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*ALL CURRENT REGULATIONS/RESTRICTIONS REGARDING COVID-19 AS PROVIDED BY SASKATCHEWAN HEALTH AUTHORITY AND EARLY LEARNING AND CHILD CARE WILL SUPERCEDE ALL POLICIES IN THIS MANUAL


*AS OF OCTOBER 13, 2020, THE POLICIES CONTAINED HEREIN SUPERCEDE ALL POLICY PREVIOUSLY WRITTEN














Downtown Early Learning Centre
(First Nations Child Development Centre, Inc.)
Our history and philosophy
We were founded in 1979, as the first city-based development centre that is oriented towards First Nations traditions, culture, history and language. The centre is parent based, whose ideas are the result of our programming content, and reflective of progressive ongoing educational change. The Centre is a not-for-profit organization which is governed by a Parent Board of Directors. The Centre provides care to children 18 months to 12 years of age.
Our philosophy is guided by the following statements:
1. To provide a stable nurturing environment for children to grow with emphasis on the child’s emotional and physical well-being.
2. To instill a pride in the First Nations heritage through cultural programming which includes language and cultural teachings.
3. To help children develop self-discipline, self-confidence and independence with people other than their immediate family members.
4. To provide pre-school readiness for our children as they enter the school system.

Our mission, vision and values
We are proud of our image and values, such as honesty and mutual respect between team members, parents, children and other community partners.

Our primary objective is to provide a stable, nurturing, cultural environment for children to grow in, with emphasis on the child’s emotional well-being through an affordable quality day care. Our focus is to instil a pride in the First Nations child’s heritage through cultural programming, while encouraging the child’s natural curiosity and broadening their physical, social, creative and intellectual development by providing a variety of play opportunities for the child to explore and experience their environments.

Our values include (but not limited to)
1. Respect
2. Children and family centred focus
3. Promotion of confidence, independence and full potential
4. Quality care
5. First Nations values such as kinship and helpfulness
6. Open and transparent communication
7. Open and inclusive workplace
Downtown Early Learning Centre will be referred to as “the Centre” for the remainder of this manual.
We are a licensed Child Care/Early Learning Centre providing enrollment for up to 39 children aged 18 months to 12 years.
The Centre is open Monday to Friday from 7:30 am until 5:30pm, with the exception, of the following statutory holidays
New Year’s Day
Family Day
Good Friday
Victoria Day
Canada Day
Saskatchewan Day
Labour Day
Thanksgiving
Remembrance Day
Christmas Day
From December 26 – 31 the hours will vary based on need.

Christmas Holiday No-Show Policy
Downtown Early Learning Centre encourages all families and staff to spend as much time as possible with their loved ones over the Christmas holidays. At the beginning of December, a signup sheet for attendance during the holiday season will be posted. Please mark if your child will be in attendance and the hours they will be here. The Director will then staff according to the number of children that will be utilizing the facility. This gives the Centre the opportunity to give the staff extra days off at this time to spend with their families. If you have not signed up for childcare on those dates, your child will not be scheduled at the daycare. At this time there is an additional $50.00 per child “no-show” fee. The “no-show” fee will be applied if a child does not show up for a scheduled time and the family has not provided advanced notice that their child will not be attending at that scheduled day and time.


Fees
Full Time
	Age Group
	Fee/Month

	Toddler (18m – 30m)
	$217.50

	Preschool and Kindergarten(under 6)
	217.50

	Kindergarten (6+)
	$696.80

	*School-age (grade 1+)
	$262.75



*Fee covers before and after school care
**During July & August school-age fees will be $758.88.00 full time, $422.30 part time

*9 days or less/mth
	Age Group
	Fee/Month

	Toddler (18m – 30m)
	$10.00/day

	Preschool and Kindergarten(under 6)
	$10.00/day

	Kindergarten (6+) Part time (3 days/week)
	                    $422.30 


 9 days or less/mth – days must be scheduled prior to the 1st of the month
 6+ Part- time fee covers up to 3 days each week and must be the same days each week.
**There will be an annual increase of 5% on all fees, increases happen in March(2%) and Sept. (3%)**
**Due to the Parent Fee Reduction Grant there will be no more than an increase of 2.5% between April 1/23 and Sept 30/24**
Late Pick Up Fees
At 5:30 our staff should be locking the doors and going home. Please make sure you arrive with enough time to get your child ready to go. At 5:30 late fees begin accumulating (whether or not the parent has arrived) at a rate of $5.00/each 5 mins and are payable before the next day the child attends. Once a child has been picked up late 3 times, notice to terminate care may be given.
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A $100.00 per space deposit is required to complete enrollment. Upon proper notice to withdraw, the deposit is either credited to the last months fee or refunded by cheque at the parent’s request. On the child’s last day of enrollment the deposit will be applied to any amount owing.
Payments & Invoicing
Payments are due on the 1st of each month. Payments can be made by cash, money order or etransfer. Etransfers can be sent to execdirector@sasktel.net. See the Director to receive a password. Receipts are provided for all payments. You will receive a monthly invoice indicating the total amount owing. Payment arrangements are considered on a case by case basis, see the Director prior to the 20th of the month before.  There will be a $10.00/day fee applied to fees paid after the 1st for up to 5 days, on the 6th day services will be suspended until such time as the full parent portion and late fees have been paid. If payment is not received before the start of the next invoicing cycle, the child will be withdrawn and the space will be filled.

Registration and Withdraw
Registration is not complete until all forms have been returned and the deposit has been paid. The required forms include
· Child’s Health Resume
· Child’s Emergency Information
· Toddler/Preschool/School-age Social Resume
· Transportation and Excursion Consent
· Speech and Language Pathology Consent 
· Agreement for Child Care Services
· Acknowledgement of Parent Handbook
30-day notice is required to withdraw. Notice must be received in writing by the 1st of the month. Ie. In order to withdraw on June 30th notice must be received by June 1st. Fees may be paid in lieu of notice. 
If you are wanting to “hold” a space for future enrolment, spaces will be held for a maximum of 3 months. A $100.00 payment per month will be required to hold a space. The first $100 payment will be considered the deposit and other payments will be put towards the child’s first month of attendance. Our withdraw policy does apply to held spaces.


Personal and Health care
Children are asked to wash their hands upon arriving. There are scheduled handwashing times throughout the day (before and after meals, after art time, after using the washroom, before and after playing outside, etc.)
Parents are asked to supply at least 1 change of clothing to be kept at the Centre and sent home for laundering as needed. It is recommended for potty learning children to have several changes available. We do not launder children’s clothing or belongings at the Centre instead they will be placed in a plastic bag in the child’s locker. We do have a small supply of extra clothing available in emergencies, if your child borrows clothing marked DELC please wash and return asap.
All toys are sanitized regularly as needed. All bedding is washed on Fridays or sooner as needed. Sleeping cots are sanitized daily.
Children have lockers located in the basement to store their personal belongings. Please do not bring food or drinks from home, this includes unfinished breakfast, unless it has been discussed previously, this can be a health risk to those with allergies. If your child eats nut products before coming, please ensure you wash their face, brush their teeth and change their clothing before coming to the Centre. 
Staff will encourage children who show interest in Potty Learning. Diapers are not supplied by the Centre. We will supply wipes for children who do not require a specific kind. Otherwise parents will be asked to send them.
All staff adhere to the “Saskatchewan Child Abuse Protocol” which can be found at the entrance or on For more information please refer to the Saskatchewan Child Abuse Protocol 2017: http://publications.gov. sk.ca/documents/17/18812- Saskatchewan-Child-AbuseProtocol.pdf
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If a child becomes ill while at the Centre, parents will be called for immediate pick-up. If we are unable to reach you we will wait 15 mins. for a call back before trying to reach emergency contacts. It is important that your child is picked up as soon as possible to avoid spreading illness to others. A child is considered to too ill to attend if…
*they are unable to participate in ALL activities for the day, including outside play
*they have vomiting, diarrhea or fever 
*require medication such as Tylenol to make it through the day
*require a disproportionate amount of comfort/care/attention throughout the day due to illness
Once your child has become ill they may return to daycare 24 hours after the last symptoms are gone.
If your child is diagnosed with any communicable illness, please let the Centre know. A Dr.s note may be required for your child to return.
If medication is necessary you will be asked to fill out a medication form, allowing the staff to administer a specific dose, of a specific medicine, at a specific time.
We can only accept medications in the original container with the following information:
Child’s name, expiration date, name of medication, schedule, dosage and storage instructions
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We are strictly a nut-free facility. If consuming nut products prior to coming to the Centre please ensure hands and face are washed thoroughly. Teeth have been brushed and clothing has been changed. Also ensure you do not have any products containing nuts or peanut oil on your person or in bags/purses while in the Centre. These are life-threatening allergies and must be taken seriously.
We follow a 4-week rotating menu consisting of breakfast (9:00am), lunch (11:30am) and afternoon snack (2:30pm). Menus follow the Canadian Food Guide.
The Centre is not responsible for providing alternative menu options for those with allergies and diet restrictions, however, some accommodations may be possible. Please see the Director.
Menus are posted weekly at the back entrance.
We ask that if your child has not arrived by 10:30am but WILL be coming by 11:30pm to call ahead and let us know so we can ensure enough/proper food is prepared. Children arriving after 11:40 will need to eat before coming to the Centre unless arriving from school or previous arrangements have been made.

Child Management
Differs depending on the age, individual and behaviour being exhibited…
Elements in the environment are thoughtfully placed to encourage independence, good choices and social skills
Some ways to do this are:
· Providing enough activities to keep children involved and not wandering the room
· Providing multiples of favorite toys
· Setting up the room to discourage running and encourage small group, social play
· Allowing enough time for children to finish activities/play so they don’t feel rushed
· Preparing for transitions, using songs or rhymes during the transition when moving from place to place
· Have child-use materials available to be accessed independently
· Use physical reminders when an area is closed such as signs or barriers
Some ways the Early Childhood Educator can help children regulate their behaviour:
· Approach every situation keeping in mind the child’s age, temperament, development, experience and skill level
· Anticipating children’s needs
· Setting reasonable limits
· Gentle reminders
· Providing explanations
· Offering choices
· Helping children to make choices
· Helping children to see the consequences of their actions and words
· Ignoring negative behaviour, when appropriate
· Encouraging appropriate behaviour
· Step in, Set up, Step out
· Distracting from potential problems (making helpers, giving jobs)
· Being aware of the group dynamic 
· Removal from the situation, as a last resort only
· Supporting children in talking through their problems with one-another
· Model problem solving and how to work with others
· Seek out professional advice for recurring and difficult behaviours
For toddlers specifically:
· Direct and close supervision
· Child proofing the environment
· Praising more than saying “no”
· Give simple explanations
· Anticipating and responding to needs
· Distracting from the situation
Respect and learning are the basis for all child management practices. Children are guided with respect and taught about appropriate behaviour in a way that protects and promotes their self-esteem.
The following are unacceptable forms of behaviour control and will not be used: 
· Corporal punishment
· Physical, emotional or verbal abuse
· Denial of necessities
· Isolation
· Inappropriate physical or mechanical restraint
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We sometimes require parent volunteers to be able to participate in field trips. Parents are always encouraged to join us. Throughout the year there are “family nights” held. These nights may include family-style supper, feasts, evening outings, movie nights, etc.
Throughout the year fundraising events/projects will be held. Parents will receive materials to help-out with fundraising. It is expected that all families will contribute in some way.
We are a non-profit Centre run by a Parent Board of Executive Directors. This is a volunteer group of parents and community members that meets approximately every 6 weeks. The Parent Board is responsible for all major decisions regarding the Centre and its direction. Parents are encouraged to consider joining the Board. New members can join at any point in the year. See the Director for further information.

[bookmark: _Hlk166842310]Pick-ups and Drop-offs
Parents must ensure a staff member has acknowledged their child’s arrival before leaving the Centre. Do not let your children come in on their own.
Please do not send anyone under the age of 16 to pick up your child.
Anyone you list on your child’s emergency card can pick up your child at any time. If you are sending someone who is not on the emergency card, you will need to call ahead and let us know the person’s name. Staff will ask the person for I.D. as well to confirm identity.
If at 5:30 a child is still at the Centre, staff will attempt to make contact with the parents and alternate contacts. If the child has not been picked up by 6:00, we will contact Mobile Crisis Intervention for pick-up of the child. A note will be posted on the front and back outside doors indicating the number to call for Mobile Crisis Intervention.

Activities off the premises
Regular excursions are part of our programming. Some of our regular trips include Francis Morrison Library (Pooh Corner), walks by the river, Palisades (a retirement home we visit) and Nutrien Playland. Permission for these excursions is included in the Transportation and Excursion form. Parents will receive a permission form for any other trips not mentioned above prior to the planned trip.
During all excursions out of the yard staff will have emergency supplies available and children will be required to wear I.D. vests including the Centre’s name, address and phone number. 
Children who are not dressed weather-appropriate for an outing will remain at the Centre.


Items from home
Your child will need a pair of inside shoes/slippers, a full change of extra clothing, diapers and appropriate outdoor clothing for the day. Please avoid sending items such as sippy cups, bottles, food, toys from home, etc. *Children who nap may bring a blanket from home to sleep with.
Children must have weather appropriate clothing every day. We will plan to spend time outside daily when the temp. is between +28 degrees celcius and degrees celcius -24
Parking
There are 3 spaces located in the back (alley access) that parents may use for quick drop offs and pick ups when space is available. There are also “5 min Parking” spaces in front of the building, across the street in front of the building and also at the end of the street (23rd Street) in front of the apartment building. Please do not park in the lots on either side of the Centre.

Zero Tolerance 
Foul language, threats, general disrespect and intimidation will not be tolerated towards anyone in the Centre and may be grounds for immediate termination of services. Anyone deemed to be in violation will be asked to leave the premises immediately with their child. When deemed appropriate by the Parent Board of Directors the family will be withdrawn from the Centre without one month’s notice and will forfeit the deposit.
If you have questions about your child’s day please address it with the staff on duty at the time. If they are unable to help you they will refer you to the Director. All questions regarding subsidy, enrollment and fees should be directed to the Director. The Early Learning and Child Care consultant is available upon request when a Centre-level approach, including meeting with the Parent Board of Directors has been exhausted and an issue has not been resolved. 

Child Care Consultant

Heather Hersberger 306 933-5037
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I have read, understand and agree to follow the previously read policies in this manual


____________________			_____________
Parent signature					Date


Children’s names
_______________________ 
_______________________ 
_______________________




*Please complete and return this page with your registration papers.
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