
 

Parent Handbook 



Introduction to our Child Care Centre 

 Sarnia Lambton Adult Learning Support Services Inc. is a not-for-profit Corporation, 
with Registered Charity status, which was formed in 1988 to operate a licensed Child Care 
Centre - Miss Helen’s Place. From 1988 to 2000, our child care centre services were offered, 
specifically, to adult learners including newcomers to Canada, and our facility was located within 
an Adult Learning Centre. This experience afforded the opportunity for all those involved - 
children; parents; community partners, to learn and appreciate the cultural diversity we enjoy in 
Canada. 
 When we moved to our present downtown location in 2000 we brought with us a strong 
belief that inclusion is an absolute necessity for families to grow and become productive citizens. 
There are many advantages to our downtown location…various places of interest for the children 
to visit; a beautiful waterfront to explore and a bus depot directly opposite Kenwick Place. 

Miss Helen’s Place is pleased to be able to offer licensed childcare for the following age groups: 
Infants (0 to 18 months) 
Toddlers (18 to 30 months) 
Preschoolers (2.5-4 years) 
School Age (4-10 years)* 

*For July and August and all other days when the Lambton County primary schools are closed. 

Program Statement 

Our organization views children as being competent, capable, curious and rich in potential. 

The goals of our organization, and the achievement of the stated goals, as they apply to the 
operation of Miss Helen’s Place Child Care centre are as follows: 

1. Promote the health, safety, nutrition and well-being of the children; 
Providing healthy and nutritional foods. 
Holding monthly fire drills. 
Making daily playground checks. 
Employing good sanitary practices (ie. frequent hand washing and disinfecting of 
toys and play areas). 
Engaging children in the preparation of their snacks and meals whenever possible. 

2. Support positive and responsive interactions among the children, parents, child care 
providers and staff; 

 Staff will: 
Assume a physical position which encourages trust (eg. sitting on the floor or low 
chair). 
Create an atmosphere of  co-learning between staff and children. 
Foster “child-led” discussions on activities and points of interests of the children. 



Provide positive feedback to each child’s idea and suggestion. 
Follow through with child initiated activities and discuss outcome (eg. changes, 
improvements, etc.). 
Verbal dialogue at drop off and pick up times. 
A monthly newsletter 
Documentation via a portfolio, for each child, of events; sayings; photographs; 
artwork, etc. as a running record of every child’s development and experiences at 
Miss Helen’s Place. 
Annual Parent Survey 
Parent Handbook, available in digital or hard copy. 
Development and implementation of an informative website. 

3. Encourage the children to interact and communicate in a positive way and support 
their ability to self-regulate; 

Providing opportunities for children to communicate through songs; plays; puppet 
theatre and a variety of Education Through Music (ETM) interactive activities. 
Encourage children involved in a dispute to state their feelings and discuss ways of 
resolving or avoiding the conflict. 
Listen to each child’s point of view without bias. 

4. Foster the children’s exploration, play and inquiry; 
Engaging with the group of children to discover their individual interests, 
encouraging their suggestions re: further exploration. 
Provide a wide variety of creative materials to use in child initiated projects. 
Trips to places of interest in the community to seek answers to posed questions (ie. 
library; waterfront; children’s museums). 
Nature walks to observe and gather materials for classroom projects 

5. Provide child-initiated and adult-supported experiences; 
Daily brainstorming sessions, between children and adults, to discover topics for 
exploration. 
Provision, by adults, of materials and/or resources suggested by children for their 
initiated activities. 

6. Plan for and create positive learning environments and experiences in which each 
child’s learning and development will be supported; 

Maintain a stock of materials to be used by the children in their own initiated, 
cooperative activities. 
Take weekly trips to the library where each child may select a book of their own 
choice to bring back to the centre. 
Each child will have an opportunity to select and direct an activity for the whole 
group on a weekly basis. 



Frequent change of material and activity opportunities both indoors and outdoors, in 
the play area and surrounding community. 

7. Incorporate indoor and outdoor play, as well as active play, rest and quiet time, into the 
day, and give consideration to the individual needs of the children receiving child care; 

Schedule daily outdoor play gaining input from the children re: games; activities etc. 
in which to engage while outdoors. 
Provide a choice of indoor activities to be selected by each child, to include active 
and quiet play. 
Permit a child who does not sleep during rest time to select a quiet activity while the 
other children are sleeping. 

8. Foster the engagement of ongoing communication with parents about the program and 
their children; 

Provide a verbal report to parent at the end of each day. 
A monthly newsletter. 
Documentation via a portfolio, for each child, as a running record of every child’s 
development and experiences at Miss Helen’s Place. 
Invite discussion concerning all aspects of a child’s development, health and well 
being, and provide support and/or referrals as required. 

9. Involve local community partners and allow those partners to support the children, 
their families and staff; 

Assist and support families with referrals to Pathways Health Centre for Children 
whenever required. 
Post information from Lambton Health Services re: hearing clinics; immunization 
etc. on Information Board. 
Active involvement in OneList to assist families seeking childcare spaces. 

10. Support staff, home child care providers or others who interact with the children at a 
child care centre or home child care premises in relation to continuous professional 
learning;  

Monthly staff meetings focused on How Does Learning Happen 
Facilitating attendance at local presentations which provide reflection and discussion 
with others in the ECE field. 

11. Document and review the impact of the strategies set out in clauses on the children and 
their families; 

The staff/director will review the daily comments of the “Four Foundations of How 
Does Learning Happen” report, in each room, on a weekly basis to study the impact 
of the strategies set out in the program statement and make appropriate changes to the 
program going forward. 



Compile the data collected from the Annual Parent Survey to improve our program 
services to the children in our care and their families. 

The following strategies will be employed to assist the staff member in the understanding of the 
HDLH practices: 

One on one discussion with the Supervisor of the Centre 
Partnering with a mentor 
Setting goals to improve personal performance 
Establish a deadline for these goals to be met 
Review the HDLH practices of the staff member 

Consequently, if the staff member fails to achieve the HDLH practices once these initiatives have 
been employed, termination of the staff member may be considered. 

Program Statement Implementation Practices 

All staff members, volunteers and students will be required to reflect and implement the 
approaches outlined in the Program Statement. 
All staff members will be required to reflect on How Does Learning Happen and will endeavour 
to meet the required practices of How Does Learning Happen. In the event of a staff member not 
meeting the practices of How Does Learning Happen, the following strategies will be employed 
to assist the staff member in the understanding of the HDLH practices: 

One on one discussion with the Supervisor of the Centre 
Partnering with a mentor 
Setting goals to improve personal performance 
Establish a deadline for these goals to be met 
Review the HDLH practices of the staff member 

Consequently, if the staff member fails to achieve the HDLH practices once these initiatives have 
been employed, termination of the staff member may be considered. 

Behaviour Management & Prohibited Practices Policy and Procedure 
In compliance with Childcare and Early Years Act 2014 (CCEYA) Ontario Regulation 137/15 

All Miss Helen’s Place employees and students use behaviour guidance strategies that support 
children to develop appropriate social and emotional skills and comply with our Program 
Statement. Miss Helen’s Place and the Childcare and Early Years Act prohibits the following 
practices: 



Prohibited Practices 
Corporal punishment of the child; 
Physical  restraint of the  child, such as confining the child to a high chair, car seat, stroller 
or other device for the purposes of discipline or in lieu of supervision, unless the physical 
restraint is for the purpose of preventing a child from himself, herself or someone else, and 
is used only as a last resort and only until the risk of injury is no longer imminent; 
Locking the exits of the child care centre premises for the purpose of confining the child, or 
confining the child in an area or room without adult supervision, unless such confinement 
occurs during an emergency and is required as part of the licensee’s emergency 
management policies and procedures; 
Use of harsh or degrading measures or threats or use of derogatory language directed at or 
used in the presence of a child that would humiliate, shame, or frighten the child or 
undermine his or her self-respect, dignity or self-worth; 
Depriving the child of basic needs including food, drink, shelter, sleep, toilet use, clothing 
or bedding; or 
Inflicting any bodily harm on children including making children eat or drink against their 
will. 

Failure to comply with the Prohibited Practices, policies and procedures will result in the 
Supervisor taking the following actions towards the staff member: 
1. Verbal warning 
2. Written reprimand 
3. Suspension 
4. Dismissal 

Staff Awareness 

All Staff, students, volunteers and parents of children using the Centre, will be aware of the 
Behaviour Management policies as stated and adopted by the Board of Directors. Each member 
of staff, full time, part time and call in, plus volunteers and students will review the Behaviour 
Management Policy and sign/date the verification form at the beginning of employment and 
annually thereafter. 

Monitoring Behaviour Management Procedures 

Monitoring of staff compliance with the Behaviour Management Policy will be ongoing and 
recorded annually by the Supervisor. Using the “Employee Behaviour and Guidance Checklist”, 
the Supervisor will observe the behaviour management practices of each staff member and 
discuss the observation with the staff member. The Checklist will be dated and signed by the 
Supervisor and the staff member. As previously stated, failure to comply will result in verbal 
warning initially, followed by a written reprimand, suspension and finally dismissal. 



Staff Team 

Each of the rooms in our centre is staffed by Registered Early Childhood Educators who are 
responsive to children’s individual needs and strive to consistently provide a high quality early 
learning and care program to support children to reach their optimum development. All staff have 
current standard First Aid and infant / child CPR certification. All staff and students complete 
Vulnerable Sector Checks prior to their work / placement and on a regular basis. 

Ongoing staff training and development opportunities are provided for our staff to ensure that 
our programs use the most current practices and our programs support children’s optimal 
learning and development. All of our ECE staff are required to meet the Continuous Learning 
requirements of the College of ECE. 

Nutrition 

Our knowledgable chef holds a current Food Handler Certificate and is responsible for the 
planning and serving of two nutritious snacks and a cooked lunch, all prepared on premise. 

Meal times for all children are viewed as an opportunity for positive and social interaction. Meal 
times also provide learning experiences and support the development of self help skills such as 
serving their own lunches, feeding themselves, etc. 

SAMPLE WEEKLY MENU 
Monday Tuesday Wednesday Thursday Friday

Yogurt and 
Strawberries

Water

Shreddies 
Strawberries

Water

Banana Muffins
Milk

Rice Krispies
Milk

Apple Sauce
Milk

Beef and Cheese 
Tacos

Red Peppers
Water

Tuna, Rice and 
Mixed Vegetable 

Casserole
Dinner Rolls

Water

Chicken Alfredo 
with Broccoli

Water

Ham and 
Pineapple with 
Potato Patties
Veggie Tray

Water

Grilled Cheese 
Sandwiches
Cucumber

Watermelon Slices
Water

Bananas
Milk

Fresh Fruit Salad
Milk

Grapes and 
Cheerios

Milk

Apples and 
Blueberries

Milk

Chef’s Surprise!
(posted daily)



Parent Issues and Concerns 

(O. Reg. 137/15, s. 45.1) 

Policy 

Parents/guardians are encouraged to take an active role in our child care centre and regularly discuss what 
their child(ren) are experiencing with our program. As supported by our program statement, we support 
positive and responsive interactions among the children, parents/guardians, child care providers and staff, 
and foster the engagement of and ongoing communication with parents/guardians about the program and 
their children. Our staff are available to engage parents/guardians in conversations and support a positive 
experience during every interaction.  

All issues and concerns raised by parents/guardians are taken seriously by Miss Helen’s Place and will be 
addressed. Every effort will be made to address and resolve issues and concerns to the satisfaction of all 
parties and as quickly as possible. 

Issues/concerns may be brought forward verbally or in writing. Responses and outcomes will be provided 
verbally, or in writing upon request. The level of detail provided to the parent/guardian will respect and 
maintain the confidentiality of all parties involved. 

An initial response to an issue or concern will be provided to parents/guardians within 5 business day(s). 
The person who raised the issue/concern will be kept informed throughout the resolution process. 

Investigations of issues and concerns will be fair, impartial and respectful to parties involved.  

Confidentiality 

Every issue and concern will be treated confidentially and every effort will be made to protect the privacy 
of parents/guardians, children, staff, students and volunteers, except when information must be disclosed 
for legal reasons (e.g. to the Ministry of Education, College of Early Childhood Educators, law 
enforcement authorities or a Children’s Aid Society).  

Conduct 

Our centre maintains high standards for positive interaction, communication and role-modeling for 
children. Harassment and discrimination will therefore not be tolerated from any party. 

If at any point a parent/guardian, provider or staff feels uncomfortable, threatened, abused or belittled, 
they may immediately end the conversation and report the situation to the supervisor and/or licensee. 

Concerns about the Suspected Abuse or Neglect of a Child 

Everyone, including members of the public and professionals who work closely with children, is required 
by law to report suspected cases of child abuse or neglect.  

If a parent/guardian expresses concerns that a child is being abused or neglected, the parent will be 
advised to contact the Sarnia-Lambton Children’s Aid Society (CAS) directly.  

Persons who become aware of such concerns are also responsible for reporting this information to CAS as 
per the “Duty to Report” requirement under the Child and Family Services Act. 



 

Fee Payment 

Fees for childcare services are reviewed annually at the annual General Meeting of Miss Helen’s 
Place board of Directors and a fee schedule for the following year determined.  

Current daily fees for 2019 are as follows: 

Nature of Issue or Concern
Steps for Parent and/or 

Guardian to Report Issue/
Concern

Steps for Staff and/or Licensee 
in responding to issue/concern:

Program Room-Related  
E.g: schedule, sleep 

arrangements, toilet training, 
indoor/outdoor program 

activities, feeding 
arrangements, etc.

Raise the issue or concern to the 
classroom staff directly OR the 

supervisor or licensee.

Document the issues/concerns in 
detail. Documentation should 
include: 
- the date and time the issue/

concern was received;

General, Centre or 
Operations-Related  

E.g: child care fees,  hours of 
operation, staffing, waiting 

lists, menus, etc.

Raise the issue to the Supervisor 
or licensee.

- the name of the person who 
received the issue/concern; 

- the name of the person 
reporting the issue/concern; 

- the details of the issue/

Staff, Duty Parent, 
Supervisor, and/or Licensee-

Related

Raise the issue or concern to the 
individual directly or the 
Supervisor or licensee.  

All issues or concerns about the 
conduct of staff, duty parents, etc. 

that puts a child’s health, safety 
and well-being at risk should be 

reported to the Supervisor as soon 
as the parents/guardians become 

aware of the situation.

- concern; and 
- any steps taken to resolve 

the issue/concern and/or 
information given to the 
parent/guardian regarding 
next steps or referral. 

Provide contact information for 
the appropriate person if the 
person being notified is unable to 
address the matter.

Student/Volunteer-Related

Raise the issue or concern to the 
staff responsible for supervising 
the volunteer or student OR the 
Supervisor and/or licensee. All 

issues or concerns about the 
conduct of students / volunteers. 
that puts a child’s health, safety 
and well-being at risk should be 

reported to the Supervisor as soon 
as the parents/guardians become 

aware of the situation.

Ensure the investigation of the 
issue/concern is initiated by the 
appropriate party within 5 
business days or as soon as 
reasonably possible thereafter. 
Document reasons for delays in 
writing. 

Provide a resolution or outcome 
to the parent(s)/guardian(s) who 
raised the issue/concern.



Infant = $52.50 
Toddler = $43.00 
Preschool = $41.00 
School Age = $39.00 

Parents are billed biweekly in advance, payment is required before the next billing. Payments can 
be made in cash or by cheque. A tax receipt will be issued annually for all childcare fees paid 
from the previous calendar year. Miss Helen’s Place may withdraw service if fees are not paid. 

Registration / Wait List Policy 

All applications for child care spaces, will be on a “first come, first served” basis without 
religious; ethnic; socio-economic; gender or medical bias from the Miss Helen’s Place OneList 
application list. 

Every effort will be made to accommodate the needs of families. If there are no spaces available, 
the applicant may request to be put on a wait list for the next available space. 

NO FEE WILL BE CHARGED FOR PLACING A CHILD’S NAME ON A WAIT LIST. Parents 
will be contacted, by phone or email, when a space becomes available for their child. Parents 
may make a confidential inquiry re: their child’s status on the wait list at any time by calling the 
Supervisor at 519-383-7111. Should a parent secure a space at an alternative child care facility, a 
phone call to our Centre, at 519-383-7111 would be greatly appreciated in order for our waitlist 
to be amended and updated. 

Before registration, parents are encouraged to: 
Review the information concerning Miss Helens's Place available on our website to determine 
if our program best meets your family’s needs 
Review our fee schedule 
For families who need help with the cost of childcare, contact Social Planning and Childcare 
Services at 519-344-2062 to determine eligibility for a fee subsidy. 

Registration Procedure 
Prior to admission to Miss Helen’s Place, a meeting will be scheduled between the Daycare 
Centre Supervisor and the parent(s). During this meeting, Supervisor will review the registration 
package and gather information such as parent contact information, child’s doctor contact 
information, health related information, etc. The Supervisor will always provide an overview of 
the Early Learning and Childcare program and Miss Helen’s Place Policy and Procedures. This 
meeting is also an opportunity for you to share information about your child and family and to 
ask questions. We encourage parents to share as much information with us as you feel 
comfortable to help provide the best care and services for you and your child. 



We are required by the Ministry of Education to ensure that each child has the information of at 
least one emergency contact person in the event that the parent/guardian is unavailable or cannot 
be reached. Parents must provide the centre with the name and contact information of at least one 
person. 

At the time of registration, please share any specific restrictions, instructions or custody 
arrangements with the Supervisor concerning release or access to your child. Please be prepared 
to provide legal documentation concerning custody arrangements. We also request that you 
provide information on any changes that may come up. 

Licensed childcare centres are required to collect and retain up to date immunization for all 
children not attending school. Please ensure that you provide current and up to date 
immunization information. If your child has not been immunized, the parent must provide one of 
the following: 

Written medical exemption by a qualified medical practitioner, which clearly states the 
medical reasons why a child cannot be immunized 

OR 
Complete the Immunization Exemption Form identifying that you have chosen not to 
immunize your child on the grounds that the immunization conflicts with your conscience 
or religious beliefs. 

At registration, parents will be offered a copy of the Parent Handbook in hard copy or digital 
form. 

If your child has an allergy that requires the administration of an EpiPen, please notify the 
Supervisor immediately to ensure that the necessary documentation and actions are taken to 
ensure your child’s health and safety. You will be required to provide written and specific details 
of your child’s allergy and symptoms of an allergic reaction from a medical practitioner 
including a prescribed EpiPen. All allergies will be listed in each of the centre’s rooms to ensure 
all staff are aware and can respond appropriately to any potential reactions. A copy of our 
Anaphylaxis Policy and Procedure and all required documents will be provided to you. A child 
who requires an EpiPen due to a severe allergy will not be accepted into care without their 
prescribed and current EpiPen. If a child no longer requires an EpiPen, a note from a medical 
practitioner confirming this information will be required. These practices are in place for the 
health and safety of your child. 

If your child has a specific medical condition e.g. diabetes; asthma etc. an individual plan will be 
made to prevent occasions of risk. 

Identification and application of treatment/medication as prescribed by a physician and/or 
parent. 
Assistance in case of evacuation from building 
Assistance while on a field trip 
Specific incidents which require immediate reporting to parent/caregiver 



Withdrawing Your Child From Care 
We require two weeks notice if you plan to withdraw your child from Miss Helen’s Place for any 
reason. If you are currently receiving fee subsidy and are transferring your child to another 
centre, approval must be received from Child’s Services prior to the transfer taking place. A 
transfer to another childcare program may not be processed until outstanding fees have been 
paid. 

Operating Hours 

Miss Helen’s Place operates between the hours of 7:30AM and 5:30PM Monday to Friday, 
excluding statutory holidays and two weeks of closure during the summer and winter seasons. 
We are closed on the following statutory holidays: 
-New Years Day  -Family Day 
-Good Friday   -Easter Monday* 
-Victoria Day   -Canada Day 
-Civic Holiday   -Labour Day 
-Thanksgiving   -Christmas Day 
-Boxing Day 
*Fee payment is required for all statutory holidays except Easter Monday. 

Summer Closure 
Miss Helen’s Place is closed for the first week in July (5 days). Parents are not charged fees for 
this five day period. 

Sanitary Practices 

Hygienic practices are particularly important where there are young children. Their immune 
systems are immature, and therefore need protection from the spread of disease. Consequently, 
the following procedures provide the minimum level of care and are adopted as policy. 

Children will wash hands after using the washroom and before eating. 
Tables will be disinfected before and after snacks and meals. 

Washing 
 Soft, disposable paper towels are preferred (cloth towel or washcloths shall be laundered 
after each use). 

Equipment & Furnishings 
Hard floors will be washed with a sanitizing solution. 
Carpeted areas will be vacuumed daily. 
Infant toys and play equipment will be sanitized daily or as they become soiled. 
Infant seats and eating area will be sanitized daily or as they become soiled. 



Toddler, preschool and school age toys and play equipment will be sanitized weekly, or as 
they become soiled. 

Diapering 
Disinfecting will be recorded in a log. 
A sanitary diapering procedure will be established and posted in all diaper changing areas. 

Illnesses 
When a child has been exposed to or is suffering a communicable disease, the parents will 
be notified and advised to contact their physician. 
At such times disinfecting of area, toys and equipment would be increased. 
Staff will be familiar with the general signs and symptoms of infectious communicable 
illnesses. Any child demonstrating an elevated temperature, flushing, pallor or listlessness; 
an acute cold, nasal discharge or coughing; vomiting or diarrhea; red or discharging eyes or 
ears; undiagnosed skin rashes or infections; unusual irritability, fussiness or restlessness 
will be isolated with a staff member, the parent will be summoned to pick up his/her child 
and advised to contact a physician. The Supervisor will require a diagnosis and will follow 
instructions from a physician with regard to an appropriate recovery period before the child 
can be returned to the Daycare Centre. 
It is required that any child experiencing vomiting and/or diarrhea must not return to Miss 
Helen’s Place until 24 hours after the cessation of these symptoms. 

First-Aid Kit 
Each room will have a First-Aid Kit and instruction sheet. A monthly checklist of contents 
will be made and re-stocked as required.  

Administration of Medications 

Upon registration at Miss Helen’s Place Daycare, the parent will sign an “Authorization for 
Administering Medication” form as part of the Registration Package. In addition, a “Medical 
Authorization Consent Form” for specific medications will be signed by the parent as and 
when the medication is required by the child. 

All medications must be in the original container with pharmacy directions which will include 
the child’s full name, name of physician, prescribed dosage and storage instructions. This 
requirement also applies to medication creams for diaper changes, with the pharmacy 
directions label adhered to the tube/jar and not the box. 

Medication requiring refrigeration will be stored in a locked container in the refrigerator 
situated in the basement and inaccessible to the children. Medication that does not require 



refrigeration will be stored in a locked container in the Supervisor’s Office and inaccessible to 
the children. 

All medications will be administered to the child by the Childcare Supervisor or, in her 
absence, a designated staff member. The following date will be recorded, signed by the 
Childcare Supervisor and a witness; 1. Date      2. Time       3. Amount 

Confidentiality 

All information contained in a child’s records is considered privileged and confidential. 

Each child’s file will contain the following information: 
Registration Form 
Health Record 
Consent for Field Trips 
Accident Records 
Authorization for Emergency Treatment 
Consent for ASQ testing (not applicable to JK/SK children) 
Any other information collected regarding the child 

The right to every child and family to privacy is recognized and protected to the greatest possible 
extent. 

Parents may have access to their child’s record as will staff of “Miss Helen’s Place” and the 
President of the Board of Directors. 

Access to records without written parental consent will only be to officials of the following 
jurisdictions: 

1. Coroner’s Office 
2. Courts in response to a warrant or court order 
3. Ombudsman 
4. Authorities vested in provincial or federal statutes 

In all other cases written parental consent will be required. 

The children’s records are the property of the daycare, and as such will be secured against loss, 
fire, theft, defacement, tampering or copying or use by unauthorized persons. When not in use all 
records will be secured in a locked cabinet and may not be removed from the premises under 
normal conditions. 



Playground Safety Policy 

The intent of this policy is to ensure the outdoor play equipment is in a safe and clean condition 
and kept in good state of repair for children in attendance at Miss Helen’s Place Day Nursery. 

Policy 

It is the policy of Miss Helen’s Place Day Nursery to promote a safe and clean outdoor play 
environment as well as providing materials for creative play. Children will have the opportunity 
to exercise their large muscles, observe, interact, explore and experiment. This is a time for 
running, climbing, riding, balancing and building, for discovering nature, for adventurous role 
play, and for quiet play with small objects. 

Procedure 

1. All proposed alterations and renovations to the Playground will be submitted for 
Ministry approval prior to initial construction or proposed alterations or renovations. 
The plans must show the layout of the site and equipment. All new equipment or new 
renovations, repairs or replacements will be installed to meet the CSA Standard. 
Written documentation by a Certified Playground Inspector, certifying that all 
changes meet the Standard will be maintained in the Safety Log Section and 
available to the Program Advisor, at the time of the licensing inspection. 

2. All equipment and furnishings will be maintained in a safe and clean condition and 
kept in a good state of repair. 

3. The playground Safety Log is contained in the Safety Log Section: 
The Injury Report Form will be completed for any injury to a child while on the 
playground; should the injury be of a Serious Occurrence nature, the Injury 
Report Form will be attached to the Serious Occurrence submission forms and 
the policies and procedures for Serious Occurrence will be followed. 
Daily and monthly inspections, monthly inspections and seasonal inspections of 
the playground will be completed as outlined in the Safety Log. 
Annual inspections will be completed by a certified Playground Inspector and 
report kept on file. 
Action plans will be noted as outlined on the inspections. 

4. The maintenance person, Supervisor/Designate will: 
Log daily and monthly action plans, maintenance and repairs, injury log and 
annual inspections. 
The inspection will be dated and initialled in the appropriate space. 



5. An outdoor staff schedule as noted in the Staff Schedule Section and an outdoor 
program plan as noted in the Program Plan Section will be posted at each classroom 
and available for staff and parents. 

The outdoor staff schedule will include a diagram that outlines the playground 
particulars and activity areas and the supervision schedule will identify areas of 
staff responsibility. 
Outdoor programs providing for games and activities to enhance gross motor play 
will be recorded daily. 
Staff ratios must not be reduced during playground activities. (Section 24 (4)(5)) 

6. All staff will review this policy to commencing employment and annually thereafter. 
The written record of review will be kept on file for at least two years. 

Outdoor Play 

The Childcare and Early Years Act requires that children attending care in a licensed centre must 
participate in at least two hours of outdoor play, weather permitting. Miss Helen’s Place 
recognizes the value of learning experiences, developmental opportunities and health benefits 
that participating in outdoor play year round provides. Outdoor playtime is used as an 
opportunity to expand on children’s learning and encourage physical activity to support optimal 
success in the future. Both spontaneous and planned learning experiences are implemented 
during this time. It is important that children be dressed for the various types of weather to 
ensure they can actively participate in the outdoor program. Please ensure that adequate and 
suitable clothing and footwear is provided year round for your child. 

Miss Helen’s Place implements sun safety practices and provides child safe sunscreen, parents 
are asked to provide protective clothing such as a wide brimmed hat for outdoor play in the 
summer months. The staff will assist children to apply sunscreen prior to going outside. 

In the event of inclement weather (eg. snowstorms, intense cold, or extreme heat), alternate 
forms of gross motor activity will be implemented indoors. If it becomes necessary to close the 
daycare centre due to extreme weather conditions, the closure will be posted on 
www.twitter.com/misshelensplace, www.misshelensplace.com, and broadcasted on 99.9 Fox FM 
radio station in their list of closures prior by 7AM on the day of closure. 

Children’s Accidents and Injury While In Care 

While at Miss Helen’s Place, the children are supervised at all times. Despite close supervision, 
some accidents may occur as your child explores and develops new skills and abilities. If your 
child is injured the staff will provide immediate first aid, as needed. If the situation requires 
attention beyond basic First Aid, we will contact you or the emergency contact person on file. If 
required we will call 911 or transport your child to the hospital by taxi.  

http://www.twitter.com/misshelensplace
http://www.misshelensplace.com


The staff will provide an accident report documenting the accident or injury. A parent or guardian 
signature is required at the bottom of the form to verify that you were informed of the accident / 
injury. A copy of the signed report will be provided to you. 

If your child has an accident or injury at home, please inform the staff when you drop your child 
off the following day so we are aware of the incident. 

Drop Off and Pick Up Procedures 

Parents must drop their child off directly to the room in which they are enrolled. For the safety of 
your child, it is important that parents confirm that a staff member is in the room and knows that 
your child has arrived. Parents will sign their child in at the registration desk, staff will document 
the arrival of your child when they enter the room. If there are any issues of which the staff 
should be aware regarding your child’s health it should be shared with the teacher at the time of 
the drop off. This is also a good time to share information with your child’s teacher about your 
observations regarding your child’s development or interests that will help the staff in planning 
activities for your child and the others in the room. 

Children can be picked up at anytime before 5:30PM, by a parent, guardian or a person who has 
received authorization from the child’s parent to pick up. It is important that you make sure that 
the staff is aware that your child is leaving the program for the day. The staff will document the 
departure of your child each day. Many families have a support system of people who will also 
pick up their child at the end of the day. Please ensure that the staff are aware when alternate 
arrangements for pickup have been made by providing us with the person’s name and contact 
information. Children will not be released to any person without authorization or confirmation 
from the parent. The person will be required to provide identification. If staff are not aware of 
alternate arrangements, staff are required to confirm with the parents by phone and verify 
identification before releasing the child. Parents are encouraged to provide contact information in 
advance for anyone who the child may be released to other than yourself. 

Emergencies 

Miss Helen’s Place has a policy and procedure in place for emergencies e.g. fire; evacuation; 
lockdown. Should evacuation of the building become necessary, staff and children will proceed 
to our assigned gathering place located at the fountain in the Bayside Centre. Parents will be 
notified by phone, text or e-mail from the gathering place. The same gathering place will be used 
if an emergency occurs while children are on an outdoor excursion or field trip. 



Community Walks and Offsite Excursions 

Miss Helen’s Place is an integral part of the local community and we strive to implement a 
variety of learning experiences for children to explore and participate in their community 
through walks to local sites. Parents will be notified of planned local walks by staff members at 
drop off on the day of the excursion. Parents are encourage to share suggestions and resources 
within the community that the children may enjoy exploring.  

Occasionally, older children attending the school age program, may participate in planned offsite 
excursions to local parks for longer periods of time, when picnic lunches will be provided as part 
of the experience. 

Clothing and Personal Belongings 

Each child at Miss Helen’s Place has a cubby, a personal space to store their outdoor clothing, 
shoes and extra clothes. Pleas ensure that your child has a complete change of clothing in their 
cubby in case of washroom or wet spill accidents. 

Please clearly label all of your children’s clothing and belongings to minimize mixups and lost 
items. Please refrain from leaving any valuables in your child’s cubby. Miss Helen’s Place is not 
responsible for lost or missing clothing or personal items. 

Storage will be provided for those children in diapers. Please ensure your child has sufficient 
supplies. Staff will notify parents when supplies are becoming low. 

Rest Time 

Infants 
Infants are each provided with their own crib. Infant sleep needs vary by individual child. The 
staff will work with the parent to determine a flexible schedule for their child that responds to 
their personal needs each day. Infants are closely monitored while sleeping by a) the use of a 
monitor placed in the sleep room and b) visual checks every fifteen minutes. 

Toddlers and Preschoolers 
As per the Childcare and Early Years Act, a rest or nap period of no more than two hours is 
scheduled during the day. The child’s age and individual needs are considered when 
implementing a rest routine. The centre will provide each child with their own cot and bedding. 
All bedding is changed and laundered weekly or as required. Children are welcome to bring a 
personal soft toy or blanket from home to use at rest time. 



Children’s sleep / rest time is monitored by staff who remain in the room with the resting 
children and a regular visual check is completed on each child every fifteen minutes. 

After one hour of resting, children who are not asleep are provided with quiet learning 
experiences. 

Student and Volunteer Policy 

No child is supervised by a person under 18 years of age. 

Only employees will have direct unsupervised access to children. 

Volunteers and students may not be counted in the staffing ratios in child care centres. 

The supervisor will outline the responsibilities of students and volunteers at Miss Helen’s Place 
before employment or placement begins. 

Students will be asked to provide, in writing, an outline of what they hope to accomplish while 
being place at our centre. This will be reviewed with the supervisor, and a staff member with 
relevant training and experience will be designated, a plan will be made to ensure that both the 
student’s and supervisor’s goals are met. 

Behaviour management policies and procedures are reviewed with volunteers or students and 
employees who will be providing care or guidance and at least annually afterwards. 

Criminal reference checks are required for all volunteers having direct contact with children in 
licensed childcare programs. (The ministry criminal reference check policy does not apply to 
students placed in the childcare program by an educational institution; however criminal 
reference checks are routinely required by community colleges and universities prior to 
students beginning a placement in childcare.) 

The individual plan for a child with anaphylaxis and the emergency procedures are reviewed 
by volunteers and students who will be providing care or guidance at the day nursery before 
they begin providing that care or guidance and at least annually afterwards. 

Classroom ECE Staff will monitor the behaviour of students and volunteers and report any 
concerns re: behaviour to the Supervisor. 



Conflict Resolution 
(Re: Complaints concerning operational, physical or safety standards) 

All complaints received from parents or members of the general public, will be referred to the 
Supervisor for immediate consideration and attention. 

At the earliest possible time following the complaint the Supervisor will arrange a meeting 
with the person(s) lodging the complaint. Should the complaint be directed at a member of 
Miss Helen’s Place staff, that person would also be invited to attend the meeting. 

Without bias, the Supervisor will endeavour to establish the circumstances in place at the time 
of the complaint. An open discussion of these circumstances will take place between all 
involved parties in an attempt to find a resolution to any conflict which may have occurred. 

If a complaint is received about an incident that relates to a defined serious occurrence 
category, the Supervisor/Designate will report the incident to the Ministry of Education under 
the appropriate category. The complaint itself does not need to be reported to the Ministry. 

 



Parent Handbook Updates and Revisions 

All updates and revisions of this Parent Handbook will be reflected on the Miss Helen’s Place 
website, www.misshelensplace.com.  

Miss Helen’s Place staff are committed to serving the residents of Sarnia Lambton with 
professionalism and integrity. Feedback is an important step in our endeavour to continually 
improve our service delivery to you.

http://www.misshelensplace.com

