be able to attend, and the seat may be given to the next person on the waiting list.
NSF Cheques:
 Lil’ Jem’s will charge a $25.00 handling fee for the processing of any check returned to us due to insufficient funds. Upon receipt of the NSF cheque, all future childcare tuition payments must be paid by cash or money order. 
*Note: Fee discounts for extended vacation time or extended sick time will be discussed with the Director. A portion of that fee will need to be paid to hold a spot for your child. 

Child Attendance

Please notify the centre in advance if your child will be absent from the centre for any period of time. Even if your child is having a stay-home day, please notify us as we need to document the reason for each absence.
Please notify the centre before 8:30am if your child will be absent for the day. Children must arrive by 10:00am each day unless admin have been notified of a medical appointment and approved a later arrival. Children leaving for medical appointments in the morning will not be permitted to return after 11:30am as it is difficult for them to transition directly to rest upon arrival. If an early pick up between 12 and 2pm is required, please notify staff in advance in order to make it a smooth transition as this is our rest time. Children must be picked up by 5:30pm or late fees will apply as per our Family Contract.
Withdrawal Policy

If you no longer need childcare service at this centre, we require a written notice of the child’s last day in the program, to be given to the Executive Director, Director, or Chris at least two weeks in advance. If you prefer to fill out a form as opposed to writing us a letter, we also have specific forms you can use as a “Notice of Withdrawal” or as a “Change of Registered Days” Form. All children moving on to school or pre-primary may attend until the last Friday before Labour Day to ensure all newly registered children can start on the first business day in September. Withdrawal forms will be distributed to those families to be signed in July each year.

Termination of Care by Families/Guardians

We understand that removal of your child may be due to relocation or other matters, however we also recognize that other reasons regarding the centre and its care for your child occur. If the family/guardian is unsatisfied with the care or occurrences at the centre, please notify us and we will make every effort to find a solution to your satisfaction. If a solution is not possible, the family/guardian may choose to terminate the arrangement on a timeline that is in the child’s best interest. 
Termination of Care by Centre

If the Centre does not feel that it is meeting the child’s needs, or due to a child’s behavior, actions, and attitudes, we reserve the right to terminate the arrangement on a timeline that is in the child’s best interest. (See admissions policy #5).  Other reasons for termination of care by the centre are non-payment for services, lack of cooperation with family/guardian and family/guardian disciplining, in any way, a child other than their own while at the centre. 

Abusive behaviors and/or verbal threats by family(s)/guardian(s) towards staff, children, or other family(s)/guardian(s) will result in immediate termination of childcare and instant removal from centre property. 
Arrival and Departure
Arrival

1) Families must accompany child(ren) into the classroom, help them remove their outdoor clothing and put on their indoor shoes and place their belongings in their locker. Do not drop off outside the centre or in the lobby. 

2) Parents must ensure that their child’s hands are washed when entering the classroom, and if families wish to stay, which we recommend, they must also wash their hands. 

3) Families must contact the educator responsible to notify them that their child has arrived.
4) Please notify the center by 8:30 if the child will not be attending the centre that day. You will be asked for the reason for the absence (stay-home day, appointment, sick - specific symptoms need to be known, etc…)
5) The child is expected to be at the centre by 8:30 am. The cook needs to know how many children to cook for, and our daily activities begin at this time, therefore if the child will be late, please notify the center. 

6) After 8:30 your child’s educator and classmates may not be in the classroom. This is because there are possible outings that may occur resulting in having nobody in the playroom. If the child is to be late, there will be a cell phone contact number and schedule of events explaining where we are so you can meet us there.
7) Please notify the staff if there are any changes to your child’s routine or pick up. 

8) There will be no arrivals from 12:00-2:00 due to rest times. 

Suggestions: *If there is any important information that will benefit the staff and the child, please explain to the staff. 
  *Interactions/conversations with educators on a daily basis are beneficial
Departure

1) When leaving, please notify the educator and initial the sign out sheet.
2) If your pick-up routine is changing, please notify the staff immediately. If this person is not on the pick-up list, you must inform us in writing. If this is not possible, we must be able to contact you for your authorization or the pick-up will not be possible. 

3) The children are to be picked up no later than 6:00 pm. There will be a late charge of $10.00 for the first 15 minutes late and a charge of $5.00 for every 5 minutes thereafter. This money will go directly to the educator in charge that day. You will be asked to pay the educator directly at the time of pick-up or the monies will be added to your bill at the end of the month. You will be required to sign a late pick-up form upon your child’s pickup. You will receive a portion of this form to keep for your records.  We are open till 6:00 PM to help satisfy work schedules as much as possible. Please respect our educators and the centre’s hours of operation.
4) The child’s locker is to be cleaned out every Friday. 

5) Please notify us if you will be picking up your child at an earlier time. 

* Regular arrival and departure times are important for your child’s routine and the centre, since child/staff ratios must be met at all time
What your Child Needs
	Everyday
	Summer
	Winter
	Fall/Spring

	- 4-5 changes of clothing(labeled)
-Diapers (Toddlers)

- Other items for diaper changing (if needed)

- Jacket 

-Blanket(optional)
- Teddy or comfort toy if needed
	- Sun hat 

- Summer Jacket 

- Rain boots

- Sneakers

- Light sweater

- Shorts 

- Pants

-bathing suit


	- Warm hat

- Snowsuit

- Warm boots

- 2 or more pairs of mittens

- Sweater

- Pants


	- Sun Hat

- Warm Hat

- Jacket

- Rain pants

- Rain jacket

- Waterproof rain boots 

- Mittens 

- Sneakers 


Please ensure that your child has these items when he/she comes to the centre. 

*Sunscreen will be acquired by the centre (a small yearly fee will be charged as part of the registration fee)
Rest Policy

All children in the Toddler room and Preschool room under the age of 5 will participate in a time of rest or sleeping in the early afternoon for a period of up to 2 hours. For not sleeping preschool aged children, if after 20 minutes of quiet time a child is not sleeping, they are permitted to go outside or do quiet activities. Each child will have a mat and will be encouraged to remain quiet during rest time. It is our policy that if the child falls asleep then they require time to rest their body. We will make no effort to keep a child awake during this time. After an hour the children who are awake will be able to play with quiet toys. 

Children are welcome to have security items during their rest time. For health reasons, bottles or “sippy” cups are not permitted in the program. Please provide a blanket for your child and if they wish, a pillow.
Food and Nutrition
Lil’ Jem’s Early Learning Childcare Centre’s menus follow the Canada Food Guide for Children and the Government of Nova Scotia’s “Food and Nutrition in Regulated Childcare Programs”. Our menu runs on a 4 -week, 5- day rotation and provides children with a variety of foods.  For your information, menus will be posted on each room’s bulletin board and in the Family Binder that can be found in the lobby. A copy is available upon request.
The morning and afternoon snacks will have foods from at least two food groups and lunch will include foods from all food groups (at least 2 vegetables or 1 fruit and 1 vegetable). The staff will sit and eat with the children and model positive behavior. The staff will not force children to eat and will not take away food for inappropriate behavior. Educators are going to promote independence by encouraging children to dish out their own meals and snacks in the preschool room and offering the Toddlers the choice of having a small amount to start or a larger serving.  
Lil’ JEM’s will provide lactose free/soy milk as a milk alternative if your child has milk allergies or is lactose intolerant; however, if your child requires supplements or special foods (such as gluten-free products) due to a medical condition or concern, you will be responsible to provide them. Please keep us informed. 

NOTE: This is not a peanut-free environment unless there is a child attending the centre who has allergies. Peanuts are a wonderful source of protein as well as other nutrients. 
**Families shall not bring food into the centre unless it is for a health-related or religious reason. All food that will be brought into the centre for these reasons will have to be brought directly into the kitchen and all foods must meet the food regulations as outlined by the Government of Nova Scotia’s “Food and Nutrition in Regulated Childcare Programs”.
Page 10 section 5.6 

“5.6 Foods that have been donated to or purchased for a facility must follow these guidelines: 

• be labelled with the name of the source of the food. 

• include a list of ingredients and any special preparation, storage, or serving instructions.

• align with food and beverage criteria (Section C). 

• align with any policies related to children’s special dietary considerations”
Page 24 section 12.1 & 12.2
“12.1 Any policies and protocols related to food safety and special dietary considerations, in accordance with standards 5.0 and 6.0, are followed during special functions. 

 12.2 Foods and beverages present at special functions during regular operating hours (e.g., Valentine’s Day, Halloween, Mid-Autumn Festival, and birthday celebrations) are identified on the menu in advance of the celebration and comply with the food and beverage criteria.”

Page 25 section 13.1 & 13.2

13.1 Promotional materials (such as utensils, plates, placements, cups, or water bottles, etc.) that are intended to advertise specific brands, logos, or characters are not used to serve meals and snacks.

 13.2 Staff avoid exposing children to food and beverage marketing (e.g., avoid eating foods in packaging around children).
Children in group childcare settings are at an increased risk for acquiring food borne illnesses. Some of the risk factors associated with food borne illness include poor temperature control, cross contamination, and inadequate hygiene. It is essential that regulated childcare settings implement sound practices for the prevention of food borne illness. Foods and beverages served in regulated childcare settings (includes foods prepared on site by the centre and foods purchased for or donated to the facility) must comply with applicable food safety regulations to ensure a consistent and safe food environment for children. 

All food that is served in the Centre will follow the Food and Nutrition Regulations (regulated by the government of Nova Scotia). These regulations include The Infant Feeding Plan, which is used to record and communicate the infant’s progress during the transition to solid foods and indicates, when requested by the family, how menu items are prepared to accommodate the infant’s developmental stage. Staff are required to allow infants to explore their food, feed themselves and respond to hunger and fullness cues.

Healthy meal environments focus on positive meal and snack routines, rather than specific times to eat. While there is a need for routine in respecting children’s appetite, it is important for staff and care providers to be flexible and recognize that children need to eat frequently. An understanding of children’s food intake may be developed by observing and recognizing other factors that may influence their appetite and interest in food (e.g., illness, distractions, foods consumed before arriving at childcare). Maintaining an open line of communication with the child’s families/guardians is essential in understanding issues and challenges that may arise and in ensuring that children’s nutritional needs are met.

All staff are required to create a relaxing and enjoyable meal environment (e.g., plan for transitions in routine from play to meal/snack). They are also required to respond to children’s hunger cues as well as encourage children to respond to hunger and feelings of fullness and that children are not forced to finish food that has been served.
 Page 19 section 8.2 of Food and Nutrition in Early Learning and Child Care Programs
“Posted daily meal and snack routines should include a morning snack, mid-day meal, and afternoon snack. Meals and snacks are offered two to three hours apart and allow at least 20 to 30 minutes to eat.”

When working directly with children, staff are required to model healthy eating practices that are consistent with these standards. 

Food will not be offered or withheld to reinforce positive behaviors or as a consequence for inappropriate behaviors. When children are respected for who they are and are supported by caring adults and peers to resolve difficult situations, external motivators, such as food, are not required. Using food as a motivator teaches children that food is associated with an action and not with hunger. It can teach children to prefer some foods over others and can alter children’s natural ability to respond to internal cues that allow them to know when they are hungry and when they are full.
**Breastfeeding Statement- Lil’ JEM’s welcomes breastfeeding within our centre. Upon request, a mother can be directed to a comfortable area to feed their child.
Health Policy

The staff at Lil’ Jem’s Early Learning Childcare Centre uses both illness prevention and health promotion to maintain and protect the safety of both children and staff attending the centre. 
1. Any child with obvious symptoms such as: 

     - Temperature of 100°F (with other symptoms present such as diarrhea, vomiting, lethargic, coughing) or                    

        above 101°F 
     - Vomiting (twice within an hour)
     - Diarrhea- very loose bowel movements (twice within an hour) 
     - Unexplained rash
     - Coughing- persistent cough over the period of one week or more, breathing difficulty
     -  Lice (including nits)
     - Scabies (excluded until first course of treatment is completed)
     - Impetigo (excluded until antibiotic has been taken for a full 24 hours)
     - Pink Eye (excluded until antibiotic has been taken for a full 24 hours)
     - Open cuts (if not able to be covered)

     - Chicken Pox (excluded until 5 days after the rash has appeared or until the blisters have crusted over)
     - Strep throat (excluded until antibiotic has been taken for a full 24 hours)
     - Hand Foot and Mouth Disease (Coxsackievirus) (excluded until blisters have crusted over) 
     - Pinworms (excluded until 24 hours after treatment)
will NOT be accepted into the centre.

     - Immunizations: During an outbreak of a vaccine-preventable disease, any child with incomplete immunization records (in his/her file) will be excluded from attending.
Nit Free Policy: Children who have had head lice may not return to the centre until all nits are gone. We will be doing monthly head lice checks to help keep any outbreaks to a minimum. 

2. If a child becomes sick at the centre, the family/guardian will be called IMMEDIATELY to take the child home. If the child becomes very ill, the doctor on call at the Yarmouth Regional Hospital will be called. Before the child returns to the centre, a note from the doctor may be required stating that the child is healthy, not contagious, and may return to the centre. Child may be isolated (supervised) until family arrives. 
3. A child should be home when he/she is ill. Weather permitting, the children will be going outside twice daily. If a child is well enough to be at centre he/she is well enough to play outside. If a child is absent due to illness, please notify the staff before 8:30 and report the child’s symptoms. This will increase awareness to look for similar symptoms in other children and track communicable disease at the centre. 

4. If a child may have been exposed to contagious conditions at the centre, the family(s)/guardian(s) will be notified. 
5. Every precaution will be taken by staff to protect children from food or materials that may cause reactions. 
6. Please inform staff of any allergies. Please keep staff current on any changes in medical information regarding allergies and treatments. 
7. Staff are only permitted to give medication to a child when authorized by a doctor or family. 

  * Staff will do a health check every morning on each child, noting whether the child appears healthy, flushed, persistent cough, runny nose, red eyes, etc.

8. Any accident which results in first-aid treatment by staff or further treatment will be recorded by staff in an accident report form. Reports will be viewed, discussed, and signed by a staff member, family, and director.
9. Also, we have a 24- hour symptom free policy which means if your child is showing symptoms of being sick 24 hours before coming to the centre they are not permitted to come. (I.e. Throwing up or diarrhea the night before they were supposed to be attending the centre) 

Safety Checks on Playground

· Each educator is responsible for checking the outdoor equipment at least once daily in their area of the playground. If something is broken, it will be taken out of the play area immediately. If equipment needs repairs, staff will store it in the shed and have it repaired as soon as possible. If the equipment is un-repairable it will be discarded in the proper manner. 
· Educators will check the equipment while outside with the children or if they are unable to do so they must check it another time during the day (i.e. Lunch break, morning, or evening)

· Each morning, the first educator to go in the playground will do a visual check to ensure that there is no broken glass, chewed toys, etc. 

· Once a month, a full inspection checklist will be performed.

Emergency Situations

All staff members are required to update training in and for emergency situations. The training includes emergency first aid and CPR. If an emergency occurs and your child requires medical attention, then: 
1. Family/guardian will be called to take the child for treatment, however if a family/guardian cannot be reached, an authorized person will be called to fulfill this responsibility. The staff will continue to try to reach family(s)/guardian(s) until contact is made and will inform them of the situation. 

2. If your child needs immediate medical attention and contact with family/guardian or authorized person has not been made, then a staff member will accompany the child to the hospital in a taxi. Contact with the family/guardian will continue to be made. 
3. If emergency medical treatment is needed for a child, then staff will accompany your child in an ambulance to the hospital. 

4. Staff must return to the centre as soon as possible, so when contact has been made, the family/guardian must arrive at the hospital as soon as possible. 

Medication Policy

Staff at Lil’ JEM’s Early Learning Childcare Centre are only permitted to give medication authorized by a doctor or family. 

1. The medication to be administered to a child must be indicated on the child’s health questionnaire in the registration form. If a medication is needed for a child, the family must complete a form to give permission to staff to administer the medication. This form must be signed by the family/guardian.
2. All medication must be in the original container with a readable label. Labels must have the child’s name, doctor’s name, date and expiry date of prescription, dosage, and treatment, as well as the medicine’s name. 
3. Medication will be stored in a locked container or cupboard and will only be administered by approved staff. 
4. Over the counter medication will not be administered by staff unless written instructions are received from family/guardian and/or child’s doctor.  These instructions are to include the information discussed above. 
5. A child’s medication will not be administered to another child, whether the other child is family or not. Medications will only be administered to the child whose name is on the bottle. 

6.  It is recommended that a child who has been prescribed an antibiotic take it for 24 hours before returning to the centre. 

7. Please send measuring utensils along with your child’s medication if needed. 

HIV and AIDS Policies

HIV (Human Immunodeficiency Virus), the virus that leads to AIDS (Acquired Immune Deficiency Syndrome), is NOT transmitted through everyday contact. No confirmed means of transmission through casual contact or biting have been reported.   It is illegal to discriminate because of this disability. 
Child Abuse Policy

An important factor in providing quality care to young children is ensuring their health and safety by protecting them from abuse and neglect both in their home and in the childcare centre.
Any staff member who suspects an incidence of child abuse or neglect has the obligation and right to report to child protection services. It is not the staff member’s responsibility to determine if child abuse has occurred or not, but it is the staff member’s responsibility to report any, and all suspected cases. When a report is made to child protection services, they will determine if action needs to be taken on the particular case.
* All staff, students, and volunteers who will have direct contact with children will be screened through the Child Abuse Register. 
Behavior Guidance Policy

An important goal of administering quality childcare is helping children learn self-regulation. This can be achieved by promoting self-confidence, independence, and trust. Educators will guide the children’s behavior while allowing them to experience safe, natural consequences rather than punishment. Patient and tolerant educators with a well-planned and developmentally appropriate program is essential in reaching these goals. This applies to all Lil Jem’s staff, volunteers, visitors, and students. 

Educators will adopt a positive attitude towards children, while respecting the children as individuals and displaying an understanding of child development.

Educators will design an environment that will encourage positive attitudes and behaviors in children. They will provide age-appropriate equipment that will support active, creative play and problem solving. 

Educators will implement the following prevention strategies that will help to minimize conflict situations:

· Establish clear, consistent, simple limits and provide explanations for limits. 
“When you sit, your friends can see the book.” Instead of “sit down.”

· State limits in a positive manner and periodically remind children. 

Instead of using negative words such as “no”, “don’t” and, “stop” use positive sentences that exclude those words. “Walk your feet” instead of “no running.” 

· Provide opportunities for children to make choices throughout the day.
“Are you going to play with the trucks or the books?” or “are you going to clean up the Lego or the trucks?” 
· Focus on the behavior, not the child. 

“It hurts my ears when you yell close to them.” Instead of “you’re so bad, don’t do that.” 

· Model and encourage appropriate behavior. 

Acknowledge when a child uses positive and appropriate behavior “I see that you chose to help your friend clean up, that is so kind of you.” Model good behavior by not shouting when you are expecting the children to use indoor voices.

Allow children time to problem solve without intervention.
Don’t tell children how to remedy a problem if they are trying to figure it out. Let them figure out a way to put a puzzle together instead of telling them where the pieces go.

· Ignoring minor incidents.
If children’s behaviors are not harming themselves, the environment, or others, it may be best not to intervene.

· Preparing children for transitions.
Give children a 5 -minute warning before transitions “5 more minutes and then we are going to clean up and go outside.” 

When intervention strategies are necessary in dealing with undesirable behaviors, the goal of the staff intervention is to provide guidance and support while helping the children to solve the problem on their own.  The following intervention strategies are to be implemented: 

· Get physically close to the child. 

Getting down to a child’s level, offering a soft touch or physical closeness can often help a child regain self-control.  
· Remind and redirect the child.
Young Children need lots of reminders, periodically reminding them of classroom rules can help them become more successful. If a child is misusing the art supplies, an educator can choose to use redirection by offering suggestions on appropriate ways to use the materials. 

·  Get down on the child’s level and establish eye contact with the child and use a calm voice.
Whenever speaking with children about incidents, rules, or offering encouragement, the educator should get down on the child’s level and make good eye contact with them.

· Acknowledge the child’s feelings and help them to label and identify feelings and understand that there are no bad/wrong feelings.
Educators should help children identify feelings and help children understand them. By asking questions like “How did that make you feel when R. took the books from you?” “How do you feel when mom drops you off and has to go to work?” Refrain from telling children they are ‘fine.’

· Use a schedule/routine with children.
Children feel secure when they know what’s coming next. Educators should use a consistent routine and give the children reminders of what is coming next. “After we eat lunch, we are going to read books and get ready for rest time.”

· Assisting children in problem solving

Educators should use thought provoking questions to help children think about solutions and give them time to do so.  

The Following forms of Discipline will not be used: 

1. Corporal punishment, including but not limited to the following: 


- Striking a child directly or with any physical object 
-  Shaking, shoving, spanking or other forms of aggressive physical contact

- Requiring or forcing a child to repeat physical movements 

2. Harsh, humiliating, belittling, or degrading responses of any form, including verbal, emotional or physical.

3. Confinement of, or isolation of a child or children 

4. Deprive a child of basic needs including food, shelter or bedding or withdrawal of food 

Food and Nutrition 
In accordance with Section 10.1 pg. 22 Food and Nutrition in Early Learning and Child Care Programs

 Food will not be offered to reinforce positive behaviors; food will not be withheld as a consequence for inappropriate behavior and food will also not be used as a reward for completing a task or finishing a meal.
*A copy of this behavior guidance policy can also be found in the family binder found in the centre’s 
lobby.
page 10 section 5.6 & 5.7

“5.6 Foods that have been donated to or purchased for a facility must follow these guidelines: 

• be labelled with the name of the source of the food. 

• include a list of ingredients and any special preparation, storage, or serving instructions.

• align with food and beverage criteria (Section C). 

• align with any policies related to children’s special dietary considerations

5.7 Family handbook includes statements on standards 5.6 and 5.7 with respect to food purchased for or donated to a facility.”

Page 19 section 8.2

“Posted daily meal and snack routines should include a morning snack, mid-day meal, and afternoon snack. Meals and snacks are offered two to three hours apart and allow at least 20 to 30 minutes to eat.”

Page 24 section 12.1 & 12.2
“12.1 Any policies and protocols related to food safety and special dietary considerations, in accordance with standards 5.0 and 6.0, are followed during special functions. 

 12.2 Foods and beverages present at special functions during regular operating hours (e.g., Valentine’s Day, Halloween, Mid-Autumn Festival, and birthday celebrations) are identified on the menu in advance of the celebration and comply with the food and beverage criteria.”

Page 25 section 13.1 & 13.2

13.1 Promotional materials (such as utensils, plates, placements, cups, or water bottles, etc.) that are intended to advertise specific brands, logos, or characters are not used to serve meals and snacks.

 13.2 Staff avoid exposing children to food and beverage marketing (e.g., avoid eating foods in packaging around children).
Grievance Policy

Our staff welcomes comments and/or suggestions to improve the quality of care for your child. When areas of concern arise concerning the classroom or child, the problem should be brought to the attention of the classroom staff, who will be more than willing to hear your comments and suggestions or grievance and will do their best to work through it. If complaints or concerns are related to staff members or the Director, please address them to the Director first. 
Family Communication Plan
At Lil’ Jem’s Early Learning Childcare Centre we strive to maintain personal contact with family(s)/guardian(s) daily via text, and our private Facebook group. Please feel free to approach the staff or director with any questions or concerns. All pertinent program information, and the Ministerial Requirements can be found in the family information binder located in the lobby at the entrance to the centre, resting on top of the table across from the front door. We encourage families to keep up to date by reading the information available in this binder. In the binder, you will also find the following information:

· Where to obtain a copy of the Daycare Act and Regulations as well as a paper copy of these documents.

· A copy of the latest Family Policy Handbook

· The license for the facility

· A copy of the report of the most recent inspection of the facility

· A copy of the centre’s Behavior Guidance Policy

· A list of the names of the current members of the family committee

· A copy of the most recent minutes of the family committee

· Notification of funding provided by the Minister

· Any other information required by the Minister
  Infant and Toddler Daily records are located in each classroom for all children under the age of 3. In the toddler (Ruby) room they are located on clipboards above each child’s locker. In the senior toddler (Diamond) room they are located in a binder in the change table cupboard. Daily routines, menu, and weekly plans are posted on the bulletin board in each classroom. We encourage all families to view these documents regularly to maintain connection and involvement within your child’s school. For this reason, we also encourage families/guardian(s) to participate in the events that will take place throughout the year and encourage visiting at any time. Twice per year we hold Family Committee meetings; in March the meeting is normally held online; in September we tend to host an in person open house. Written notice will be given on our Facebook group or via text at least 2 weeks in advance of meetings, and families will be asked if there are any items they would like added to the agenda.

The Family Advisory Committee consists of: 

· At least 3 families of children currently enrolled in our program

· The Centre licensee or director

· 1 current member of the staff
· The majority of the members of the committee must be families of children currently enrolled.

 If you have any major concerns and would like to speak with the admin and/or staff, we ask that you make an appointment after hours for confidentiality and child to staff ratio purposes. 

Visiting Policy

Family(s)/guardian(s) are encouraged to visit the centre at any time. Upon your request, your child’s educator will review the centre’s program plan with you at your convenience.  

If you are planning on joining us at lunch, please notify the Director the day before so that kitchen arrangements can be made. * A small fee of $2.50 will be charged for family/visitors who eat lunch at the Centre.                   

*Visitors other than family/guardians must check in and sign in on the visiting sheets at the Centre’s office immediately before entering the playroom. 

If staff feels that these visits upset the child, they will have to ask you to stop visiting. Please notify staff of anyone who is not permitted to visit your child. 

We look forward to growing with you and your family!
The centre will close at 12 noon on Christmas Eve and will reopen on the first business day of the new year. 










