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Lil Jems Core Values
KINDNESS, RESPECT, INCLUSION, INDEPENDENCE 
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Family HANDBOOK


Family Home Childcare is not babysitting.
It is not comparable to any childcare Centre.
It is families in relationships with a professional care provider,
in an environment that becomes, by design, a second home-
and a whole bunch of people partnering, trusting, caring and
educating each other.
-Unknow Author

















Agency Owner/Executive Director
Jodi Mackinnon-Leblanc
Phone/text: 902-749-6826
Email: liljemsfhca@gmail.com
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Agency Contact Information
Agency Name: Lil’ Jem’s Family Home Childcare Agency
Agency Owner: Jodi Mackinnon LeBlanc
Agency Executive Director: Jodi Mackinnon- Leblanc
1040 Lakeside Road Yarmouth, Nova ScotiaB5A 5K1
Phone: (902) 749-6826
Email: liljemsfhca@gmail.com 
Website: www.liljemschildcare.ca 

Welcome and Introduction
Welcome to our Family Home Childcare Agency. This Family Handbook has been designed to provide you with information about our program, curriculum, philosophy, and policies. Please read this and keep it for future reference. Having open communication is crucial. This makes caring for and educating your child at their developmental level while understanding and respecting the diverse needs of each family possible. Inside, you will find expectations of the Agency staff, families, and providers. If you have any questions, concerns, ideas, or comments regarding our program, philosophy, Agency staff, or the Care Provider who is looking after your children, please feel free to contact the Director or Agency Staff at any time and we will get back to you as soon as possible. 

Our Mission and Philosophy
[bookmark: _Hlk49928270]Approved in-home Childcare Providers who would like to offer diverse, inclusive, creative, and safe environments to promote children’s social, emotional, cognitive, and physical growth. It is important to us that the providers create an environment that allows children to have respect for self, respect for others, and a joy for learning.
We encourage learning opportunities 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 care givers of children have open and honest communication that 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 and happy about every situation.
We value and nurture families with diverse lifestyles, cultures, and world views. We acknowledge and celebrate our differences and encourage our children and their families to do so as well.  As an Agency, it is our responsibility to set the stage for positive, stimulating interaction with others through respect for self and others, individuality, positive support, and receptiveness. 
Lil Jems Family Home Childcare Agency employees and providers understand child and family development, recognize, respect, and accept all cultures, Faiths, and ethnicities. Agency consultants will help Providers to recognize and meet the developmental and learning needs of children and families within each community.







Our Curriculum
The role of Children include:
• 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 to do
• 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/ constructions

The role of the Educator includes:
• Carefully observing children to determine their interests, experiences and needs
• Understanding the child’s development
• Promoting the development of skills necessary for school and life success (including 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, how they are made, and why they are the 
  way 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 modelling, 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. 

[bookmark: _Hlk49928325]Grievance Policy
The Agency and Care Providers welcome feedback to improve the quality of care for your child. When areas of concern arise concerning the Family Home or child, the problem should be brought to the attention of the Agency and Care Provider who will be more than willing to listen to the feedback or grievance and will do their best to work through it.

Confidentiality and Professionalism Policy
[bookmark: _Hlk49928384]All information provided to the Agency and Care Providers for registration and health purposes is confidential within the Agency and Family Home setting. The only persons permitted to review the children’s files will be family/guardians, Agency staff, Care Providers, and the Provincial Licensing Officer. Files will be on site in the provider’s home as well as at the agency office in provider files.
Information will not be given out by the Agency or Care Providers without written consent from family/guardians. Lil’ Jems Family Home Childcare Agency and its Care Providers will not verify a child’s enrollment or discuss their behavior to anyone by telephone, text or in person, without family/guardian consent. 



It is expected that all providers affiliated with our agency, conduct themselves in a professional manner. Each provider represents the professionalism of our agency and is expected to adhere to the following. (Failure to do so could result in written warning or termination of approval).
· When attending conferences, workshops, and being on social media, childcare providers are expected to be respectful, polite, and mature.
· Proper etiquette includes putting cell phones on silent, refraining from speaking during instruction and being respectful when addressing facilitators. Appropriate language and tasteful photos should be used on social media. Negative conversation, slandering/bashing the agency, staff, providers, or families will not be tolerated.
· Confidentiality of families is to be always maintained.
Under no circumstances should a child-care provider share personal information about children or their families with anyone outside of the agency. Disrespectful and negative talk will not be tolerated. The children and their families are clients and discussions regarding behavior etc should be positive and respectful. When discussing agency issues with other providers, please be aware of the surroundings. Public places are not an acceptable environment to discuss confidential matters.
· Gossip and disrespectful behavior toward agency staff and/or other childcare providers, children and families will not be tolerated.
If there are issues or concerns with agency staff or other providers, please address the person directly and refrain from involving others. If assistance is needed resolving conflict or another provider is violating regulations, please contact agency staff and we will address the issue. If complaints are received from families or other members of the community, please keep them confidential and ask the person to contact the director or consultants directly.
This policy will be reviewed during initial inspections, annual inspections and as needed.

Posted Information:
The following information can be found posted in a visible location such as on a bulletin board or in the family/children’s binder within the home of all providers: 
· Daycare Act and Regulations
· Family Handbook
· Most recent agency inspection report
· Current Days Menu
· Most recent Family Committee minutes
· Behavior Guidance policy

The Above posted information can also be found posted in a visible location at Lil’ Jems Family Home Childcare Agency office; as well as the following:
· Family Committee Members
· Process of Approving homes
· Monthly Scheduled Playgroups and visits Calendar 
· Nova Scotia issued License for Agency 

[bookmark: _Hlk55904398]Administrative Structure and Personnel 
Upon receiving our license, we would expect to receive funding for part time Exec Director/consultant and owner Jodi Mackinnon-Leblanc, full time Director/Administration/consultant and one full time consultant 
Each Agency employee is required to have and maintain a minimum of:
· Level 1 ECE

· Two years’ experience in the childcare sector
· First Aid Level C
· Minimum of 15 professional Development hours per year or 45 hours over 3 years
. 
Additional Skills/Qualifications
Patience, dependability, flexibility, ability to relate warmly to children, positive attitude, use of positive words and body language to families and children always, and strong interpersonal skills, are also required. 

Agency Job Descriptions:
Owner/Executive Director (Jodi Mackinnon-Leblanc) owns and operates a highly reputable Early Learning Centre in Yarmouth (Lil Jems Early Learning and Childcare Centre). All center waitlisted families will be given info for Lil Jems approved providers within required locations. Agency office and lending library will be located at this location. 
[bookmark: _Hlk56077017]Jodi currently offers Positive Parenting guidance in homes and through workshops within the tri-counties. She also offers supports to (both private and approved) providers and families regularly via phone/social media chats. These resources will be available to all Providers and Families approved through Lil Jems Family Home Childcare Agency. Jodi will oversee quality in all areas of the agency including advertising. All approvals, quarterly inspections, and annual inspections will be completed by both Executive and consultant(s) to ensure highest quality environment.  As Jodi currently works directly with families and Educators at the center, her time will be shared. Approximately 15-25 hours per week will allotted to Centre and 15-25 hours per week to Agency. These hours will vary depending on approvals, training, etc. 
Exec Director will be paid Salary rather than hourly as they will vary depending on approvals, training, regulation requirements, etc. 

Experience shows that having a “lead” educator, who not only models’ positive interactions but can also mentor others positively, it naturally creates a kind, independent, respectful, and inclusive environment. 

Assistant Director/Consultant
Assistant Director will be responsible for all administrative duties including bookkeeping, budgets, lending library, policies, maintaining website, Assistant will also support providers and families in connecting, conflict resolution etc. Visiting providers once monthly to “check in” offer supports, resources or learning materials will indirectly ensure that Lil Jems philosophy in being implemented consistently. Assistant will also help in recruiting providers and matching with families.
Assistant will be paid Salary rather than hourly as they will vary depending on approvals, training, regulation requirements, etc. 

Consultant
Consultant is responsible for monthly visits with providers implementing developmentally appropriate activities while modeling positive guidance. Consultant will have available materials from the lending library based on the children’s interests or provider’s request. Playgroups in each area will be implemented by consultant as well. Lil Jems Family Home Childcare Agency respects all families and 

their diverse needs. The consultant will ensure that travel and alternate childcare options are available for families and providers to participate in playgroups, professional development opportunities and valuable learning/networking opportunities. 

Owner/Executive Director Duties: 
· The Executive Director acts as Lead Consultant initially approving homes as well as semi-annual and annual inspections 
· Ensuring Providers/family’s needs are met, and they are supported by the agency
· Provide professional development opportunities to providers based on their needs
· Maintain positive community/agency relationship 
· Define staff job descriptions 
· Oversee selecting, hiring, and performance management of Agency staff
· Monitor performance of Agency staff and complete annual performance evaluations- Ensure care providers are delivering the Family Home Childcare program in accordance with program guidelines and philosophy. 
· Monitor the financial viability of the agency
· Oversees all purchases and expenses
· Seeks out, organizes, and implements training opportunities based on the needs of staff and providers. 
· Ensuring that the Agency meets all legal/regulations requirements
· Develop policies, make informed decisions, and oversee the Agency’s operations, in accordance with the Philosophy 
· Visits provider homes at least once quarterly
· Creates and maintains private social media forum through Facebook where providers and agency staff can work together with suggestions on activities, positive guidance strategies 
· Advertising through Kijiji, Facebook, signage, etc., to recruit providers and make families aware of available childcare
[bookmark: _Hlk56076203]
Assistant Director/Consultant (level two ECE)
· Balancing the budget weekly, Maintain living budget on spread sheet 
· Ensure that regular planning of Agency activities is carried out
· [bookmark: _Hlk55751277]Ensure that the Agency meets all legal/regulations requirements
· Ensure that a high-quality childcare and education program is in place, in accordance with Lil Jems Philosophy
· Develop policies with Exec Director, make informed decisions, and oversee the Agency’s operations, in accordance with the Philosophy 
· bookkeeping/basic accounting 
· Develop publicity and advertising materials for the Agency
· Document editing, templates, and letters
· Maintains provider files in accordance with agency policies and regulations
· Ensures records of professional development for both providers and agency staff
· Ensures record checks for regulation purposes are current as well as proof of professional development hours within the provider files
· Ensures the Agency meets daycare act and regulations 
· Submits year end financials and communication with accountant in a timely manner  
· Ordering supplies for lending library and office 
· Maintain website with up-to-date information
· Create organization system for lending library materials. 

· Visits homes at least once monthly 
· Maintains a minimum of 15 hours per year of professional Development
· Ensures Lil Jems provider and staff files are always complete  

Family Home Admin Assistant (minimum level 1):
· Providing or organizing transportation for Care Providers and children enrolled in Family Home Childcare program to attend agency functions. It is the family’s decision to allow their child to leave the provider home to attend functions.
· Assisting families and providers in matching requirements with services. Consultants will be available to bring families to various providers that may suit their needs. 
· When requested, consultant will mediate provider/family meetings. Consultant will assist in letter writing to families when requested. If provider does not have access to a computer, consultant will ensure provider has documents, files needed through agency office, assisted by the Assistant Director.
· Increases public awareness of the Agency
· Assist in developing publicity and advertising materials for the agency
· Provide a lending library/storage area that will be accessible to providers. Materials available will consist of materials and equipment for ages 0-12 years including collapsible cribs, highchairs, fine motor materials, serving dishes etc... Any materials that are requested will be signed out (signed in upon return) and delivered by consultant or provider may pick up. 
· Visits each Care Providers family home managed by the Agency at least monthly
· Maintains updated information on children and Care Provider
· Provides families with information on program activities and changes
· Acts as liaison between Agency and Community
· Maintains detailed knowledge of relevant community resources
· Provides information to Care Providers about community resources
· Maintains current substitute list to assist Care Providers who need relief
· Monitors availability of childcare spaces, develops a waiting list, and works with Care Providers to try and maintain maximum enrolment, with assistance from the admin
· Works with Care Providers to match waiting children and families to Care Providers and available spaces
· Posts all required and relevant information at the Agency for families, staff, and visitors
· In collaboration with Agency Assistant and the care providers, plans and implements play group activities that provide children with developmentally appropriate activities
· Keeps updated on new program ideas and activities
· Maintains resource files/library for personal use and use by care providers
· Maintains updated supply list for play groups & lending library 
· Organizes space, equipment and materials as needed for activities, and in compliance with the Child Care Act and Regulations, and Family Home Day Care Regulations
· Develops community and multicultural awareness to meet care providers and families 
· Monitors the Care Providers’ programs and assists Care Providers with improvements
· Complies with all Agency policies and procedures, core values, philosophy, and mission statement
· Maintains open communication and shares ongoing information regarding concerns/comments about a program with families, staff, Care Providers, and specialists
· Maintains knowledge about and complies with Day Care Act and Regulations, Family Home Day Care Program Regulations and Agency policies. Maintains confidentiality of information relating to children, families, staff, and the Director
· Maintains current First AID and infant CPR training (level C)

· Works with Care Providers to implement monthly practice procedure for fire and other Emergencies
· ensure that travel and alternate childcare options are available for families and providers to participate in playgroups, professional development opportunities and valuable learning/networking opportunities. 
· Recommends approval of Care Providers and Family Homes for the Agency
· In collaboration with Agency Director and the Care Providers, plans and implements play
· group activities that provide children with developmentally appropriate activities
· Maintains open communication and shares ongoing information regarding concerns/comments about a program with families, staff, care providers, specialists, and director as needed, and respecting confidentiality policies 
· Notifies Director of program needs
· Maintains knowledge about and complies with Day Care Act and Regulations, Family Home Day Care Program Regulations and Agency policies maintains confidentiality of information relating to children, families, staff, and the Director
· Maintains current First AID and infant CPR training 
· Works with Care Providers to implement monthly practice procedure for fire and other emergencies
· Support and guide provider through process of reporting suspected abuse when necessary
· Acts as substitute for provider on occasion for a maximum of 3 hours depending on availability

Number and Ages of Children
Lil Jem’s serves children from birth to 12 years. Each Care Provider serves different ages and groups of children depending on the Family Home and their set ups. 
By law, each approved Family Home Care Provider is permitted to care for a maximum of 7 children at a time, including their own children, and must not have any other children in their care, subject to the following restrictions:
(a) no more than 2 of the 7 children may be infants (0-17 months)
(b) no more than 3 of the 7 children may be toddlers or younger than toddlers (0-35 months)
If a Care Provider is only looking after school aged children, they may care for a maximum of 9
school age children at a time, including their own children, and must not have any other children in their care. If a Care Provider is looking after only infants, then the Care Provider may care for a maximum of 3 infants at a time; including their own infants and must not have any other children in their care.
[bookmark: _Hlk55800704]
Fee Payments:
Childcare fees are set by the Agency based on location, age of child and competitive rates. Providers will give families invoice on the 10th of each month and paid in full by the 20th of each month. No child shall be accepted unless fees have been paid in full by the first of the month (this included all late fees incurred). 
Fees may be paid in the form of cash, cheque, or e-transfer.
Fees are payable directly to the Care Provider 
Rates include all registered days including sick days, vacation days as well as any other days that your child does not attend yet is registered for.
This is an Agency policy and must be adhered to.


Late Payments:
A late payment fee of $10 for the first day will be charged on the 21st  and $5 each day after will be added until fees are paid in full. Late payment fee must be paid at the same time as the monthly fees.
Your child will not be accepted into the home until all fees including late fees are paid to date.

Failing to pay your bill may result in the discontinuation of childcare services. If fees are not paid by the first of the following month, the child will not be able to attend, and the seat may be given to the next person on the wait list. 
Our Providers are very understanding and if something comes up, please don’t hesitate to reach out.
This is an Agency policy and must be adhered to.

[bookmark: _Hlk55902883]Arranged Early Drop Off and/or Late Pick-Up Fee:
Our Care Providers strive to provide flexible childcare services. Fees are based on childcare being provided during individual provider’s hours. If you require childcare services earlier or later in the day or on weekends, please make arrangement with your Care Provider. An alternate arrangements contract must be signed and placed in child’s file, as these extended hours will be “unapproved hours”. An additional fee will be charged for any additional hours of service the Care Provider may be able to supply, and such will be determined by the provider and Agency. These extended extra hours will not be subsidized by the government.

If for some reason you are going to be late for pick up there will be a late charge of $10 for the first 15 minutes late, and a charge of $5 for every additional 5 minutes thereafter. You will be asked to pay your Care Provider directly at the time of pickup-or the monies will be added to your bill at the end of that month. 
                                             This is an Agency policy and must be adhered to.

Fees During Vacations:
Fees are payable during individual family chosen vacation dates where the child does not attend. 
Should a provider book vacation time, they reserve the right to book a substitute or close during stated time. Families will have a minimum of 2 months’ notice of Provider booking vacation time. Should a provider choose to hire a substitute for booked vacation and a family chooses not to send their child, fees will still be paid for said registered dates.
This is an Agency policy and must be adhered to.

Agency Hours of Operation
Agency consultants make themselves available to providers and families via call or text from 7am to 9pm- 7 days per week. 
Office hours will vary as consultants may be occupied supporting other providers. A consultant will always get back to provider or family in a timely manner.
Agency staff vacation time will be booked throughout the year. Should a provider or family need support during this time, other agency staff will gladly assist. Agency consultants will ensure provider needs are met and regulated visit has been completed as per Agency policy. Should an agency staff become ill during scheduled work time, agency will Notify providers via email and private FB group.
[bookmark: _Hlk55902968]

Storm Day Policy
The Agency NOR providers will close for winter storms. Providers are not risking themselves or their families with travel during storms, therefore there is no need to close. Agency Staff can work from home when necessary to continue to offer support to families and providers.

It is up to each family to decide to send their child during winter storms. Families are required to pay childcare fees should they choose to keep the child home.   
This is an Agency policy and must be adhered to.

Power Outages
If there comes a time when your child-care Provider has no power due to natural circumstances, and if the estimated reporting power outage time is longer than an hour, they HAVE to close. This is for emergency purposes, due to some providers having no service/ phone service, along with no running water for proper sanitization. This is also a Public Health Regulation that we must follow.
This is an Agency policy and must be adhered to.

Holidays
If any day that is designated a holiday should fall on a Saturday or Sunday, then the holiday will be observed on the first business day immediately following. Providers will be closed for the following holidays: (unless otherwise stated by your child’s care provider). Should a provider choose to be open, and a family uses the services, fees will be adjusted to reflect time and ½ for said holiday. 
· Christmas Day 
· New Years Day 
· Canada Day 
· Good Friday 
· Thanksgiving 
· Remembrance Day 
· Boxing Day 
· Victoria Day 
· Labour Day 
· Easter Monday
· Heritage Day 
· Natal Day 
· Truth & Reconciliation
· Christmas Eve (after 1pm)
· New Year’s Eve (after 1pm) 
Should a provider choose to close over the Christmas Holidays (besides the above-mentioned days), families will NOT be billed for any days that childcare is not available. 
This is an Agency policy and must be adhered to.






	
Withdrawal Policy:
We hope that your child/ren will be part of our family for many years, however we understand
that children will leave our care from time to time. If you plan to withdraw your child from the
family home, you must provide 2 weeks written notice to your child’s Care Provider.
[bookmark: TOC1_46]If a provider is no longer able to provide care for your child, a 2-week notice will be provided to you.
This is an Agency policy and must be adhered to.

Termination of Care by Provider:
If the provider does not feel that they are able to meet the child’s needs, or due to a child’s behavior, actions, and attitudes, the Care Provider reserves the right to terminate the child-care arrangement, in a timeline that is in the child’s best interest. 
Other reasons for termination of care by the Provider would be non-payment for services, lack of cooperation with the family/guardian, or abusive behaviors. Abusive behaviors and/or verbal threats by family/guardians towards the Care Provider or the Agency Staff will result in immediate termination of childcare and instant removal from the property.
This is an Agency policy and must be adhered to.

Notice to Families of Significant Changes: 
As soon as is practicable, a licensee must notify the families of each child enrolled in the program operated by the licensee and, if applicable, each care provider in a family home day care program operated by the licensee, if any of the following occurs:
Please find information (http://www.gov.ns.ca/just/regulations/regs/dayregs.htm) (46(1)(2)(3))
 
What Families Should Expect on Child’s First Day:
Your children will learn the Lil’ Jems core values, Kindness, Respect, Independence & Inclusion. This is a home childcare environment that is ran by a professional childcare provider. Families are trusting providers with their most valued possessions; they will be treated as their own. This is NOT babysitting.
The first day is an important day for you and your child.
Children who are introduced to a new childcare setting in a positive way with support from their own families and provider often adjust more quickly to their new situation. Open lines of communication build trust between provider and family. We welcome all families, cultures, and faiths. We are a bias free environment and treat people how we wish to be treated. 
Your child will be welcomed at the entrance of the home by the provider on the first day. You and your child will be familiar with the environment as a previous meeting and tour has taken place. This transition may be difficult as families are not allowed in the home during work hours due to current health regulations. The provider will calmly take your child from you and go into the yard/home. Please leave in a timely manner as other families will be arriving, and prolonged drop-offs are often more traumatic for a child. We also understand that it is often equally traumatic for the family member dropping off. Providers will update family on how your child is doing at the earliest opportunity however they do have a busy schedule so have patience. Throughout the day providers will document experiences and share them with families via social media, text, or email. Your child’s first few days will be full and exhausting. Expect any or all emotions to come out when you arrive. This is normal, take time to talk about your child’s day with them including your own feelings! 
The first day is a big one for the whole family!

[bookmark: _Hlk55903085]Arrivals and Departures:
Arrival
• You must greet provider at entrance. Provider will help child remove his/her outerwear 
• On arrival, please advise the provider of any special circumstances that may affect your child’s behavior or well-being that day. These are noted in the daily records, which are available to view upon request.
• If your child comes to the door with food in their hands, the Care Provider will either ask the parent to take it back home with them, or to save it until pick up. This makes it very hard on said child, Provider, and the other children, if any “snacks” are entered in. There is not to be any outside food to enter the home for the children, unless prepared in the kitchen, as per Canada Food Guidelines.
• Please notify the Care Provider if your child will not be attending, or will be late (please
give an approximate time of arrival). Children are not permitted to be dropped off during the lunch/rest period unless otherwise arranged by you and your child’s Care Provider. 
• Each Care Provider has their own cut off time in the morning, put into effect to render their daily schedules.  This cut off time is to ultimately help your child with a smoother transition into their day at their Care Providers home. This time is also set in place to help the Provider plan their day better by 
knowing how many children there are, how much food to prepare, and their daily activities/ outings can be planned in accordance.
• If you show up to drop off your child after the cut off time, the Provider may turn you away until the following day. If you have an appointment or running late please let the Care Provider know.

Departure
• Children must be picked up by the closing time designated by the Care Provider.
• If, due to unforeseen circumstances, you will be late picking up your child, you must call
the care provider in advance. Note that a late pick-up fee will be charged.
• Children must be picked up by an authorized family or guardian. If you are unable to pick up your child, you must notify the care provider in advance regarding who will be coming for your child and an approximate pick-up time. That person needs to show ID.
• Agency staff members and the Care Provider will only release your child to those persons
listed on the authorization form at the time of enrolment. Please keep us updated with any changes to this authorization lists. 
• If you want someone not listed on the authorization form to pick up your child, you must inform us in writing. If this is not possible, we must be able to contact you for authorization, or we will not release the child to the person. ID must be presented upon pick up.
• If you are picking up your child earlier than normal, please contact your Care Provider. They may be on an outing and will need to advise you where pick up will be. 

Child’s Daily Necessities
Our agency’s programs are designed to encourage and facilitate active learning and
development through exploration and play. To ensure that your child gets the most out of the
program and is safe, comfortable, and happy throughout the day, we have developed the
following guidelines:
• Your child will need the following personal items, which should be kept at the child-care home (and replaced with clean items when required):
· a small blanket

· indoor shoes AND outdoor shoes
· 2-3 complete changes of clothing (underwear, socks, pants, shirt, etc.) If your child is toilet training accidents may occur during this training process and we LOVE messy learning experiences
· We value our families and welcome photos or materials to incorporate in their childcare/learning space. 
· Weather permitting attire

• Your child’s possessions will be stored in a storage bin/locker or hook marked with his/her name. The bin/locker will also contain notices, their artwork, soiled clothing, etc. Check it daily so that you can ensure that you collect any items which need to be taken home, and to ensure that spare clothing and bedding are clean and in good condition.
• If your child is being toilet-trained, you are responsible for providing diapers, and any special toileting supplies that your child needs (The Care Provider will keep you updated on your child’s diaper needs).
• Your child may bring a safe toy for rest period, such as a plush, stuffed toy or doll.
• Children should wear comfortable clothing so that they can participate in all aspects of
the program. Please send your child in the appropriate outdoor clothing for the day. We try to go outside twice a day, at the playground, for walks, or field trips, and in all kinds of weather. Following are lists of seasonal outerwear that your child will require:

	Everyday
	Summer
	Winter
	Fall/Spring

	
- Change of clothing
- Diapers (if needed)
- Wipes 
- Other items for diaper changing (if needed)
- Jacket 
- Blanket
- Comfort plush toy
	
- Sun hat 
- Summer Jacket 
- Waterproof rain boots
- Sneakers
- Light sweater
- Shorts 
- Pants
-Sunscreen 

	
- Winter Jacket
- Snow Suit/ 
- Snow pants
- Winter boots
- Hats
- Mittens (extra)
- Sweater
	
- Jacket
- Rain pants
- Rain jacket
- Waterproof rain boots 
- Hat
- Mittens 
- Sneakers 



All items of clothing should be clearly labeled with your child’s name or initials.

While every effort is made to protect your child’s clothing and possessions from loss or
damage, we cannot guarantee that this will not happen. Providers will NOT be held accountable for materials/clothing ruined/lost. 
The children are often engaged in messy play throughout their days, so we recommend not sending your child in expensive or special clothing. Often times the children will get dirty throughout the day.
ALL clothing and items should be labeled with child’s name on it.
This is an Agency policy and must be adhered to.
[bookmark: _Hlk52467611] 





Smoking in the Home
https://www.ednet.ns.ca/earlyyears/documents/providers/Standards_FHDC.pdf
6.0 Smoking in the Family Day Care Homes 6.1 Children in the care of the care provider shall not be exposed to smoke and no one shall smoke in the presence of children, whether indoors or outdoors, while children are in care.
• The home/ yard of the Care Provider will be free from any cigarette butts or materials.

Health/ Illness Policies
• Lil Jems Family Home Childcare Agency, we are concerned about the health and safety of all children, Agency Staff and Care Providers. Staff and Care Providers are strict about enforcing health regulations.
• Infections can spread rapidly within a Family Home, so universal precautionary measures are always taken. Our Care Providers make sure proper cleaning and sanitization is put in place to ensure the safety of your children.
• We no longer follow protocol for COVID-19. We treat it as a normal virus now.
• If your child is sick, it is important that we all follow the illness exclusion criteria. 
• If at any point while the child is in the care of the provider and they start with any of the below symptoms, or if they are lethargic and not participating like normal, a phone call will be made for the child to be picked up. This is to ensure the health and safety of said child, and all the other children/ provider in the home.
If any child with obvious symptoms such as:
· Temperature of 100 degrees F (with other symptoms present)
· Vomiting (with other symptoms present)
· Diarrhea- very loose bowel movement (twice within an hour)
· Unexplained rash
· Coughing- persistent cough (breathing difficulties)
· Lice (including nits)
· Scabies (excluded until first course of treatment is complete)
· Impetigo (excluded until antibiotics has been taken for full 24 hours)
· Pink Eye (excluded until antibiotics has been taken for full 24 hours)
· Chicken Pox (excluded until 5 days after the rash has appeared or until the blisters have crusted over)
· Strep Throat (excluded until antibiotics has been taken for full 24 hours)
· Hand Foot & Mouth Disease (only excluded if unable to actively participate in program)
· Pinworms

---Will NOT be accepted into the Care Providers home.

•  A child must be 24-hour symptom free to come back into the Care Providers home. We ask that you be truthful with your child’s Care Provider about their sickness’ and please do not medicate before sending child to help alleviate symptoms. 

Please refer to these sites for most current information.
Communicable Disease Prevention and Control- https://novascotia.ca/dhw/cdpc/documents/guidelines_CDPC_Child_care_setting,pdf


Illness of Care Provider
[bookmark: _Hlk52458307]Care Providers are self-employed therefore do not receive paid sick days. Providers are responsible for their own health and wellbeing. If the Care Provider is ill and unable to care for children, the Provider must notify both families and Agency verbally and in writing as soon as possible. It is expected that the provider will follow extra hygiene practices during cold and flu season and will only close if (or their own children in the home) their symptoms fall under public health guidelines. If the consultant is available, he/she will substitute, otherwise it is the family’s responsibility to find alternative care. It is in the Agency’s interest to help find alternative childcare services when possible. We hope this will be done with sufficient notice so alternative arrangements can be made for the children. 

Should a provider have to close due to illness temporarily, it is expected that the family will find alternate arrangements until provider is able to re-open. Fees will not be due if provider is unable to offer care. 
•  The agency may not permit a care provider to rely on the services of a substitute for more than 20 days per year as per FHD Standards.
•  The Care Provider will also follow the same 24-hour symptom free policy for their self and for their own families in the home.
• They will only cancel if there is a fever present, vomiting, diarrhea, or odd rash accompanied with   
   another symptom.

ALWAYS HAVE A BACK UP CHILDCARE OPTION WHEN USING FAMILY HOME CHILDCARE OPTIONS

Medication Policy
• The Care Providers are only permitted to give medication authorized by a doctor or
family.
• All medication must be in the original container, with a readable label, with the specific child’s name.
• You will be asked to complete an authorization form for each new medication (or provide a written letter of consent), stating your child’s name, date, nature of and reason for the drug, complete instructions on administration and dosage, and any special instructions.
• Over the counter medication will not be given by the care provider unless written instructions are received from the family or the child’s doctor. These instructions are to include your child’ name, date, nature of and reason for the drug, complete instructions on administration and dosage, any special instructions, and the family’s or doctor’s signature. The care provider will provide a medication form for you to fill out.
• Please send measuring utensils along with your child’s medication.
• All medications are to be given directly to care provider, and for safety reasons must not be left with child’s spare clothing and bedding in the cubby area.
• It is recommended that a child who has been prescribed an antibiotic take it for 24 hours before returning to the family home. 
• If you have siblings in your home, they can not share prescribed meds unless both children’s names are on the prescription/ bottle.


Universal Health Precautions
Lil Jems Agency and anyone associated with the Agency as Care Providers, help control the spread of infections by practicing proper hygiene and universal precautions. Children, Care Providers, Agency staff, and volunteers:
· Wash their hands thoroughly with warm water and soap before meals, after toileting before and after administering first aid, and throughout the day as required.
· Dishes, eating surfaces and diapering areas are sanitized after each use.
· Toys are checked for breakage daily and sanitized at least twice each day. 
· Floors are cleaned daily, and as required throughout the day.
· The laundry, kitchen and bathrooms are maintained in a clean and organized manner.

Emergency Preparation:
• Lil’ Jem’s inspects all of the Family Homes on an annual basis to ensure that the premises are safe.
• The Agency and each Family Home have an emergency evacuation plan and practice fire safety
   procedures and carry out monthly fire drills. The time, date, and number of children participating are 
   recorded.
• All Agency staff and Care Providers have been trained in First Aid and infant CPR (Level C) and are 
   required to keep their training current.
 •Please inform your Child Care Provider of any changes to your address, place of work, telephone 
   numbers, and authorization list, and injuries that your child receives outside the program. 

Accident Reports 
Care Providers are required to complete an accident report form for any accident which requires first-aid treatment by Care Provider. It will be signed by the staff member who administered treatment, and the family. The report is then placed in the child’s file. Family(s) are to be informed of the injury at an appropriate time, depending on the extent of the injury, maintaining confidentiality of all concerned parties.
Anytime a head injury occurs, the family needs to be contacted right away to be notified of the injury and incident.

Emergency Evacuation
In the event that we have to evacuate the Family Home due to fire or any other emergency, and if the home is not fit for immediate habitation, the families or an authorized person will be contacted and expected to pick up the child immediately at the designated emergency location.

Nutritional Information
• The Care Provider’s menus are developed with the assistance of the Canada Food Guide for 
  Children. 
• Our Care Providers offer balanced nutritious foods that meet health and allergy requirements. 
• The Care Provider may plan meals in advance and may post menus for the interest of families.  
  Monthly posting is not required, only daily menu posting is required.
• 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 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 home).
[bookmark: _Hlk120190757]• Maintaining an open line of communication with families/guardians is essential in understanding 
  issues and challenges that may arise and ensuring those children’s nutritional needs are met.
• Providers are respectful of families cultural, religious, or dietary choices and welcome families to 
  share recipes and ideas.
• Providers are required to create a relaxing and enjoyable meal environment and plan for transition in  
  routine from play to meal/snack. They are required to respond to children’s hunger cues and 
  encourage children to respond to hunger and feelings of fullness. Children are not forced to finish   
  food that has been served. Providers are required to encourage self-feeding in children as well as 
  healthy eating habits. 
• 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 
  practices for the prevention of food borne illness. Foods and beverages served in regulated childcare 
  settings, including foods prepared on site by the Provider and foods purchased for or donated to the 
  facility, must comply with applicable food safety regulations to ensure a consistent and safe 
  environment for children.
• When working directly with children, providers are required to model healthy eating practices that are 
  consistent with these standards. 
• All food that is served in the home will follow the Food and Nutrition Regulations regulated by the 
  Government of Nova Scotia. These regulations include the Infant Feeding Plan. It 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. Providers are required to allow infants to explore their food, feed themselves and respond to 
  hunger and fullness cues.
• 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 food is associated with an action and not with hunger. It 
  can teach children to prefer some foods over others and alter children’s natural ability to respond to 
  internal cues that allow them to know when they are hungry and when they are full.
• Any food items purchased for or donated to the home MUST meet all requirements. There may be 
  instances where food must be approved through the Agency Director.
• No food is to come inside with the child at morning drop off.

Breastfeeding
Providers welcome breastfeeding within their home. Upon request a mother can be directed to a comfortable area to feed their infant.

Rest Period
Infants sleep according to their own individual schedule. For children under school age, a rest period is a part of the day’s schedule. During rest period, all children under school age are required to rest on their mats for 30 minutes. This includes children who do not sleep. After 30 minutes, any children that are not sleeping will be provided quiet activities/ books on their mat until the other children wake up. 


Each child will have their own sleep cot, along with their own bedding. Everything is kept separated from the other children’s bedding to refrain from contamination of germs. Either pillow cases or containers are used to store the children’s rest materials.
Each child can bring their own blanket and/or sleep stuffy.
 
Duty to Report Suspected Abuse
As per the protocols outlined by the Department of Community Services for the prevention and reporting of child abuse. 
The Agency staff and the Care Provider are legally required to address any instances, concerns, or comments that could potentially be abuse or neglect. We are NOT permitted to contact family to discuss this. We are NOT trained in this area, and it is not for us to assume or decide. Please respect this and be considerate of our situation. If we do not report suspected abuse/ neglect or any concerns we could potentially lose our approval / license.

https://novascotia.ca/coms/families/provider/documents/Child_Abuse_Reporting_Investigating_Protocol.pdf

Behavior Guidance Policy
• The Agency has a written behavior guidance policy with respect to permitted and prohibited behavior 
  guidance practices. The policy applies to all Agency staff, volunteers, and Care Providers.
• The Behavior Guidance Policy is posted on bulletin boards or inside the family binder found in each 
  Providers home as well as on the Agency’s bulletin board in the office.
• Providers must review the Behavior guidance policy with families and have them sign a form 
  confirming they have received the family handbook and a review of the Behavior Guidance Policy. 

Professional Development for Agency Staff and Providers
• Providers will be given training opportunities throughout the year totaling 1.5 days they will need to 
  close. Families will be made aware of these dates well in advance as providers need to close either 
  for the full day or by noon (depending on the training and location given) to allow time to travel and 
  get ready. This is valuable training opportunities to devote to high quality training within our homes to 
  give to your children. 
• Lil Jems Providers are required to do a minimum of 10 professional development hours per year 
  rather than the standard 5 hours as per regulations, as we do have high standards and expectations 
  requiring further training opportunities.
• Lil Jems believes that making a vast selection of training experiences available speaks to the quality 
  Lil Jems strives for. Lil Jems will provide professional development both on-line and in-person, to 
  ensure all providers have ample opportunity to receive very specific training based on the needs and 
  diversities of each and every provider, family and child. 
• By offering professional development directly related to each family/provider through on-line courses, 
  providers can access immediate and specific training. On-line training is a more flexible option to     
  providers busy lives.
• Offering professional development opportunities over the span of a weekend, not only allows 
  providers opportunity to relax, network and learn, it also naturally builds positive relationships within 
  the agency. Being a provider is isolating as they are in their own home each day with little to no adult 
  interaction. Having professional development training available that is stretched over a period of a 
  weekend has such a positive impact.
• Being educated and mentored over a period of days tends to be more successful as it is through 
  these weekend training opportunities, that providers are able to network within their agency group 
  while inadvertently building strong relationships, while also allowing for “down time”: where providers 
  can reflect and absorb what has been learned. 
• A provider’s day is long, and their time is valuable as well as limited. Providers are rarely recognized 
  for the many hats they wear each day. Though it is rewarding in so many ways to foster children’s 
  development, it can be draining. Lil Jems recognizes this, therefor Annual and semi-annual weekend 
  conferences will be offered twice each year (depending on funding/availability). As the date gets 
  near, the excitement of seeing each other, learning, and networking over a full weekend is obvious 
  and extremely empowering to all involved. Weekend training opportunities are as much a thank you  
  to the provider from Lil Jems for all their efforts as it is an education opportunity with so many 
  unintentional bonuses. It is a refresh, revitalize and renew weekend packed with so many learning 
  experiences that it is a must for Lil Jems Agency. 

Inclusion Policy 
• Lil Jems Care Providers and Agency Staff recognize and value the diverse needs/capabilities of 
  each family and their uniqueness.
• Lil Jems will work with families and providers to ensure all families, cultures and values are 
  recognized. Should a provider, family member or agency staff have concern regarding a child’s 
  development, the agency will reach out to all resources that would help the child’s development 
  including but not limited to extra supports.
• Individualized routine-based intervention plans will be developed for children requiring additional 
  developmental supports and programming with the Agency consultant support. These will be 
  completed and implemented in collaboration with families, and other service providers utilizing a 
  team approach. After exhausting all resources, a provider should feel that they are not able to meet 
  the family needs, Lil Jems Agency will help the family find alternative childcare options that will better 
  suit the family. 
• Providing childcare in environments that will not only meet children’s growth and developmental 
  needs but encourage success, create more learning experiences, as well as builds confidence in all   
  parties involved. 

Family Communication Plan
• The Agency is extremely interested in having families involved in the Family Home Childcare 
  program. Communication with families and receiving feedback from families is key to our success. 
  The Agency will communicate with families through the Care Providers and when required, directly 
  by regular mail and email, where possible. Families are always encouraged to communicate daily 
  with their child’s care provider; about their daily experiences in their program; at drop off/ pick up time 
  and via text or phone.
• Progress reports are also completed in June and December of each year to update families on their 
  child’s progress in all developmental areas. 
• We welcome suggestions from families on how our programs can best meet the needs of each 
  individual child and encourage an open-door policy in our homes for parents to participate in their 
  child’s program. Families are also welcomed to share any special talents or skills in our programming 
  (ie: art, baking, sports, story-telling etc). We encourage all opportunities for families to engage in our 
  programs and develop an authentic connection to their children’s learning, development, and   
  emerging interests.
• Pertinent information regarding our program operations can be found in our family handbook, our 
  Newsletters, and posted on Care Provider bulletin boards when appropriate. These documents can 
  also be emailed directly to families or paper copies given upon request. We will have the documents  
  available on our website. www.liljemschildcare.ca
• Families will be notified of scheduled events, parent resources and information regarding inspections 
  and regulatory Ministerial Requirements via email; newsletters and bulletin board posts.
• Infant & Toddler daily records will be completed by Care for Providers for all children under 3 years  
  of age. These will be kept in an individual log-book labeled with each child’s name. Families will have 
  ongoing access to their child’s daily log so they can be kept up to date on eating, sleeping and 
  diapering/toileting habits.
• Most of our Care Providers have their own Facebook group page, where the families are invited to 
  join. The Providers typically add daily or weekly pictures with a break down of their learning moments 
  and activities.

Family Advisory Committee
Each Agency must establish a Family Advisory Committee to provide a forum for families to have input into, and to receive notice of any matters of interest or concern to the families. The Family Advisory Committee will be used by the Department of Education and Early Childhood to communicate through the Agency with the families. This communication will come from the Director of Early Childhood Development Services. If you are interested in being a family representative of the Family Advisory Committee, please let us know. Confirmed names of committee members will be posted on the Agency bulletin board and in the care providers family binder. This committee will meet twice per year in an online forum. Family Advisory meeting minutes will be posted on all Care Providers bulletin boards or family binders. 

Critical Issues Notification
When critical issues arise, which could impact the way the Family Home is run or managed, the Agency must provide notice in writing as well as verbally within 24 hours to families. In particular, the Agency must notify the families if any of the following occur:
· The approval of a Care Provider or a Family Home they manage is or will be revoked.
· Conditions are imposed upon the Agency’s license or any written information about the Agency’s license or program has been given to the agency by the Director,
· The police or an Agency staff established under the Children and Family Services Act
are investigating a matter involving a Care Provider or other persons associated with the family home Child Care unless the police or the Agency established under the Children and Family Services Act directs otherwise.
· A Family Home or Agency is closed or sold. Notice of a closure must be given at least 2 weeks before the date of the closure or sale. Any notices under this section must be in writing and must be:
· Sent by registered mail to the last known address of a person who is required to be notified and posted in a conspicuous location in the family day care home.


Lil Jem’s Family Home Childcare Agency and Care Providers look forward to Learning and Growing with You and your Child/ren!
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