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1	Welcome and Introduction

Welcome to our Family Home Day Care Agency.  This Parent Handbook has been designed to provide you with information about our program and its policies.  Please read it and keep it for future reference.  
For success in caring for and teaching your child(ren) open, two –way communication is key.  If you have any questions, concerns, comments or ideas, please feel free to discuss then with us personally or in writing.

1.1 Agency Contact Information
Home Away From Home Family Day Care Agency
Civic Address: 1472 Stoney Island Road
Mailing Address: 1472 Stoney Island Road
	            Stoney Island, NS B0W 3J0

Director: Jennifer Sears, ECE
	(902) 745-3663 (W)
	(902) 630-0877 (Cell)
	(902) 745-0877 (H)
	hafhfdca@eastlink.ca   (email)

Assistant Director Contact Information
Krista Krafve 			
(902) 745-3663 (W)						
(902) 637-7266 (Cell)

1.2 Family Home Consultant Contact Information		Family Home Consultant Contact Information
Warner Stewart 					Stephanie Goreham
(902) 745-3663 (W)					(902) 745-3663 (W)	
(902) 635-0287 (Cell)				(902) 635-1321

PHILOSOPHY STATEMENT
Our Family Home Day Care Agency believes that children learn through play, at an individual pace, when opportunities are made available.  Activities to promote this include small and large manipulative activities, free play, structured activities, group time and outdoor play when suitable.  Children need opportunities for interaction with other children and adults.  The agency encourages interaction between children, care providers, parents, the agency and the community.

MISSION STATEMENT
The mission of our Family Home Day Care Agency:
For Parents:
Our mission:
· To provide a worry-free environment where child care is affordable and readily available.
· To offer assistance in finding appropriate child care to meet your needs
· To offer child care services for children from birth to age 12

For Children:
Our mission:
· To provide a safe learning environment in which children feel comfortable and to provide opportunities for them to learn freely and at their own pace

For Care Providers:
Our mission:
· To enable child care providers to offer a successful child care program and run a successful business
· To be available to offer resources, answer questions, and be an available support system for them
· To enable them to offer and deliver a quality child care service

For Community:
Our Mission:
· To provide the best child care services available.  We will work together with others in the child care profession to provide the best opportunities for the children entrusted to our care.



3	Owner Operated Administrative Structure
Our Agency is a private business which is headed by the owner, Jennifer Sears.  The staff of the agency consists of the agency Director and the Family Home Consultant, Warner Stewart and Assistant Director/Administrative Assistant, Krista Krafve. 

3.1          Duties of the Owner
The owner of the agency is accountable for the following duties:
· To ensure that all activities that are planned by the Agency are carried out
· To assist the Agency with legal needs when they should arise
· To ensure that top quality child care is offered
· To ensure educational content of the program
· To ensure that the Mission Statement and the Philosophy Statement are followed and the program offered meets those needs
· To help with policies, decisions, and oversee Agency operations
· Being consistent and unbiased when selecting qualified staff
· Ensuring that all personnel policies are fair and properly maintained
· Ensuring that staff performance reviews and program reviews are preformed and reviewed
· Defining job descriptions for the Agency
· Ensuring that the finances are appropriate to meet the operating costs of the Agency
· Ensuring regular reviewing of the annual budget
· Updating and recommending adjustments to the parent fees and other area of income
· Monitoring the finances on a monthly basis in regards to income and expenses
· Knowledge of all other financial reports
· Organizing fundraising events
· Develop and implement fundraising events
· Assist in preparation of grant applications and other sources of funding
· Reviewing the program and expectations annually
· Forwarding any proposed changes in the programming of the Agency and the Family Home Day Cares after discussing them with the Director and staff
· Design and produce materials to be displayed in the public that will generate publicity for the Agency, the programs and the clients








4	Roles and Responsibilities of Agency Staff
The staff at our agency consists of an agency Director and two Family Home Consultants.  We also work occasionally with volunteers and students.

4.1	Director of the Agency
The director of the agency is hired by the owner and is the person who is responsible for the ongoing delivery of the family home day care program on behalf of the agency.  The Director is responsible for and communicates with the owner for the implementation, supervision and other aspects of the operation of the agency.  This work is done under the direction of the owner and is in compliance with the Day Care Act, Day Care Regulations and Family Home Day Care Regulations.

4.1.1	Qualifications
The director must have:
a) Completed an Early Childhood Education Course (minimum of level 2 classification), minimum of two years from a recognized institution
b) Good communication skill, both verbally and written
c) An understanding of record keeping and other areas of book work, financial aspects, balancing budgets
d) Ability to work with minimal supervision and handle daily operations of an office

4.1.2	Duties
The agency director is responsible for the following duties:
Financial
· Management of all finances, including revenue and expenses, payroll, record keeping, bills, deposits, statements, tax deductions and subsistence, grants, donations and petty cash
· Developing and maintaining a balanced budget
· Submits applications for grants, subsidy spacing and funding
· Maintaining all equipment and supplies for the agency, the lending library and the playgroups
· Approves and implements all fundraising ideas
· Keeps accurate inventory and records of supplies and equipment

Reporting and Licensing
· Attends and reports on all meetings as required
· Assists with annual licensing requirements
· Maintains appropriate insurance for the agency
· Ensures a safe environment and maintains compliance with all necessary Acts and Regulations
· Communication
· Ensures open communication between all persons involved with the agency
· Reviews agency handbooks and policies and makes recommendations for changes
· Maintains current and up-to-date information for all staff regarding policies, procedures, changes and with regular communications at staff meetings
Program Review
· Annually reviews agency programming and scheduling with staff and care providers
· Makes recommendations for any changes in the program 
· Remains up-to-date an all programming

Personnel Management
· Helps with the recruitment, interviewing, hiring and orientation of all staff
· Responsible for planning and arranging agency development and workshops
· Ensures that all job descriptions are current and up-to-date
· Ensures that all rules and regulations of the agency are followed according to written policies
· Evaluates the family home consultant and other staff
· Ensures that all records and files are kept confidential
· Will act in the place of the family home consultant if necessary

4.2	Family Home Consultant
The Family Home Consultant is responsible for the coordination of the family home day care program, and offers support services to child care providers on the agency’s behalf.  This position is responsible for the recommendation for approval and offering support and monitoring of the family home day cares and care providers for the agency.

4.2.1	Qualifications
The family home consultant must have:
a) Completed an Early Childhood Education Course (minimum of Level 2 Classification), minimum of two years from a recognized institution
b) Good communication skill, both verbally and written
c) An understanding of record keeping and other areas of book work, financial aspects, balancing budgets
d) Ability to work with minimal supervision and handle daily operations of an office
4.2.2	Duties
The Family Home Consultant is responsible for the following:
· Knowledge of the Day Care Act, Family Home Day Care Program Regulations and policies
· Must have current first aid and CPR; child abuse and criminal record checks completed
· Help the agency recruit new family home day cares
· Monitor family home day cares and the care providers
· Help parents find the services that they require
· Help care providers with administrative and book keeping
· Providing play groups and current supply lists for the play groups
· Help with the interviewing process of child care providers and potential clients
· Maintains open, two-way communication between care providers and the agency, and between care providers and parents
· Deals with all complaints, concerns and questions directed to the agency
· Provides information on all changes occurring with the agency to the care providers and parents
· Takes part in the updating of policies
· Evaluates the programming and implements changes and improvements
· Ensures that all pertinent information is posted in conspicuous places at the agency and the family home day cares
· Promotes strict confidentiality
· Knowledge of resources available in the community and relays information to the care providers
· Completes current fire drill information for family home day care
· Maintains current files for all care providers and children enrolled in the family home day cares

4.3	Volunteers
Volunteers are welcomed to participate in and help with the delivery of programming and fundraising associated with the agency.  Volunteers will work under the direction of the Director or the Family Home Consultant.  We request that all volunteers follow agency policies and are required to sign in and out of the “Volunteer Log” when entering the family home day care or the agency, stating the reason in which he/she was there and which home he/she attended.

5	Duties and Responsibilities of Care Providers
5.1	With respect to the delivery of the program, the care provider is responsible to:
· Cooperate with the agency regarding monthly visits to the family home day care
· Participate in agency provided professional developmental training sessions and workshops
· Help with the recruitment of families
· Offer the highest quality of care, while promoting health, safety and positive development
· Provide developmentally appropriate programming for the children enrolled in the family home day care


5.2	With respect to keeping parents informed, the care provider is responsible to:
· Post in a conspicuous place, on the Parent Bulletin Board, the agency’s license, copy of the menu, daily schedule, programming policies, Day Care Act, Family Home Day Care Regulations
· Develop policies with regards to hours
· Encourage parental involvement and support with the agency and the Parent Advisory Committee (PAC)


5.3	With respect to keeping accurate records, the care provider is required to:
· Obtain and maintain current first aid and CPR
· Current child abuse checks every three (3) years
· Current criminal record checks every five (5) years
· All persons living in the home complete child abuse and criminal record checks every five (5) years
· Up-to-date daily records for infants and toddlers noting unusual occurrences and any milestones that were accomplished.  Daily records should provide a place for parents to write and communicate with the care provider
· A file for each child should be current and up-to-date containing:
· Name, address, phone number of parents and the child
· Child’s birth date
· Name, address and phone number of the family physician
· Name and phone number of an emergency contact
· An additional file should be kept containing the following information:
· Application for admission
· Admission date
· Attendance
· Discharge date
· Permission slips for outing, medicine request forms, etc.
· Progress reports
· Medical report
· Files and records must be kept on file at the family home day care or at the agency for 2 years after the child leaves the home

5.4	With respect to behaviour management, the care provider is responsible to:
· Understand and use the agency’s Behaviour Guidance Policy
· Post a copy of the Behaviour Guidance Policy on the Parent Bulletin Board
· Re-read and sign the Behaviour Guidance Policy to show knowledge and practice of the policy on an annual basis
· Review and offer a copy to each parents as a new child enters the family home day care program



5.5	With respect to health and safety, the child care provider is responsible to:
· Ensure proper food handling
· Ensure proper hand washing and cleanliness
· Provide supervision of the infant sleeping area
· Ensure good health of all the children in the family home day care
· Following the practices of removing any child from the area if he/she become ill
· Getting necessary medical assistance when necessary
· Having a fully stocked first aid kit available at all times
· Providing a safe environment for all children
· Ensuring all medical supplies are locked and out of the reach of the children
· Medicines brought by parents MUST be labelled with the child’s name, date and dosage instructions and a medicine consent form must be signed and kept in the child’s file
· All cleaning supplies are locked or stored out of the reach of children
· Proper hand washing is practiced by the care provider and children
· All tables are cleaned after use and before serving snacks and lunches
· Changing area is cleaned with disinfectant after each diaper change, hands washed before and after each diaper change
· All toys are cleaned biweekly or when necessary and removed if broken
· High chair trays are cleaned after each use and before snacks and lunches are served

5.6	With respect to fire safety, the care provider is responsible to:
· Posting rules regarding the proper fire escape route and meeting place
· Post the date of the monthly fire drill
· Post numbers of importance:
· Ambulance, fire department, police, local emergency room and poison control

5.7	With respect to maintenance of premises and equipment, the care provider is responsible to:
· Follow all municipal bylaws and enforcements
· Demonstrate that the family home day care home is an appropriate place for caring for children and that sll equipment is safe and:
· Ensure that there is storage space for food, toys, materials, cots, cleaning and medical supplies
· Child sized furniture
· Toys and play equipment is age appropriate and safe
· All plates, bowl, cups and cutlery are clean and each child has their own
· Cots or mats are available for all children under school age that attend for a full day
· Blankets and bedding are warm and safe
· Infants have their own crib for napping
· Strollers that are used need to have sunshades
· Fencing around the outside play area must be 1.5 m high

5.8	With respect to nutrition, the care provider is responsible to:
· Provide a nutritious lunch that incorporates 1/3 of daily nutritional value for all children staying over the noon hour
· The noon lunch must contain one food from each of the four food groups
· Provide 2 nutritious snacks, one in the morning and one in the afternoon
· Follow proper food preparation regulations
· Keep all formulas brought by parents refrigerated at all times
· Ensure that only food with proper expiration dates are used
· Extra foods are refrigerated and used within 48 hours (labelled and dated)
· Ensure all infants under 6 months are held while being bottle fed

5.9	With respect to insurance and transportation, the care provider is responsible to:
· Have adequate liability insurance to cover the family home day care
· Maintain all vehicles used by the family home day care to meet motor vehicle regulations
· Ensure that all persons responsible for transporting children have a current and valid Driver’s License
· Ensure that all persons driving children, while in the care of the family home day care, deliver the children to a member of the agency staff, the care provider or the child’s parents
· Ensure that all children are properly restrained in CSA approved child restraints

6          Area Served
Our agency serves the following areas:
· The Municipality of Barrington
· The Town of Clark’s Harbour
· The Municipality and the Town of Shelburne
· The Town of Lockeport
· The Town of Digby
· The Community of Bear River
· The Community of Cornwallis, and
· The Town and Municipality of Yarmouth


7          Number and Ages of Children
Our agency serves children ages 0 – 12 years.  Each individual care provider serves a different age group, offering a mixture of ages of the children.
By law, each approved family home day care provider is permitted to care for a maximum of  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 in age);
b) No more that 3 of the 7 children may be toddlers or younger than toddlers (0 – 35 months of age)

If a care provider is only looking after school aged children that may care for a maximum of 9 school aged children, including their own children and must not have any other children in their care.
If the care provider is only looking after 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.
8          Programs and Services
The program that the Family Home Day Care Agency intends to provide is to make approved child care options available to parents, including full day, part day and afterschool.  The agency plans to provide and maintain a list of available and approved child care providers in the community and the spaces that are available in the individual family home day cares.
The agency plans to enable child care providers the opportunity to offer the best program available.  The agency will be of assistance to the child care providers with the support of learning resources and other materials to help maintain their programs.  The agency will make available playgroups in which the child care providers and children will participate.
The agency will be available to provide a lending library consisting of toys (small, large, indoor and outdoor), books, including BIG books, CD music, and teaching resources.  There will be a parent area available that will include information on car seats, vaccinations, nutrition, as well as magazines to be loaned.
The agency will provide help with record keeping and other administrative needs by holding information sessions with instruction on ways to do so effectively and efficiently.
The agency feels that it is important for all agency staff and care providers to have current and up-to-date first aid and CPR.   The agency will make all the necessary arrangements for these courses.  The agency will provide staff training on current issues to maintain that all child care providers are up-to-date.
Through monthly and annual visits, the agency will perform inspections to maintain accuracy in the programs and regulations that are required.  The agency will be required to hold Parent Advisory Committee meetings.  The committee will consist of parents, care providers, agency staff and an outside person.  The PAC will discuss issues pertaining to the family home day cares that are licensed though the agency.


9	Care Provider’s Program
It is important for children to be in a setting where there are routines and consistency that will help with their growth and development.  It is necessary for rules to be followed when using behaviour guidance.  For each child care provider to maintain accurate records, they will be required to develop and keep up-to-date daily/weekly/monthly programming and schedule for the children.  The program, developed by the care provider, needs to meet all the areas that children thrive to develop during the early years – intellectual, physical, emotional and social development.  These programs must be age appropriate for the children in their care.
The family home consultant is available to work with the care providers to develop these programs and to make sure that there is outside play, interaction with other children by attending play groups and other activities offered through the agency.
Parents will be informed of the daily/weekly/monthly schedule and routines in advance.  These will be posted on the Parent Bulletin board in each family home day care.  Should any changes need to be made, the care provider will consult with the Family Home Consultant or the agency Director before making any major changes.  These will be done and parents will be given sufficient notice before the changes take place.



10          Fee Structure
10.1	Fee Payments
Each care provider sets their own daily/monthly fees, but the fees should be competitive with similar programs and services in the community.
Fees are payable weekly and are due at the beginning of the week (Monday) for the entire week.  Fees are payable in the form of cash, cheque or money order.  Other arrangements can be agreed upon between the care provider and the parent.
Fees are payable directly to the care provider.
10.2	Late Payments
A late payment fee of $5.00 per day will be charged for the child care fees that are not paid on time.  This late payment fee must be paid at the same time as the late fees are paid to bring the account up-to-date.
Child care services will not be provided to any family whose child care fees are more than two weeks late.
OR
If the outstanding fees remain unpaid for two weeks, the agency will contact the parent regarding the matter at hand.  The family may be required to pay the outstanding fees immediately or a repayment schedule may be created to bring the fees up-to-date and to ensure that child care services will continue to be uninterrupted.
10.3	Early Drop Off and/or Late Pick-Up Fee
The services provided by our care providers are flexible.  The daily/monthly fees are based on the child care that is provided during the regular hours of operation as set out below.  Should you require services earlier or later in the day, please speak directly to your care provider.  Every effort will be made to try and accommodate your needs.
For additional hours of service, an additional fee will be charged at the rate of $8.00 per half hour.  Early drop-off and late pick-up fees must be paid to the care provider at the time the service is provided, for example, at the beginning or the end of the day.

10.4	Fees during Vacations
Fees are payable during vacations times when the child(ren) are away from the approved home.  Fees will need to be paid to ensure that the child’s space is the when he/she returns.  Parents are responsible to notify the care provider at least two (2) weeks prior to the vacation date.

11	Hours of Operation
The agency is open Monday to Friday from 8:30 am – 4:30 pm.  We will be closed from 12:00 pm – 1:00 pm for lunch.  There may be times during the week when the agency will be closed while the Director and/or the Family Home Consultant are away from the office offering play groups, home visits to the home day cares or at meetings.  The Family Home Consultant and/or the Director will be able to be reached by cell phone for emergencies and will return all calls left at the agency.
The general hours of operation for the family home day cares are Monday – Friday, 7:30 am – 5:30 pm.  Each family home day care will establish their own hours of operation to accommodate the area that they serve.
12	General Holidays
The agency will be closed and your care provider will not provide child care services on designated holidays.  If any day designated as a holiday falls on a Saturday or a Sunday, then the holiday will be observed on the Monday immediately following.  Child care fees are required to be paid on any designated holiday listed below.  The following are designated as statutory holidays:
· New Year’s Day
· February Holiday
· Good Friday
· Victoria Day
· Canada Day
· Labour Day
· Christmas Day

The agency will also be closed on the following holidays:
· Easter Monday
· Natal Day (first Monday in August)
· Thanksgiving Day
· Remembrance Day
· Boxing Day
Provider homes will NOT be open on these days.  Parents are charged – care providers are paid.  Should a provider choose to offer care on the above days, additional fees will be charged to the parents, as set by the care provider.

13	Storm Days
The agency does not close when schools are closed for winter storms.  The agency and the family home day cares will be open during these days, but may not have a full working staff.  Any agency activities scheduled for a day that results in a storm will be cancelled and rescheduled.  If you decide to keep your child home, please call your care provider and leave a message.
Child care fees are not payable when the agency/family home day care is closed due to storms; however, if the care provider is open and offering care and you choose to keep your child home, you ARE responsible to pay the care provider for that day.  Care providers will deduct the amount of the storm day, if they are closed, from the next week’s fees.

14	Closure for Illness
Care providers associated with the agency are self employed and do not get paid for sick days. 
If you should be sick and unable to care for children, you are required to phone the agency director or the family home consultant as soon as possible.  We encourage care providers to try and offer sufficient notice so that alternative arrangements can be made for the children.  After the agency has been notified, the care provider is responsible to contact the parents to let them know that the care provider is sick.
The agency will try to arrange a substitute care provider that is able to care for the children in their home and will notify parents if this has been arranged.  If a substitute care provider is not available, parents will be required to make their own alternate arrangements.
15	Child Attendance
15.1	Your Child’s First Day
The first day that a child attends the family home day care is an important day for both parent and  child.  Children cope better to a new situation when they are introduced to a new home with your help.  The introduction to the home will help ensure open lines of communication between you and the parent allowing important and special information regarding the child that needs to be discussed.  The parent and  child can together become familiar with the new surrounding, the care provider, the routine and the activities of the family home.

We suggest the following ideas for a child’s introduction to our family home day care program:
· We suggest that on the first day, child and parent visit the family home day care together.  The visit should be brief with the parent here with the child for the first hour.  We feel the child’s first day should not be overwhelming or tiring, so a half day is suggested.
· If the parent cannot take the extra time off work, then we suggest that you bring the child early for the first few mornings.  This will allow the parent and care provider an amount of time with the child in the new surroundings.
· We suggest that for the first week, the child’s days be slightly shorter than a normal day of care.  This will help eliminate the overwhelming feeling that the child may get and help the child be not so over tired.
· If this is the first time that the child has been in child care, parents are encouraged to talk to the staff and child care providers about any questions or concerns that they may have.  The staff will try to help make this a positive experience for both parent and child.

15.2 	Withdrawal:
We hope that children remain in the family home day care program for many years.  However, we understand that occasionally, it is necessary for a child to leave the home day care.  If a parent decides to withdraw a child from the family home day care, it is requested that the parent give the care provider a minimum of 2 (two) weeks written notice.  As per new regulations, parents will be required to give a written reason for withdrawal from the home day care. This will remain in the child’s file.


15.3	Arrivals and Departures
15.3.1	Arrival	
· Parents must bring the child into the home day care.  Parents need to help remove all jackets and footwear and put them in their proper place.
· The child must be brought into the home and met by the care provider.  Care providers are not responsible for the child until he/she is left in their care.  Children should not be left at the door unsupervised.
· When the child arrives, the care provider will sign the attendance log noting the date and the time of arrival.  This helps us keep accurate records of attendance and when doing fire drills or if an emergency arises.
· The care provider is responsible for recording arrival time for the after school children.
· For infants and toddlers, parents are encouraged to use the daily log book for your child to note anything that may affect the child that day.  If parents are running late, the care provider may note the information in the log book and parents can initial it when picking up the child.
· For children who will be attending the home day care for the full day, it is requested that the children be at the home no later than 9:30am.  This will allow the child to take part in all the activities planned for the day.
· Parents are requested to notify the home day care when your child will be absent or if they will be late.

15.3.2	Departure
· All children must be picked up by the designated closing time of the home day care.
· If parents are going to be late, they must contact the home day care in advance.  NOTE: A late pick up fee will be due at the time of pick up.
· Parents with infants and toddlers are asked to take a few minutes to review the daily log to see if anything out of the ordinary occurred during the day.
· Only persons on the child’s pick up list can pick up the child.  If a parent is unable to pick up the child, the parent must give advance notice of who will be picking up the child and the approximate time.
· A child can only leave the premises with a person designated on the release papers.  Parents are asked to please keep these up-to-date.
· If you require someone not on the release papers to pick up your child, there must be written notification given to the care provider.  If the parent has not given written permission, then you must  contact the parent before the child leaves.
· Children cannot be released to anyone under the age of 12 (twelve).
15.3.4	Vacation
We feel that it is necessary to the child’s well being that they take a two week vacation each year.  This will allow the child to have a break from the daily routine and programming and also allow important time with the family.  Parents are to notify the care provider in advance as too when the child will be away from the home day care for any given length time.
Fees are payable during vacations times when the child(ren) are away from the approved home.  Fees will need to be paid to ensure that the child’s space is the when he/she returns.  Parents are responsible to notify the care provider at least two (2) weeks prior to the vacation date.


16	Parental Expectations
The programs at our agency and family home day care program are designed to encourage learning through play and exploration of the environment around the child.  To ensure that the children are happy and in a safe, fun, learning environment, we have developed the following guidelines:
· To be kept at the family home day care, each child should bring and have labelled:
1. A small blanket and pillow for rest time
	(These will need to be taken and cleaned on a weekly basis or when otherwise necessary)
2. A toothbrush
3. Indoor footwear (slippers, crocs)
4. A complete change of clothing (including socks and underwear)
5. A storage cubbies with the child’s name will be available to put their belongings in.  This cubbies is where parents can find notices, crafts, artwork, dirty clothes and other things needing immediate attention.  You will be aware of where the cubbies are located and have time during pick up to check the cubbies to get anything that needs to be taken home.
6. You are responsible to leave a supply of diapers, wipes and other toiletry items that your child may need during the day.  If potty training has been started, extra changes of clothes will need to be left in case of accidents.  (Care providers are responsible to keep you up-to-date on the need of diapering supplies.)
7. Each child may want to bring a small stuffed animal that may comfort him/her during naptime.
8. It is suggested that the child wear “play clothes”.  Some of the activities that take place during the day at the home day cares can be messy.  The agency and the family home day cares are not responsible for any clothing that gets damaged or destroyed while the child is in the home day care.
9. Parents are responsible for the proper outdoor clothing that is necessary for that particular day.  Care providers will be taking the children outdoor at least twice daily, when weather permits.  The following are lists of seasonal outer wear that is required by each child:
All clothing should be labelled with the child’s name or initials.
10. A lost and found basket will be available to parents.  We will try to avoid any loss or damage to the child’s belonging, but this is not always possible.




	Summer
	Winter
	Fall / Spring

	· Sun hat
· Summer jacket
· Rain boots
· Outdoor sneakers
· Sun screen
· Sweater
· Shorts
· Rain jacket
	· Winter hat
· Snowsuit (snow pants, coat)
· Winter boots
· 2 pairs of mittens
· Sweater / hoodie
· Pants
· Outdoor sneakers
	· Sun hat
· Winter hat
· Jacket
· Splash pants
· Rain boots
· Outdoor sneakers
· Sunscreen
· Mittens





17.	Health Policies
At the family home day cares affiliated with the agency, we are concerned about health and safety issues that will affect the children, care providers and staff.  The staff and care providers are strict about enforcing health regulations.  These are measures that the staff and care providers enforced at all times due to the risk of illness and infections being spread throughout the home day care.
17.1	Illness
· Family home day care needs to be notified if a  child is going to be absent due to illness.  Keeping the care provider up-to-date on the condition of the child.
· Do not send accept a child if there is any question about an illness.  We cannot accommodate sick children at the family home day cares.
· If the child has any of the following signs of illness, he/she will not be able to attend the family home day care:
Symptoms of a contagious illness (fever, diarrhoea, vomiting, infection, chicken pox, coughing, unidentified rash, etc.)
Any condition that will not allow the child to continue with daily routines and activities
· If the child becomes sick while at the family home day care, parents will be contacted and expected to have an authorized person pick up the child in a reasonable time frame.
· Parents are to contact the care provider if your child has been diagnosed with a contagious illness by a doctor.
· If there has been exposure to your child of any contagious illness at the family home day care, you will be notified.
· If there has been a diagnosis of a contagious illness, a child will not be allowed to return to care until he/she has been seen by a doctor to confirm that he/she is over the illness.  A doctor’s note will be necessary to allow the child to return.
· If a child has been hospitalized, he/she will be required to have a doctor’s written note to return to family home day care.
17.2	Medication:
· Care providers are only permitted to give children medication prescribed by a doctor or parent.
· All parents must fill out and sign a consent form before medication can be administered by the care provider.  A new form must be filled out for each medication and each new medication.  The form will need to contain information pertaining to the child – his/her name, date, nature of the illness, dosage instructions and any other information necessary.
· All medication must be in a sealed container.  The label must be legible.
· Over the counter medication will only be given to the child with written instructions being given to the care provider.  A consent form will need to be filled out.
· Please include measuring utensils with your child’s medication.
· Please hand all medication directly to the care provider.  Do not leave it with your child’s extra clothing.
· We suggest that you give your child any antibiotic for at least 24 hours before returning to day care.
· There are certain types of medication that can only be administered with special training.  In these cases, this will need to be described in an Individual Care Plan that is designed to meet your child’s specific needs.

17.3	HIV and AIDS Policies:
HIV (Human Immunodeficiency Virus), the virus which leads to AIDS (Acquired Immune Deficiency Syndrome), is not passed from person to person through daily contact. There have been no confirmed cases of transmission through casual contact or biting.  HIV is transmitted person to person by sperm, vaginal secretions, breast milk, blood and mother to child through pregnancy.
HIV is not considered a disability, therefore discrimination is illegal.  There is no legal obligation of the parent to release this type of information to the agency or the care provider.  Should this information be released to the agency or care provider, he/she has to keep this information confidential.


17.4	Universal Health Procedures
Persons who work at our agency or are associated with the agency, help to prevent the spread of infections through practicing proper daily hygiene methods.  Children, care providers, agency staff, volunteers wash their hands often throughout the day with warm water and soap.  These times will include meal time, after using the washroom, after changing diapers, before and after giving first aid treatment and any other times throughout the day when deemed necessary.  Changing areas, dishes, tables, etc. are sanitized after being used; toys are sanitized twice weekly and checked daily for broken pieces.  Floors are cleaned daily and whenever necessary throughout the day.  The laundry, kitchen and bathrooms are kept clean and in an organized fashion.
Universal precautions adapted by the family home day cares include:
· Hand washing after coming in contact with blood and other bodily fluids
· All cuts are bandaged with a sterile band aid until healed.
· Staff will wear gloves when treated open cuts
· Soiled surfaces will be treated with a bleach solution
· Stained laundry will be washed separately in hot, soapy water with bleach
· Materials stained with blood are immediately placed in garbage bags and disposed into a covered plastic container

17.5	Emergency Preparedness
· All family home day cares are inspected annually  by the agency to maintain a safe environment
· All family home day cares and the agency have an emergency evacuation plan in place and are practiced during monthly fire drills.  This evacuation plan will be posted on the parent bulletin board and by each exit in the family home day care.
· Training in first aid and CPR is required by all care providers and agency staff.  Training must be maintained and up-to-date.

Please keep the information on your child’s admission form up-to-date.  This is necessary if your address, phone number, work location and authorized persons pick up list has changed.

17.6	Notable Situation / Serious Incident
Notable Situation is referred to as an accident, communicable disease or other situation that affects or could affect the health, safety or well-being of a child in attendance at a home day care program.   Care providers are required to secure any necessary medical treatment and notify the child’s parents immediately and prepare a summary report that must include : a summary of the situation and action taken, signature of the care provider involved and a signature of the parent of the child involved.  A copy of the summary report must be kept in the child’s folder in the home day care.

Serious Incident is referred to as the death of a child while in attendance at the home day care, any injury that occurs to a child that requires emergency medical attention, a fire or other disaster on the premises of a play group space or family home day care home or a concern or occurrence relating to an element of the physical environment or operational or safety practice in a home day care that poses a risk to the children’s health, safety or well-being.   Care providers are required to: immediately secure any necessary medical assistance and contact the child’s parents, notify the agency director no later than 24 hours after the time of the serious incident and prepare a summary report that includes a summary of the situation and action taken, signature of the care provider involved and a signature of the parent of the child involved.  A copy of the report must be in the child’s folder not later than 7 days after the serious incident.  The agency must inform the Department of Education and Early Childhood Development no later than 24 hours after the serious incident occurs.

17.7	Emergency Medical Treatment
Emergency medical treatment will be administered by the agency staff or the care provider provided that their training meets the needs of the emergency.  All agency staff and care providers are trained in first aid and CPR and their training is maintained up-to-date.
Should a child require emergency medical treatment that cannot be provided by the agency staff or the care provider, the parent will be called to take their child to get proper medical attention.  If the parent cannot be reached, emergency contact persons will be contacted to pick up the child.
This will continue until someone can be reached to pick up the child for treatment.  The parents will continue to be reached until contact is made.  Any extra costs for transporting the child for care (an ambulance) will be the responsibility of the parents.

17.8	Emergency Evacuation
Should an emergency evacuation be necessary, due to fire or other emergency, parents will be contacted to pick up their child immediately at the designated safe emergency location.



18	Nutritional Information
Menus offered in the family home day cares are developed by the care provider with assistance from the Family Home Consultant.  Care providers offer nutritionally, balanced meals with a varied menu to meet the nutritional needs of the children.  When planning meals, care providers are careful not to include foods that may be allergy sensitive.  Meals are planned in advance giving parent’s opportunity to see what is being offered.  Menus are posted on the parent bulletin board usually a week at a time.  
Care providers are responsible to offer a nutritious snack in the morning and the afternoon.  Children who remain at the home day care over the lunch period are offered lunch that contains 1/3 of the daily recommend nutrient content.  School aged children who come to the family home day care during the lunch period may bring their own lunch from home.
Should special foods be needed for your child due to a medical condition, it is the responsibility of the parent to provide them.  Parents are responsible to provide any instructions that are necessary for the preparation of these foods.  Care providers are encouraged to eat lunches with the children.  This will help to foster healthy and positive eating habits.  The care providers will not force children to eat, but will try encouraging them to try the foods on their plates.  Foods will not withheld from the children should inappropriate behaviours occur.
In the Standards for Food and Nutrition in Regulated Child Care Settings, the following standards should be noted:
· 3.0 	Breastfeeding – a comfortable space for breastfeeding mothers will be available if required.
· 4.0	Adapting the Menu for Infants – care providers allow infants to explore their food, feed themselves and         respond to hunger and fullness cues.
· 5.0	Food Safety – when the family home day care purchases or received donations of food or beverages from an outside source (parents), the food must be from an establishment permitted by the Department of Agriculture and comply with the Food and Beverage Nutrient criteria.  The care provider must ensure that the product includes a list of ingredients and any special preparation, storage or serving instructions are clearly labelled.
· 7.0	Meal and Snack Routines – care providers are responsive to children’s cues around hunger and provide snacks and meals outside of the regular schedule as required.
· 8.0	Meal and Snack Time Environment – Care providers will create a relaxing and enjoyable meal environment for the children.  Care providers encourage children to respond to hunger and feelings of fullness and children are not forced to finish food that has been served.
· 9.0	Modeling Positive Attitudes towards Food and Nutrition – care providers will model healthy eating practices.
· 11.0	Food is Not Used to Reinforce Desired Behaviours – food will not be used to reinforce positive behaviours; food will not be withheld as a consequences for inappropriate behaviours; and food will not be used as a reward.
Care providers need to be kept up-to-date with regards to any food allergies.

19	Rest Period
Infants at the family home day cares sleep on their own schedules.  For children who are under school age, a rest period is part of the regular daily routine.  All children under school aged are required to rest on their mats for ½ an hour.  This includes the children who do not sleep.   After this time, the children who have not fallen asleep, will get up and take part in quiet table activities until the other children wake up.


20	Policy on Reporting Suspected Child Abuse
The Department of Community Services outlines rules and regulations for reporting any signs of suspected child abuse.  The agency and the care providers follow these rules and regulations.  Should there be any suspect of child abuse, the Department of Community Services is notified.  The agency and the care providers are legally obligated to report suspected cases of child abuse or neglect.


21	Behaviour Guidance Policy
· Care providers, agency staff and volunteers are required to follow the agency’s behaviour guidance policy.  This is a written document that the agency has developed with respect to the permitted and prohibited behaviour practices of the agency.
· Guidelines are followed at all times by the care providers, volunteers and agency staff.
· A copy of the behaviour guidance policy will be posted on the parent bulletin board at each family home day care and the agency office.  Parents, care providers and volunteers may obtain a copy from the agency office.
· The written behaviour guidance policy is reviewed with staff, care providers and volunteers:
· Before their employment starts or before they come in contact with the children, and
· Annually after that to ensure that care providers, staff and volunteers understand and apply the policy
· The behaviour guidance policy is reviewed with parents in the written form before their child enters child care.
The following provisions are included in the Day Care Regulations and must be followed by every agency and must be included in the agency’s behaviour guidance policy:
	6C	No operator shall
		It is understood that there shall be no use of hitting (with or without an object),
		biting, shoving / pushing or any other forms of unacceptable punishment.
		Children cannot be taken out of the area to be left alone or have anything
		taken away from them that is deemed a necessity.





EXPECTATIONS FOR CHILDREN
We understand that each child is different from the next with respect to activity levels, developmental progress and personality.  Through these differences, each child forms into their own individual person and it is these differences that can make it challenging for them to participate with others in a group setting.  Children will learn from their experiences.  Children’s behavior (whether positive or challenging) will be used as teaching opportunities.  When reasonable expectations are set based on the child’s level of development and their individual needs,
· The staff and care providers of will work towards developing relationships and understand the needs of the children in their care.
· The planning and implementation of activities is flexible to accommodate all children.
· We understand  the developmental needs and processes of the children in our care.  We expect the challenges and mistakes that occur during learning and growing understand this is a normal part of their development.
· Care providers will help children understand the rules of the home to help prevent behavior challenges from occurring.
	* Help each other
	* Take care of our toys
	* Say please and thank you
	* Be kind to each other
· 3 simple rules adopted by many centres and agencies are
	1. Respect ourselves
	2. Respect others
	3. Respect the centre/home

ENVIRONMENT AND MATERIALS
By preparing the daily learning environment in our home day care setting, it enables us to use it to encourage positive behavior and discourage challenging behaviors in children.  By understanding this, we work hard to create a learning environment that is child friendly, provides opportunities for cooperative play and reduces opportunities for conflict.  We will ensure that:
· The learning environment is divided into separate areas or centres with specific types of play in mind, when space allows.   The noisy and messy areas are kept away from the areas for quiet activities.
· All areas provide enough space for the activities that they are designed for especially those that encourage socialization and movement (block area and housekeeping area).
· The child care environment is designed to allow for smooth traffic flow and to minimize opportunities for accidents.
· The learning materials and toys are plentiful, in good repair and age appropriate.
· Materials allowing for creativity and problem solving skills are used in a variety ways.  These materials allow for little frustration and discipline problems.

PROGRAM AND SCHEDULE
To minimize frustration and behavior issues, the programming should discourage a lot of sitting and listening, and encourage acting and doing.  Scheduling daily outdoor playtime, will allow the children to play and act constructively while discouraging the non-constructive behavior.  We will encourage:
· Planning activities ahead of time with the children’s needs, interests and developmental stages in mind
· Designing activities that keep the children actively involved while learning to exercise their bodies and senses as well as their minds.
· Planning an outdoor play time twice each day, in a safe area for the children to play in.
· Planning for long periods of uninterrupted play

A well planned and organized schedule will provide children with abilities to develop trust, consistency and control.
· Children’s schedules are planned and consistent, but flexible enough to allow for unexpected events
· Following schedules whenever possible
· Informing children and parents in advance if the schedule or planned events are changing, to allow them to adjust easily
· Scheduling includes a balance of indoor and outdoor play, as well as active and quiet activities

APPROACHES TO BEHAVIOUR GUIDANCE
The family home day care shall have in place behavior guidance approaches that are reasonable and acceptable.  Behavior guidance approaches that are acceptable include:
· Setting limits –providing children with clear acceptable boundaries; repeating these frequently will help children to remember and understand
· Say what you mean -  focusing on what “to do” rather than what “not to do”
· Talking with the child(ren) – not “at” them – getting down at their eye level, looking the child in the eyes, touch them on the shoulder and talk to them
· Setting a good example – children watch the care provider all the time, by modeling appropriate behaviors will show the children what accepted behaviors are
· Encourage children to set good examples for each other – children learn a great deal from each other; encourage children to use appropriate ways to share, play and be kind to one another
· Give clear, simple choices – toddler can choose between 2 simple things and preschoolers can choose between 2 things; give children a choice ONLY when there is a choice
· Show respect for children – talk to children in private about behavior, remind them of the rules and discuss what they can do differently
· Catch children being good – comment on something positive about the child, striving for several times a day
· Teach children to apologize – learning to apologize is a learned skill; at around the age of 4 children can begin to recognize that apologizing is a good way to make up for hurting someone.  By teaching the 4 simple steps, children will quickly learn to apologize on their own
	1. Look at the other child
	2. Say the child’s name
	3. Say “I’m sorry”
	4. Say why
Staff and care providers are encouraged to model this support for children who would like to apologize but children should never be forced to apologize.
· Teach children how to correct their behavior – experiencing consequences helps a child learn self control (if he throws food on the floor, hand him a broom to sweep it up; if she marks on the wall, hand her a wet cloth to wash the wall)
· Using their “words” – children are taught to express their feelings and tell the other children if they are doing something he/she does not like


22	Parent Involvement and Communication
Parent involvement in our family home day care program is key to providing a great program.  Communication with parents and feedback from parents is key to running a smooth and successful program.  The agency communicates with the parents through the care providers and if necessary, through mail, email or by phone.
The agency will be developing a small web site.  This will contain any important information and basic information regarding the program.

22.1	Parent Bulletin Board
A parent bulletin board is made available in each family home day care and at the agency.  The bulletin board is posted in an area that is visible to parents and guardians.  The bulletin board will contain information that is required by regulations and other information that parents may find interesting.
The regulations state that the parent bulletin board must contain the following information:
· A copy of the agency’s license from the Department of Community Services
· A copy of the approval inspection done by the agency
· A notice stating that the following information is available for parents to view:
· The Day Care Act, the Day Care Regulations, the Family Home Day Care Regulations
· The agency’s policy regarding licensing and care provider approval
· The agency’s policy regarding enrolment and attendance
· The information regarding the agency’s program
· A copy of the agency’s behaviour guidance policy
· Minutes of the last Parent Advisory Committee meeting
· Notice of the next Parent Advisory Committee meeting (posted at least 2 weeks in advance)
· Rule and procedures regarding emergency evacuation procedures
· A list of telephone numbers of the staff members, substitute and care providers, taxi, ambulance, fire, police, hospital and poison control
· Copies of any important notifications sent to parents	


22.2	Critical Issues Notification
Notice will be given to parents in writing when any critical issues occur regarding the operation or management of a family home day care.  The agency will notify the parents when the following issues arise:
a) The approval of a family home day care is revoked
b) If a family home day care is sold or closed
c) If the agency license has conditions put on it or any information given in writing regarding the agency’s license or program has been given to the agency by the director
d) If a matter is under investigation concerning the care provider or persons associated with the family home day care by the police or the Children and Family Services Act

Notice of the closure or sale under (b) must be given a minimum of two weeks’ notice before the closing date or sale.  All notices in the section must be given in writing and must be:
a) Sent by registered mail to the person who needs to be notified
b) Posted in a conspicuous place in the family home day care

23	Parent Advisory Committee
The Parent Advisory Committee provides an additional means of communicating with parents.  It is up to the agency to establish a Parent Advisory Committee o offer a means for parents to have a say into and receive notice of any matters concerning parents.  The Parent Advisory Committee will be used by the Department of Community Services as a way to communicate with parents, should issues arise regarding the licensing of the agency.  The communication will come directly from the Director of Early Childhood Development Services. The agency is always looking for parents to become part of the PAC, if you would like to be a parent representative, please let the agency know.  We will be looking for parent and care provider members from the Digby area and the Shelburne County area, too.
Below are important parts of the regulations:
Parent committee 
47 (4) A parent committee must be composed of at least 5 members, as follows: 
 
(a) at least 3 parents of children currently enrolled in a program operated by the licensee; 
(b) 1 representative of the licensee or its director, who must attend each meeting of the committee; and 
(c) 1 representative of the staff who provide regular care for children or, in the case of a family home day care program, 1 care provider. 

(5) The majority of the members of a parent committee must be parents of children currently enrolled. 

Parent committee meetings 
48 (1) A parent committee must meet at least 2 times a year. 
(2) A parent committee meeting must be open to all parents of enrolled children. 

(3) At least 2 weeks before the date of a parent committee meeting, the facility director or agency director must do all of the following: 
(a) give written notice of the meeting to the parents of all enrolled children; 
(b) post a notice of the meeting in a conspicuous location in the facility; 
(c) in the case of a family home day care program, provide a notice of the meeting to the care provider in each family day care home managed by the agency and request that it be posted in a conspicuous location in the family day care home. 

(4) A notice of a parent committee meeting must inform the parents that they may add items to the meeting’s agenda. 

(5) A parent committee may discuss any matters of interest or concern to the parents, including the following: 
(a) the safety, care and well-being of the children; 
(b) the status of facility’s or agency’s license; 
(c) the programs provided by the licensee; 

Minutes of parent committee meetings 
49 (1) No later than 2 weeks after the date of a parent committee meeting, the facility director or agency director must produce minutes of the meeting. 
(2) A copy of the minutes from a parent committee meeting must 
(a) remain posted at the facility until the minutes of the next meeting are posted; 
(b) be kept on file by the licensee for inspection by the Department, as required; and 
(c) in the case of an agency, be distributed to each care provider associated with the agency. 

Parent Committee Members
Parents:  Maureen and Patrick Ross, Marion Nickerson
Care Providers:  Tanya Newell, 
Agency Staff:  Jennifer Sears, Warner Stewart
24	Hygiene and Safety
The care provider is responsible for providing a safe environment for the children in the family home day care while in the home, outdoors and in the car.  It is the responsibility of the care provider to offer supervision to the children at all times.  The care provider is obligated to follow the regulations under section 7 of this handbook, as well as the additional guidelines implemented by the agency to assist in helping the care provider to offer a safe environment.
· Children are not to be left alone in the home or in the care of an unapproved care provider
· Protective covers need to be used to cover all electrical outlets in the rooms where the children are present
· A barrier or gate will be used to keep children safe from fireplaces, wood stoves and other types of heaters
· Safety gates are placed across stairs to prevent climbing of the children.  Gates need to meet safety regulations.
· Any form of fire arms must be under lock and key and stored away from the children.
· All household pets need to have up-to-date immunizations and be immunized against rabies
· Pets need to supervised when in the presences of children
· All toys are to be age appropriate and checked daily for broken  pieces and sharp edges

25	Fire Safety
Family home day cares need to be safe from all fire hazards and follow the same fire prevention guidelines as the family home would.  The agency has developed guidelines to help the care provider offer a safe environment:
· Rules and procedures must be posted with respect to emergency evacuations
· Monthly fire drills are mandatory
· The home should be free from unnecessary garbage and litter
· Flammable liquids must be labelled and stored away from the children in a place other than the kitchen and the furnace room
· All outlets and switches must be in good working order
· Doors and windows open easily in case of fire
· Inside and outside steps and landing must be in good repair
· Each home must have at least one fire extinguisher and in good working order kept in the kitchen
· Smoke detectors need to be on each level of the home
· Children must be aware of a fire warning signal that will be used in case of an emergency that indicates to leave the home
· An outdoor meeting place must be designated and visited by the children and care provider during monthly fire drills

26	Insurance
At the expense of the care provider, he/she shall purchase and maintain a current insurance policy insuring the operating of a family home day care.
The insurance shall have coverage and protect the care provider from any claims resulting from liability for property, damage, bodily injury including death or personal injury.
The agency will offer names of insurance companies that are familiar with home day cares.

27	Child Abuse Register Screening
All care providers and staff, volunteers and students that will come in contact with the children or their files must have a Child Abuse Register Check completed.  The Child Abuse Register is a data bank that contains the names of people who have abused children in the past as determined by the Nova Scotia court.  The Child Abuse Register is confidential and can only be used when certain rules and regulations are followed.
Agency staff, care providers, volunteers and others who will come in contact with the children or the files of the children will be required to have Child Abuse Register Screening completed as soon as they become affiliated with the agency.  There will be necessary screening of all persons over the age of twelve who reside in the family home day care home.
The person who is having the search completed on themselves must consent in writing to have the search done.  A special form is required (the agency will supply these forms).  It will generally take about ten (10) working days from the time the form is received by the Department of Community Services to have the search completed.  Once completed, the response will be mailed directly to the agency.
The Child Abuse Register is a time consuming process and should only be completed on persons hired by the agency and the care provider that are approved by the agency.  These searches must be done immediately upon hiring or approval and repeated every three (3) years.
Persons must be advised when their name appears on the Child Abuse Register.  It is unlikely that a person would not know if there name is on the list.  You are not required to consent to the search; however, you will not be able to be approved as a care provider or hired as staff at the agency.


28	Criminal Record Check
Another tool used to determine the suitability of a care provider or agency staff is a Criminal Record Check.  This is used to identify persons that may pose a potential risk to the children.  Regulations state that all potential care providers, agency staff, volunteers and students have a Criminal Record Check completed if they come in contact with the children or their files.  A Criminal Records Check must be completed for all persons over the age of 18 who reside in the care provider’s home.
A Criminal Record Check form can be obtained from the local police department or the agency.
Police review their records when a request for a Criminal Record Search is submitted.  This will determine if there are any outstanding convictions or criminal charges against the person in question.  The Criminal Record Check is the property of the person who is being checked.  The report may be provided to the agency by the person whom it was done on.  The police can only release the check to the person it belongs to.  
The agency must keep the confidentiality of the person being checked.  The report is only used as a tool for assessing the ability of the person to provide care to the children in their care.

29	Monthly Monitoring and Annual Assessment
Each family home day care will receive a visit from the Family Home Consultant on a monthly basis.  The Family Home Consultant is a resource person to offer help and support to the care providers to enable the best care possible to be offered.  The Family Home Consultant is responsible for making sure that you are following the requirements that are needed by law.  The Family Home Consultant will guide you to make sure that all regulations are being followed according to the law.
Annually, the Family Home Consultant will do a formal inspection which will be kept on file at the agency and a copy will be made available to be posted on the Parent Bulletin board.
During annual visits the Family Home Consultant will:
· Ensure that all regulations are met
· Ensure the posting of the parent bulletin board, which shall have posted the agency’s license, approval certificate adn other documents required to be posted
· Confirm numbers of the children
· Confirm an up-to-date register
· Follow up on any previous issues
· Assess the service that the care provider is offering



30            Right of Entry
The Department of Community Services Director of Early Childhood Development Services, or a person acting on the Director’s behalf may at any reasonable time, enter an approved family home day care and look at the premises, equipment, books and records.
You are required to allow this person to enter and view your premises and records.  You are not required to have any notice of the visit.  Yearly a portion of the approved family home day cares managed by each agency in the province  will be inspected by the Departmental staff.



31	Professional Development
Family Home Day Care Training is required to be completed by all care providers within one year of approval by the agency.  The agency will pay for you to take this course. It will be completed as a take home course and you will do it at your own pace, within a reasonable time frame.  You will be required to read each module and answer the quizzes at the end of each one.
Care providers are required to attend 5-10 (five-ten) hours of professional development each year after the Family Home Day Care Training Course is completed.  Each care provider will be given opportunities to choose which workshops they are interested in taking.  These will be organized and paid for by the agency.

32	Grievance Procedure
Through our approved child care providers, the family home day care agency, tries to provide child care of a high quality to all children and families.  However, there may be times when a situation occurs that causes parents to have questions about situations, care providers, staff or volunteers.  Parents are encouraged to approach the care provider first to discuss their concerns.  It is best to have this conversation after hours when the care provider has no other children in his/her care.
Should the care provider not be able to address the situation of the parent or if the situation required immediate attention and review, the parent is encouraged to contact the Family Home Consultant.  Contact information can be found at the front of this handbook.  The Family Home Consultant will then be able to look further into the situation to resolve the problem.
The Family Home Consultant will gather information and have meetings with the care provider and the parents to resolve the problem.  These meetings will occur on an individual level first and then a joint meeting to follow.  The Family Home Consultant will work to the best of their ability to resolve the problem.  Parents and care providers are kept up-to-date throughout the whole process, keeping the confidentiality of all parties involved.
Our number one goal is to provide quality child care.  Parents are encouraged to bring their questions and concerns to the care providers and the Family Home Consultant as soon as they arise.  This will enable the problem to be addressed quickly, and resolved without interrupting the quality of the care provided.
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