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CFAN Enrolment Policy for Parents 

Revised February 2020
CFAN is a non-profit organization that offers programs for children ages 3 months to 12 years. C-FAN is governed by a volunteer board of directors. The board’s sustainability and program development depends on the fact that each community is represented on the C-FAN Board of Directors by either a parent or community member. This involvement ensures a more global vision of child care within the C-FAN geographic region.
This document covers all C-FAN programs:
· Alonsa Nursery School 

· Lakeview Children’s Centre 
· Laurier Play Zone 
· Parkside Children’s Centre Infant Program
· Parkside Children’s Centre Preschool Building 
· Plumas Playtime Preschool 
CFAN Goals and Objectives

CFAN’s goal is to provide accessible affordable child care and appropriate family supports to communities. Accessible child care for rural parents means multi-age programming because, in most rural communities, the population will not support separate infant, preschool and school age facilities. In multi-age groupings, you must be cognizant of the ages of the children, their developmental stages and the activities for the entire group. The expertise which has developed since 1990 will ensure that multi-age programming happens in all new programs initiated via the CFAN model.

Staff hired for these programs will be fully aware that the ages and stages of every child in their care need to be addressed. Multi-age groupings will necessitate the need for flexibility in staffing to meet staff/child ratios. Current licensing ratios and group sizes will be adhered to at all times. For example, a group of eight children in a program, three of whom are under 3 years of age and not toilet-trained, would require two staff. If staff has eight 4-year-olds, all of whom are toilet trained, one staff member would be sufficient to meet regulations. The variations that exist among CFAN’s programs also require the need for staffing flexibility. If one staff member has eight children under his/her care and lunch must be prepared, then another staff person will be called in. Staff cannot provide quality care and prepare lunch at the same time.

AT ALL TIMES THE PRIORITY FOR CFAN STAFF IS THE PROVISION OF QUALITY CARE FOR YOUR CHILDREN.

CFAN’S PHILOSOPHY

It is the CFAN Board of Directors belief that parents should have access to all types of child care and parental supports whether they are employed, going to school or at-home parents.  Healthy children come from healthy families in healthy communities.

HISTORY

In 1996 Lakeview Children’s Centre began the process of developing Childcare Family Access Network (CFAN). 

The communities directly involved with CFAN are:

Alonsa: Alonsa Nursery School is a two day per week enhanced nursery school program operating out of the Alonsa School. The Program Director is Laurie Ann Conrad. Phone 767-2168 (Alonsa School) or 835-2531 (Parkside Children’s Centre).
Langruth: Lakeview Children’s Centre is an infant, preschool and school age program operating since February 1990. There is a nursery school component offered for 6 hours a day. The Program Director is Janie Ferguson. Phone 445-2360

E-mail lakeview-childrens-centre@outlook.com
Laurier: Laurier Play Zone is an infant, preschool and school age program operating out of Ecole Laurier since 2002. The Program Director is Sara Born. Phone 447-3009

E-mail cfanpcc@mymts.net
McCreary: Parkside Children’s Centre is an infant, preschool and school age program operating since 1998. There is a nursery school component offered three days a week for full or half days. The Program Director is Dayna Ledoux. Phone 835-2531
E-mail cfan2@mymts.net
Plumas: Plumas Playtime Preschool is a nursery school program operating one day a week out of Plumas School. Program Director is Kendra Crooks. Phone 386-2250 (Plumas School) or 445-2360 (Lakeview Children’s Centre)
CFAN’s Executive Director is Leona Glover
CFAN’s Office Assistant is Teresa Roy
Phone 445-2295 Fax 204-445-2055 E-mail cfancent@gmail.com 
Due to fluctuations in enrollment we will open when we have a minimum of 4 children BUT we need to know your schedule ahead of time to arrange staff for the following week. 

Drop offs are not always a guarantee
Dealing With Issues and Concerns:

In our endeavors to provide quality care for your child, issues and concerns may arise. It is important for parents to realize that the staff needs to know about your concerns in order to deal with them. 

The procedure to communicate an issue is:

Talk to the first available staff

Talk to the Program Director
Talk to the Executive Director
The Program Director may consult with the other Program Directors or the Executive Director if needed

If you, as the parent, are not satisfied as to actions taken, write a letter to the Board of Directors

If suitable action is not reported to you, contact our Manitoba Early Learning and Child Care Coordinator. 

Daily Activity Schedule:

Daily activities accessible for each child in the program will include:

· Gross motor play – outdoor daily (weather permitting)

· Cognitive play – story time, science, creative art, music

· Fine motor play – manipulative toys, puzzles, art activities

· Quiet play – books, puzzles, music

· Messy/sensory play – finger paint, paper mache, sand, water, music, play dough
· Free play – dramatic play, painting, table toys, games, Lego, puppets, etc…
An example of a Daily Schedule could include:

8:00 a.m. – 9:00 a.m.


Arrival and free play

9:00 a.m. – 9:30 a.m.


Transition, clean up and snack time

9:30 a.m. – 11:00 a.m.

Art time, outside play, gym time

11:00 a.m. – 11:30 a.m.

Transition time to circle time

11:30 a.m. – 12:30 p.m.
lunch time, and quiet time

12:30 p.m. – 2:00 p.m.
Nap time for infants/quiet time for older children

2:00 p.m. – 3:00 p.m. 


Outdoor play, free play, school readiness activities
3:00 p.m. – 3:30 p.m.
Snack Time, wash hands
3:30 p.m. – 4:00 p.m.


Centre based play

4:00 p.m. – 6:00 p.m.


Free play until departure
We try to spend some time outside each day.  If weather conditions prevents us from doing so, we will provide alternate indoor activities.
The focus of quality child care in CFAN programs is play based learning. Educational research has shown that children benefit from play based learning. CFAN Nursery School programs, although play based, may focus on a more academic based learning and structured times to assist with school readiness.  
Program Hours: 
Regular hours for full time programs vary from program to program. Check with your program to determine the hours of operation in effect at that location.

Care is regularly provided between the hours of 6:00 a.m. and 6:00 p.m.  Extended hours are also available, in some centres, if licensed for extended care and if mutually agreed upon by parent and the Director. Please note that the centre follows the time indicated on the clock in their centre.
Late Pick Up Procedure and Policy: 
Children must be picked up on time from the centre. In the event that a child is not picked up, the centre will attempt to contact the parent or emergency contact after five minutes. A late fee will be applied at the rate of $5.00 per child within the first 15 minutes after the designated closing time. After 15 minutes, there will be a charge of $1.00 per minute per child. The childcare centre will continue to try to contact the parent/emergency contact.  If no contact is made within 30 minutes, Child and Family Services will be notified. Documentation of such instances will be signed by the child’s pick-up person and will be kept on file.
Nursery School: 
All full-day nursery school programs within CFAN run between the hours of 9:00 a.m. and 3:30 p.m. We ask that you arrive on time to these programs as your child will get more out of the program being there throughout the whole day. Check with your program to determine the hours of operation in effect at that location. We require that parents pre-pay monthly for nursery school sessions at Alonsa and Plumas to secure their space.
Transportation Policy: 
The Centre will in no way be held responsible for any injury, accident or foul play occurring to any child while he/she is in transit whether by vehicle or on foot, while coming to or from the centre. Neither will the program be responsible for any accident or foul play no matter who accompanies the child – be it parent, sibling, other relative, friend, etc. Every child must arrive at the program accompanied by a responsible and/or designated person. 
It is the responsibility of the parent (or responsible designated person) to accompany the child into the Centre, remove his/her outer clothing and place the child with one of the child care staff. Dropping your child off and expecting him/or her to come into the centre alone is not acceptable, nor responsible.                      
In the event of someone other than the parent picking up or bringing a child to the program, that person must be 12 years of age or over and designated on the Registration Form. Whoever picks up the child must ensure the child care staff in the facility is aware that the child is leaving the program. In the event of unforeseen circumstances, the parent/guardian may designate by phone a person to pick up the child (ren). If unknown to the staff, this person will be asked to show personal identification.
Some programs will accompany children to and from the Centre and the school if requested by parents. Check with your program to see if they are able to provide this service. If the program does accompany the children to school in the morning, children are to be at the centre prior to 8:40 a.m. otherwise it is the parent’s responsibility to drop their child off at school.
Statutory Holidays: 
The programs will be closed for the following statutory holidays: New Years Day, Louis Riel Day, Good Friday, Victoria Day, Canada Day, the August Civic Holiday, Labour Day, Thanksgiving Day, Christmas Day, and Boxing Day. The programs will be closed on Remembrance Day if it falls on a weekday.

Professional Development Day: 
The programs may close on the Friday of the Manitoba Child Care Association (MCCA) Annual Conference held annually in Winnipeg in the month of May.
Emergency Closure of a Centre

a)  In the event of dangerous road conditions (e.g. visibility, ice, heavy snow, etc.) in the general catchment area of a Centre, the Centre may be closed at the discretion of the Program Director.  The Department of Highways, the local school division, local bus drivers and other CFAN staff may be consulted when making this decision.Parents and staff will be notified in a timely manner using whatever means of communication deemed most appropriate by the Program Director (Radio, answering machine message, telephone) for that Centre. Parents will be charged if the center is open and your child does not attend, unless the highway is closed between your residence and facility you attend.  Please contact the center if your child is not attending.  If your center is closed you will not be charged for care.
b)  In the event of a problem that makes the building unusable (sewer back up, no water, heating failure, fire, power outages, etc.), the Centre will be closed.  In a case such as this, parents are to be notified directly by telephone.

c)  If the Centre has opened, has children in its care and is forced to close due to deteriorating road/weather conditions, building problems, and power outages and or no water for 3 hours, the Director shall act in a manner that has the safety of the children as a primary objective and parents will be notified.
If the building has become or is becoming unsafe, the children shall be moved to an alternate location and the parents shall be notified of the new pick up point as soon as possible. 
Please ensure that all telephone numbers (home, work and cell), as well as address information, for parents and emergency contacts is accurate and kept up to date. Inaccurate or outdated information may make it difficult to contact parents in the event of an emergency.

In the case of an emergency and an ambulance is called for your child, the parent is responsible for payment of the cost of the ambulance.

Outings: 
On occasion the staff may take children on outings (field trips) in addition to regular daily outings. Parents will be given 24 hours notice in advance of the outing (field trip). Parents may be asked to sign a permission form in order for their child to accompany the group. A first aid kit including child emergency contact information will accompany staff and children on all outings. 
Illness:
Please keep your child at home or make alternate arrangements, if your child has any of the following symptoms. If they develop these symptoms throughout the day, you will be notified to pick your child up.

- has 3 or more episodes of diarrhea

- has an undiagnosed rash

- has ear aches

- has vomited

- cannot participate in our daily activities/routine

- has an uncontrollable fever

If your child has a fever, please make alternate arrangements. If your child develops a fever of 102F during the day, daycare staff can administer medication at the discretion of the parent. If the fever does not drop to below 100F within the hour, the parent will be called to pick up their child. We will not administer Tylenol/Advil (or other fever reducing medication) more than twice a day.

Children with PINK EYE (conjunctivitis), must be treated for at least 24 hours and have no colored discharge before re-entering the centre.

Children who have contracted lice must be treated. They can return to the centre once they are lice and nit free. A head check by the Program Director will be done prior to re-entering the centre.

If the centre suspects any communicable diseases (pink eye, impetigo, contagious rashes, etc) parents will be required to pick their child up. In some cases, a doctor’s note may be required prior to re-entering. 

These are necessary precautions to protect ALL the children. We follow Public Health Standards regarding incubation and isolation of communicable illnesses and ask for your understanding if we ask you to pick up your child or keep them at home.

Parents must phone the centre to notify staff when their child(ren) will not be attending. Parents will be charged for scheduled days including sick/absent days. If your child is sick for an extended period of time, CFAN will not charge after the third consecutive day.
Administering Medication:
If you are providing medication for staff to administer to your child during the day, the necessary medication form must be completed and signed. The medication must be in the original container from the pharmacy.  
If there is no medication form signed and the medication is not in the original container, staff will not administer any medication to your child. 
Parents must also notify staff members if medication has been given to their child at home before coming to the centre.
The procedure when your child is sick is that the staff phone:

a) the parent(s) to come get your child

b) the emergency contact person
The expectation is that your child will be picked up as soon as possible to prevent the further spread of the illness.
Health:

Please keep staff members up to date with children’s current medical health concerns to help staff meet the children’s needs and to prevent the spread of illness in the program.

CFAN programs have and abide by an Anaphylaxis Policy for life-threatening allergies and are required to take yearly URIS training. 
Footwear: 
We ask that all children have a pair of indoor footwear for use inside the building. Regular fire drills are conducted at all programs and children and staff are required to leave the building immediately. Please remove outer footwear when you enter the centre. Small children play on the floor a great deal of the time and some of the things that have fallen from outdoor footwear are not things you would want your child putting into his/her mouth. 

Fees and Payments:  
Payments are due 2 weeks after invoicing date. Parents have the option to receive invoices by mail or email. E-transfer is available for parent payments.  Accounts receivable that have an outstanding balance when the next invoice goes out will be charged a late fee of 2%.  If an account is not paid within 30 days, a reminder will be given to parents requesting that they contact the CFAN office to make arrangements for full or partial payment.  Care will be refused at the discretion of the Executive Director until payment is received.  There is a $25.00 charge for an NSF cheque.

Alonsa Enhanced Nursery School Program and Plumas Playtime Preschool must be pre-paid each month. ANS is approximately $40/month and PPP is $52/month depending on the amount of sessions offered that month. Please bring payment at the first session of each month to secure your space in the program.

Parents must submit their completed registration form and pay the required $50.00 registration fee (per child) before the child can be enrolled in a CFAN program. This registration fee is considered payment towards your child’s last two weeks of care.  
Collection Procedure:   
Active accounts (Children still attending)-
i. After 60 days of little or no payments, Program Director will discuss the account with the parent.

ii. If no payment is received, ED will contact the parent by phone and/or letter and work with the parents to set up a Payment Plan.  ED is to document all attempts to contact the parent and document the agreed upon payment plan. 

iii. If a Payment Plan cannot be agreed upon, the account will be brought to the attention of the BOD and a decision regarding the use of a collection agency will be made. 

iv. Upon direction from the BOD, a final invoice, with a note regarding the account being sent to a collection agency will be sent to the parent. 

v. If full payment is not received after another 60 days, the account is to be sent to a collection agency. 

Inactive Accounts (Children have not attended for 60 days) –
i. After 60 days of little or no payments and children are not attending, ED will contact the parent by phone and/or letter and work with the parent to set up a Payment Plan.  ED is to document all attempts to contact the parent and document the agreed upon plan for payments.

ii. If a Payment Plan cannot be agreed upon, the account will be brought to the attention of the BOD and a decision regarding the use of a collection agency will be made. 

iii. Upon direction from the BOD, a final invoice with a note regarding the account being sent to a collection agency will be sent to the parent.

iv. If full payment is not received after another 60 days, the account is to be sent to a collection agency.  

Administration Fees:  
A one-time administration fee of $50.00 due to bill adjustments regarding late subsidy application will be applied to parent invoices if and when we receive a late subsidy approval. Please ensure that you meet day care office deadlines. 
Subsidy: 
The level of subsidy received by a parent is strictly confidential. All subsidy correspondence from Day Care Office is mailed directly to CFAN Central; hence only the office administrator and the Executive Director can access this. For any subsidy questions or assistance, please contact CFAN Central. Subsidy forms are available online at gov.mb.ca/childcare and at your local centre. Program Directors can help with applications, however, approvals will be director to CFAN Central. Please note that online subsidy applications are processed much faster than paper copies. 
Lunch: 
Some programs provide a hot lunch program.  Lunch fees are $2.00 for infants and $3.00 for preschool/school-aged children.  All facilities are peanut-free and any additional allergy alerts will be posted in each facility. We encourage families to utilize the hot lunch program to minimize the risk of an allergic reaction to any foods brought from home. Formula and prepared baby food and food alternates are to be provided by the parent if your child does not eat the food on our menu. Please clearly label all containers.
Diapers: 
It is the responsibility of the parents to supply diapers or pull-ups and wipes for infants and children who are not toilet trained. 
Temperature Policy:
CFAN’s policy and daycare regulations require us to have children outside daily either in the playground, going for a walk or any other outdoor activity. 

In all seasons we at times implement our program outside. This may include, but is not limited to snack time, story time, art, science and free play.

Manitoba is a province of extreme temperatures and at all times it is the role of the staff to ensure the safety of the children in care. Program Directors will review the temperature, humidex, UV index and air quality prior to going outdoors.
Children will play outside daily except when the winter temperature and wind chill combined is -25’C. 
Sunscreen (provided by the parent) will be applied at least 20 minutes prior to going outside and a hat is required to be worn. Water is always available and offered regularly to the children while outside. 

CFAN programs get their weather information from www.weather.gc.ca 

It is the parent’s responsibility to dress your children according to the weather and outside temperatures and ensure a change of clothes is provided for changing weather conditions. All clothing and blankets must be labeled with child’s name. WE ARE NOT RESPONSIBLE FOR LOST ARTICLES!
Toys and Treats: 
Please refrain from giving your child individual treats such as candy or gum or allowing him/her to bring toys to the program. If toys do come to the program, they must be left in the locker. We are not responsible for lost or damaged toys brought from home.
Information Release Policy:  
In some instances, the Program Director may request permission to release certain pieces of information to a child development specialist. CFAN staff will only share pertinent information with the agreed upon agency. This process will remain confidential between the two parties. All communication between the agency and CFAN are for the betterment of your child’s development. “Information release” permission forms need to be signed prior to any observations, documentation or release of any information. 
Fire Drill and Shelter-in-Place Evacuations: 
Fire drills and Shelter-in-Place evacuations occur monthly. Please ensure your child has inside footwear, as we do not stop to put on boots or coats and children should not leave the building in socks or bare feet. Please be prepared to participate in such an evacuation procedure if it occurs while you are at the program.
Emergency Procedures:
In each community the children will be evacuated to a minimum of 200 feet from the building. The evacuation plan will be posted on each wall, outlining the meeting position outside the building, the route and the items to be taken by staff when leaving the building. The evacuation sites are:


Alonsa
– relocate to the Community Centre (12 PTH 50)

Lakeview
– relocate to CFAN Central (402 Main Street)

Laurier
– relocate to the Nouveaux Horizons (112 Fosbery Street)


Parkside
– relocate to the McCreary & District Library (615 Burrows Ave) 
OR the McCreary Senior Drop-In Centre (512 Burrows Road)

Plumas
– relocate to Plumas United Church (204 Anderson Street East)
All CFAN programs are covered by MCCA insurance via Cox Morris Insurance.
Safety Plan and Code of Conduct:

All CFAN programs have a Code of Conduct and Safety Plan covering a variety of emergencies.  A copy of the Code of Conduct is provided to each new family using a CFAN program. A copy of the program’s Safety Plan is available at each centre. 
NO SMOKING: 
Smoking is not allowed on any CFAN property. 

We ask that you butt-out prior to stepping foot on any of the daycare properties. 
Arrival and Departure: 
Provincial regulations dictate that our facilities are locked at all time so parental access varies from program to program:

a) Alonsa Nursery School, located in Alonsa School – please knock on the room door for entry.

b) Lakeview Children’s Centre – please knock at the front door. 
Depending on staffing at the time, you will either be admitted at that door or instructed to descend the stairs to the basement level and locker area where a staff member will let you in.

c) Laurier Play Zone –press the buzzer at the school’s main entrance.
d) Parkside Children’s Centre– knock on door for entry. 
e) Plumas Playtime Preschool – please knock on the room door for entry.

Upon arrival at the centre, please allow enough time to undress and attend to your child. This will help to ensure that your child starts his/her day in a happy and relaxed manner. Staff is responsible for general clean up, but we would appreciate your cooperation in allowing your child time at the end of the day to put his/her toys away when it is time to go home. Please remember that if you are dropping off or picking up your child during quiet time, that it is done in a quiet manner. 
Cancellation Policy: 
CFAN follows a 48 hour cancellation policy. All cancellations must be made at least 48 business hours in advance. Parents MAY be charged for up to 2 days depending on the circumstances. Please ensure that your childcare schedule is properly communicated to your Program Director.   
In circumstances of low enrolment, centres will enforce a “No Cancellation Policy.”  Families will be required to pay for booked days, whether their child attends that day or not, as per signed contract.

Behaviour Management Policy:
Regulation 11(1) from the Manitoba Licensing Manual for Daycare Centers states that a licensee shall not permit, practice or inflict any form of physical punishment or verbal or emotional abuse upon or the denial of any physical necessities to, any child in attendance at the day care centre. 
All CFAN staff will model appropriate behaviour while providing a safe and nurturing environment.  Our approach to guiding children's behaviour will include: being good role models, supervising/assisting minor misbehaviors that are non-injurious, and frequent appropriate encouragement, being genuine and specific.  It is the responsibility of the staff to reinforce positive actions throughout the day to ensure that all children are encouraged to develop a positive self-concept. 

Staff is instructed to try some or all of the following strategies to modify negative behaviors:

· Divert attention to more positive areas for all children.

· Model good behaviour and coping methods for all children in the centre.

· Use guidance techniques that take into account the ages of the children and the individual development.  We help children to understand limits and encourage problem solving.

· Sit down at eye level with the children involved and talk about what has happened and give them the opportunity to come up with a solution to the problem.  The staff are here to listen, support and offer options for preschool children.

· Ask the child to choose between two or more positive activities in order to regain self control. For preschool children tell them that what they are doing is not acceptable, but let them decide what to do instead. 

· Separate the preschool children to different centres in the room.

CFAN staff will work with families to correct any undesired behaviors. As staff becomes aware of these behaviors, they will contact the parents and start documenting. Documentation is used as a resource to determine the frequency, common factors, and 
triggers that provoke such behaviour.  Parents will be informed of incidents that inflict injury upon another person, pose safety concerns or that are recurring in nature. Documented reports of incidents will be provided to all the parties - both the aggressor and the affected child's parent or guardian.  These documents will be copied and kept on file.

Please note that CFAN will not tolerate any form of aggressive/inappropriate behaviour. This includes and is not limited to the following:
- Injuries or the intent to injure themselves or someone else (any bodily harm); 

- Any disrespectful behaviors towards other children, staff members, visitors or CFAN property;

- Uncontrollable tantrums lasting more than 10 minutes long.

Aggressive Behaviour Policy:
Once the Behaviour Management policy strategies have been exhausted, the Aggressive Behaviour Policy will be implemented.

Aggression means, “any physical, emotional or verbal act which may result in placing him/herself, other children and/or staff members within the centre in an emotional, physical, harmful, hurtful situation.”

In dealing with aggressive behaviour, the following procedures will be followed:

1. If the aggressive behaviour continues through any part of the day, the program Director/Supervisor will contact the parent/guardian or emergency contact person (in that order) to immediately pick up the child(ren).  Documented report(s) of the incidents will be given to the child(ren)s parent/guardian within 24 hours. A copy will also be made to keep in the child(ren)s file. 

2. The Program Director, Executive Director and parents will then set up a meeting to discuss the behaviour and establish a cooperative plan of action.

3. A second incident will result in immediate suspension from the centre for a designated period of time at the discretion of the Program Director in consultation with the Executive Director.

4. If a third incident occurs, the Program Director, Executive Director and the Board of Directors will be involved in determining the disciplinary action which may include immediate termination of services.  The Board of Directors reserves the right to suspend daycare privileges, consult a Behavioural Specialist, limit the child’s hours of attendance or withdraw services without notice.

However, at the discretion of the Program Director, in these extreme cases, the child may be automatically suspended for the three days and may have their spot permanently revoked without prior warning. CFAN does not tolerate any aggressive, violent or intentional aggressive behaviour that endangers the child, other children, staff, equipment, or property.

CFAN’s number one priority is the security, safety and welfare of all the children, families and staff within our program.

Legal Issues: 
Staff must be aware of any legal issue surrounding parental custody of the children. The program must have a copy ON FILE of the legal decision (i.e. restraining order, legal custody, etc.) of the children in their care. If the order is not on file in accordance with Manitoba Law, staff cannot prevent a parent from having access to or picking up a child.

CFAN operates as a support to families of the children in their care. You are encouraged to discuss with the Director at any time any issues you or your child may encounter at the program. The staff operates in a collaborative partnership with the families. We have the responsibility of caring for your child, but you are the parent and we want and need your input. Staff members will be happy to discuss any questions/concerns you may have related to your child’s day in the program. If there are behaviour issues or problems with your child, the Program Director and/or staff will ask for your input in handling the issue. Unwanted behaviour often vanishes in a matter of weeks when parents and staff communicate well.
Very young children often have a longer period of adjustment to being left in care. This can be upsetting to the parents. If your child has just started the program, we encourage you to please phone and check on your child’s day. The staff would sooner answer a few phone calls than have you worrying all day about your child.

Inclusion Policy:
We value all children equally.
Access:

· We welcome all children to our programs.
· Indoor and outdoor spaces are arranged so that all children can move freely and access play materials.
· Daily routines are adapted to meet the needs of each child.
· Accessibility issues are reviewed and addressed on a regular basis.
Participation:

· Social relationships and experiences are fostered through developmentally appropriate play.
· Daily activities are adapted to meet the needs of each child.
· Empathy and respect are promoted through daily social interaction.
Support:
· All staff is a role model for acceptance of and respect for differences among adults and children.

· Staff is provided with regular opportunities for professional development to meet the needs of all children.

· Staff maintains close contact with parents and encourages them to be part of the decision-making process for their child.
· Partnerships are maintained with early intervention professionals.

Multi Age Policy:
The provision of quality care in CFAN programs is often multi-aged. The parents need to be aware of what this means for the children attending our programs. 

1. Safety:  We comply with all the provincial regulations and take extra precautions to ensure there are no choking hazards accessible to infants. Programs will have infant space, preschool/school age space and shared space.

2. Provincial group sizes and ratios will never be exceeded. We will operate with enhanced ratios as often as possible.

3. Staff will follow a staff duty schedule, which gives responsibilities for specific duties on a weekly basis. This ensures that infant needs are being taken care of, with the program director supervising the schedules. Weekly program plans will also ensure the needs of all ages are being met and documentation will be kept on record.

4. Infants’ personal schedules will be followed. Parents will provide their child’s schedule and staff will implement appropriately. Infants will eat and sleep on their personal schedule; they do not comply with the program schedules. Parents will be given a personal daily log of their infants’ activities.

5. Participation in any activities for all children within the program is optional. All age ranges will have age appropriate circles or stories throughout the day.

6. Staff will support language development for all children. This means that staff must be aware of what is appropriate, when to expand vocabulary, when to use one word or expand to three words.

7.  Staff realizes that infants need individual attention. Every infant will, for a portion of the day, have individual attention, whether it is with a book, talking over lunch or being rocked to sleep.

8. Infants will have their own sleep room and their own play area available.
Confidentiality of Personal Information and Social Media Policy:
The confidentiality of information is an integral part of conducting all CFAN business activity and must be observed by all CFAN personnel: providers, program staff, administrative staff, volunteers, students and Board members and parents.

PURPOSE


The purpose in establishing this policy is for the protection of all forms of communication, related to children and their families/caregivers, staff and their families, service providers and CFAN personnel, at all times. The obtaining and storing of information must be relevant to the service being offered. Information is to be shared behind closed doors on a need to know basis only. 
SCOPE:
Confidential information acquired may not be disclosed through informal discussions or casual conversations. This includes sharing confidential and work related information on any and all social media devices/equipment, specifically facebook, cell phones etc. Pertinent and shared information is to be objectively stated, free of judgmental statements or bias.
Each person is responsible for the security of information stored by them. Confidential information must be kept in a secured place when the holder is not there. This responsibility applies to computer screen information as well.  Access to manual files or computer data will take place at a mutually agreed upon time and place between the holder of the information and the person concerned.

Written consent is necessary prior to the release of any information to a third party outside of CFAN.  Parents, caregivers, providers, staff, volunteers, and students must have free access to any stored information about themselves.  All CFAN personnel will be given a copy of this Policy at the beginning of service or as policies are revised. CFAN personnel are required to sign an acknowledgement of receipt of this policy to be placed in their personnel file. All CFAN personnel must protect all information (records) for which they are responsible. Breaches of confidence as they relate to this Policy may result in disciplinary action up to and including discharge.
Child Release Policy:
The safety of the children in our care is our priority and our legislated responsibility.
Child/children will not be released to any person who:

a) is not listed as an authorized contact person,

b) appears to be under the influence of drugs or alcohol, or

c) appears incapable for health or other reasons of providing safe care of the child/children
The procedure to be followed in such cases:

1) Authorized contact persons will be contacted and asked to come and get both the child and the individual.

2) If attempts to contact all authorized persons are unsuccessful, the RCMP and/or Child and Family Services will be contacted for further instruction.

3) The program director shall notify the executive director of the action taken.

These steps will also be followed in the event that a child is not picked up from child care at the end of the day.

The event will be documented as follows:

a) the reason for concern

b) the names of those whom staff attempted to contact

c) the details of any conversations with CFS/RCMP officers

d) The resolution – e.g.  who the child was taken home by
PARENT POLICY AGREEMENT
Please sign and return this page to the center so we know that you have read through this policy. Thank you
I have read through the parent policy. 

I have taken the time to ask for clarification on anything I may not fully understand or agree with. 

_____________________________________

Parent’s Signature
______________________________________

Please print your name

________________

Date

____________________________

Director’s Signature
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