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PHILOSOPHY  
 

I provide opportunities to encourage the social, emotional, physical, cognitive and 

creative development of the child. Self-help skills and the building of a positive 

self-concept are emphasized. The program focuses on the philosophy that children 

develop by interacting with their peers, their environment, and the community at large. 

Families are an integral part of this program. Parents and I work together to help each 

child reach their potential. 

 

Frame work of childcare at Elemento 

 

   1. Arrival and departure 
   

Hours of operation: 7:00am- 6:00pm 

Elemento Childcare is open from 7:00 until 18:00 Monday to Friday. Elemento provides 

childcare to families who require full-time and part time childcare, five days per week. 

Parents will bring and pick up their child within the hours of operation. Parents are asked 

to fill out an authorization form specifying the persons authorized to pick up their child. 

Parents are asked to notify the educator by phone or in person when a person other than 

the parent is to pick up their child. If the person is not on the authorization form, the 

educator will only release the child to that person if the parent informs the educator in 

writing of this authorization with a signature and receives confirmation. 

All authorized people on the list need to show a piece of valid identification upon pickup. 

 

 

   2. Routine activities/Meals and Snacks 

 
These are activities that fulfill the basic needs of the children. Activities such as snack 

time, lunch, naptime and hygiene are as important to the development and well-being of a 

child as any other. The child is learning new and exciting skills with regard to healthy 

eating habits, manners, toileting and self-help skills. Time has been allocated within the 

schedule of daily activities to permit such activities to take place at the children's pace. 

Hand-washing is practiced as a way of significantly preventing any contamination. 

 

Snacks: 
Snacks are given twice a day (morning and afternoon). Snack time takes place in a 

relaxed, calm atmosphere that allows for verbal interaction between educator and 

individual children. It is a goal to teach the children about nutrition. These times will 

serve to teach the children to be autonomous as they will be eating unassisted. The 

children, on occasion, make their own snacks as a cooking activity. 

     /     
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Lunch: 

Lunch will be served between 11:30 and 12:00. The time allocated is one hour. The 

children follow the same hygiene tasks as snack time. If the child needs a special diet, the 

parent is responsible for supplying the food. Please review the menu carefully if your 

child has allergies or anaphylaxis to ensure safety. 

 

Elemento is a Nut Free childcare and the menu meets the Canadian Food Guide 

requirements. There will be occasional treats offered on special occasions like birthdays 

but only given to the child(ren) with parents consent. 

 

   3. Typical daily schedule 

 
7:00am – 8:30am   Opening routines (greeting of children, communication with 

parents), Free play (which may consist of the following) 

 

 Play dough  

 Block play   

 Dramatic play    

 Table toys (puzzles, manipulative, lotto games)  

 Books and puppet play  

 

8:30am – 9:30am    Snack and routines (toileting, diapering, and hand washing)  

 

9:30am – 10:00am   Circle times   

 

 Thematic based story read by educator in French and/or English 

 Theme related songs  

 Familiar finger plays   

 Action songs 

  

10:00am – 11:30am   Daily activities  

  

 Creative activities (painting, collage, coloring, water and sand play, musical 

       instruments, listening to music, pretend play with items from dramatic play 

       center)  

  Physical activities (Outdoor play with riding vehicles, climbing structures, balls 

    and hoops 

   

 Social activities (small group time, circle times, cooperative games)  
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 Cognitive activities (books, puzzles, story tapes, lotto and bingo games, block 

   play, table toys, computer)   

 

 Language activities (books, music, circle time, creative activities and social 

interactions)  

 

 Emotional/moral activities (group activities, circle time, songs, encouraging 

independence positive role modeling)  

  

 Fine motor activities (beading, manipulative toys, play dough, finger plays)  

 

11:30am – 12:30pm   Lunch and routines (toileting, diapering and hand washing)  

 

12:30pm – 1:00pm    Quiet time (reading books, cuddling time, preparing for nap)  

 

1:00pm – 3:00pm     Rest time (quiet activities available between 2pm and 3pm for 

                   non-sleepers)   

3:00pm – 3:30pm     Wake-up routines, small free play time  

 

3:30pm – 4:00pm     Snack and routines (toileting, diapering, and hand washing)   

 

4:00pm – 6:00pm     Free play, outdoor play 

 

 

   4. Material provided by the parents 

 
The following articles, which should be clearly labeled with the child's name, are 

necessary. 

 

Infants:   
 disposable diapers  

 Wipes 

 Diaper changing mat (both sides plastic for proper disinfecting). 

 Diaper cream. 

 Sippy cup(if needed) 

 formula (if needed) in individual bottles  

 baby food  

 a comfort toy or stuffed animal (optional) 
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 2 pacifiers (if needed)   

 2 complete changes of clothes  

 Crib size fitted sheet for mattress 

 Blanket 

 Pair of Slippers for naptime  

 

 

Children:   
 disposable diapers (if necessary)  

 Wipes 

 Diaper changing mat (both sides plastic). 

 Diaper cream 

 Crib size fitted sheet for mattress 

 

 Blanket 

 Pair of Slippers for naptime 

 Indoor shoes 

 Sippy cup(if needed)  

 a pillow (optional)   

 a comfort toy or stuffed animal (optional)   

 a complete change of clothes  

 Hand towel 

Summer:   
 a towel   

 a sun hat  

 a bathing suit  

 Swimmers(if used) 

 Water shoes 

 Sunscreen 

Children must arrive at the childcare with sunscreen already applied by the parents. I will 

re-apply sunscreen, as needed, throughout the day. 

I have a small kiddie pool that I will use during the summer. The water will be drained 

after each use and the pool will be disinfected and rinsed before using again.  

Winter:   
 a second pair of mittens & snow pants should be kept at the childcare 

 

Children must be dressed appropriately. There should always be an extra complete set of 

clothing for the children stored in their bins. 
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    5. Registration package 

 
The following documents are completed at the time of registration 
 

1. Child Identification 

2. Medical Information 

3. Permission Forms  

4. Emergency and Pick-Up Authorization form 

5. form for the administration of sun screen 

6. form for the administration of zinc based cream for the child’s bottom  

 

I would also ask that you include the following documents: 

1. Copy of vaccination booklet  

2. Copy of child’s birth certificate 

 

6. Expulsion Policy 
 

Elemento can require a parent to withdraw their child for the following reasons: 

 

     • If a child is unable to adapt to the milieu within a reasonable amount of time.  

     • Frequent lateness on the part of the parents to pick up their child.  

     • Negligence on the part of the parents to pick up their child when ill or knowingly 

      bringing a sick child to the childcare.  

     • Lack of cleanliness and/or hygiene. 

     • Repeated lateness of payments or N.S.F. cheques.  

     • Unwillingness to follow the general rules and regulations of the childcare.  

 

Elemento reserves the right to refuse or terminate a child's contract immediately          

for any additional reason that it considers valid. 

 

    7. Health, Hygiene and Safety  

 

The following are emphasized to the children:  

 the importance of hand-washing after using the washroom, playing in the sand,  

   doing arts and crafts, playing outside, as well as before and after all meals and 

   snacks;   
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 good nutrition;   

 Issues concerning health consciousness.  

 

 

 

Educator ensures that:   

 all potties are cleaned after each use;   

 all mattresses are disinfected when necessary (e.g. if a child has urinated on it);   

 sheets are sent home to be washed weekly;   

 they wash their hands after each diaper change or after helping a child go to the   

   bathroom or blowing noses;   

 all tables are washed before and after each meal;   

 all toys are disinfected when necessary; 

 

Educator confirms that she; 

 Has her first aid/CPR training- date of last course taken was September 21
st
 2015 

 Has her and her husband’s police vulnerable and information check 

 Has fire department inspection 

 Has child proofed her home (safety gate, cabinet locks, etc…) 

 Provide daily safety checks 

 Has an escape plan in case of fire or evacuation 

 Has scheduled practice fire drill twice a year  

 Has Two sets of First Aid kits for indoor and outdoor 

 All medications are stored in a special locked box in the refrigerator or the  

   medicine cabinet out of reach of children. 

 

 

8. Illness and administration of medications  
 

1. Children with a fever (Axillary temperature over 99.1 degrees Fahrenheit or 37.3 

degrees C), vomiting or diarrhea, pink eye (conjunctivitis), should stay home. If 

they develop these symptoms during the day, the parents will be phoned and asked 

to arrange for their child to be picked up immediately. A child cannot return to 

childcare unless he or she is symptom free for 24 hours. 

      In the case of conjunctivitis, a child can return to the childcare 24 hours after   

      antibiotic treatment begins. However, if antibiotics have not been administered, 

      the child should remain at home until his/her eyes have completely healed. 

2. If the child is too sick for care at the time of drop off, the educator has the right to 

refuse care in her home. 

      I can understand and empathize with the inconvenience of keeping a sick child at       

      home; however, a childcare has the responsibility to ensure that Health Standards     

      and the comfort and well-being of the children are taken most seriously. 

    /     
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3. Parents are responsible for notifying the educator if their child contracts a 

communicable disease. The educator is then responsible for notifying the 

other families. Children are allowed to return only when they are no longer 

contagious. 

 

4. When a case of head lice is found: child(ren) will be removed from the group, 

the parent will be called and the child must be picked up as soon as possible. 

The child’s head must be treated and all lice and nits removed manually from 

the wet hair. It is imperative to remove lice and nits manually. This is a long 

process and the parent must be fully committed to the process. All parents will 

be notified of the presence of lice. Parents will need to be very vigilant and 

check each child, and each family member’s hair daily. We recommend tying 

up long hair. All the sheets and stuffed animals will be sent home daily to be 

washed until childcare is free from all lice and nits. Each time nits or lice are 

found the child will be sent home. 

 

5. In the event of a minor or major accident a report must be filled out by the 

educator and given to the parents upon pick up. The parent will be contacted if 

there has been head injury. In the event of a major accident, 911 will be called 

and the parent will be contacted immediately. 

 

Administration of medications 

 

       If your child requires medication, I will administer only prescription 

       medication. Parents are required to fill out and sign a “medication consent 

       form”. Over the counter medications (ex. Tylenol) can only be administered 

       when accompanied by a signed and dated note from your doctor indicating the 

       appropriate dosage for your child and parents filled out and signed the 

       “Medication consent form”.        

       Any changes in medication or medication instructions must be provided in 

       writing, again using the appropriate form. 

       It is recommended that prescription medications are given at home for the first 

       24 hours 

 

       All medication should be in their original container and the label on the     

       container of medication must indicate the child's name, the doctor’s name, the  

       name of the drug, its expiry date, its dosage, and the duration of the treatment. 

       In addition, parents must always notify the educator if any medication was  

       administrated to the child prior to arriving at childcare. 

       All medications are kept in the locked pharmaceutical cabinet at the  

       childcare.                                                   

                                                                     /     
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Medication Consent Form is required for long-term medications such as allergy and 

asthma prescription medication as well as a signed and dated note from your doctor 

indicating the appropriate dosage for your child. This form outlines the signs and 

symptoms that would indicate the need to administer medication, the dosage, times and 

frequency of administering. 

 

Anaphylaxis  
Anaphylaxis is a serious allergic reaction that can be life threatening. Parents will be 

asked to complete the Allergies History Form and the Anaphylaxis Emergency Plan.  

 

Please note that these forms require the signature of the child’s physician: 

Allergies History Form, Anaphylaxis Emergency Plan and Non-Prescription Form. 

Except for sunscreen and zinc oxide, Elemento ensures that the administration of a drug 

to a child is recorded in the register maintained for this purpose, by the person who 

administered it. This register must include the name of the child, the name of the drug and 

the date and time the medication was administered, the amount administered and the 

signature of the person who administered the medication. 

 

9. Childcare fees 

$50/Day (part time)     12 months- 2 years old 

$45/Day (full time)     12 months- 2 years old 

 
$43/ Day (full time)   2 years old and up (up to 10 hours a day) 

$5/ Day (additional)   over 10 hours a day 

 

$45/ Day (Part time)  2 years old and up 

 

$25/ Day for after school care (Transportation not provided) 

*Parents will be provided with a receipt for their payments 

 

     10. Terms and conditions of payment  

 

Payment policy: 

 

 Weekly payments are due the Friday before the week of care. I do accept cheques 

made out to my name “Seyedeh Elham Rastegar”. There will be an extra charge of 

$25.00 for any cheque returned to me due to insufficient funds (NSF). If this 

happens second time, the fee will be expected to be paid in full and cash only for 

future payments. 

 Refunds for absences cannot be given. 

 

 

-------/------- 
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 If the payments are not paid on time, there will be a charge of $5 per da-

y applied. 

 

 Parents in arrears with payments could be asked to withdraw their child from 

childcare. Parents owing money from the previous year will not be allowed to 

register a child until the debt is paid. 

 

 

11. Late pick up fees 

 
Parents are asked to make arrangements that will allow them to leave the childcare no 

later than 6:00 p.m. Parents leaving the childcare later than 6:00 p.m. are asked to sign a 

late form and are charged a penalty as follows: $20.00 for all departures between 6:01 

p.m. and 6:15 p.m. and $5.00 for every 15 minute after that. 

 
 

12. Legal holidays 
 

 

Stat holidays the childcare is closed and parents will be responsible to pay for these 

holidays as normal care days. 

 

New Year’s Day          Canada Day          Christmas Day 

 

Family Day             Civic Holiday         Boxing day 

 

Good Friday             Labor Day          Victoria Day 

 

Thanksgiving 

   

  

13.  Policy concerning vacation, illness, days off and cancellation 

 
Vacation: 

I will be taking 2-3 weeks of vacation every year. You will be given 2 months’ notice. 

There is no charge when I am on vacation. You are also entitled of one week vacation a 

year other than two weeks that the childcare is closed and you will be charged half of 

your regular rate to hold your child’s spot. 
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Illness: 

If the educator is ill and is not able to provide care, she will notify the parents 

immediately. In this case alternate care arrangements are to be made by parents. The 

parents will not be charged for those days.  

If the child is absent for whatever reason, No reimbursement is given for these absences. 

 

Days off: 

The parents will be notified in advance if the educator is taking a day off. The parents are 

not required to pay for these days. 

 

Cancellation notice: 

If either educator or parent wishes to cancel the agreement, they must give two weeks’ 

notice in advance.  

 

Terminations: 

Care can only be terminated with two weeks written notice by parents or during the two 

week time period, you will be expected to pay in full whether your child attends childcare 

or not.  

 

14.  Others (biting, toilet training, communication, 

Confidentiality, attendance sheet and field trip) 

 
Biting policy: 

The educator recognizes that biting is, unfortunately, not unexpected when toddlers are in 

group care. The childcare policy is that biting incidents are approached from a 

developmental standpoint and with the goal of changing the biting behavior. It is very 

upsetting for children, the educator and especially parents when children are bitten. The 

educator is expected to respond to biting incidents quickly and seriously. The educator 

expresses timely, clear and strong (but not frightening) disapproval of biting. The specific 

response varies depending on the circumstances, but the basic message is that biting is the 

wrong thing to do. 

Toddlers bite for a variety of reasons, for example: teething, sensory exploration, 

frustration, excitement, under or over-stimulation. The childcare’s infant/toddler program 

focuses on providing: 1) appropriate programming to help prevent biting and, 2) when 

biting does occur, effective techniques that address the specific reasons for the biting. In 

the event of a biting incident, the educator has three main responses:  

1. Caring for and helping the child who was bitten.  

2. Helping the child who bit to learn other behaviors. 

3. Examining the environment and program to stop the biting.  

 

    /     
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If a bite does occur, the child who was bitten will be reassured, comforted and provided 

with the necessary first aid. If the skin is not broken and the child allows it, a cold pack 

will be applied. If the skin is broken, the staff will follow medical advice; the area will be 

cleaned with soap and water, and covered if the area may get dirty. The parent(s) will be 

notified, an incident report will be filled and a copy given to the parent(s).  

Educator works to help the child who bit learn different, more appropriate behaviors. 

Techniques such as time-out or lecturing do not work with toddlers because their 

reasoning has not developed to a level where they can connect the punishment to the 

behavior. It is important to say briefly and clearly to the child who bit what happened and 

that the biting was not okay.  

The verbal response almost always includes an action response, that is, telling or showing 

the child what you do want him/her to do (ex, “You bit Jenny and hurt her. She was trying 

to get into your chair. You can tell her, “No, Jenny!” “But there is no biting” or “You bit 

Johnny and hurt him. You can use your hand to touch Johnny‟s cheek if he wants you to. 

There is no biting.”).  

When biting becomes an ongoing problem, the educator will develop a plan of specific 

strategies, techniques and timelines based on observations of the child (children), the 

environment and the program to determine as best as possible the reasons for the biting. 

Based on these findings, as well as consultations with the parent(s), changes to the 

environment and/or program are implemented and progress is followed. When such a 

plan is needed, the details will be shared with parents so that they will know specifically 

how the problem is being addressed. Unfortunately, because biting is a behavior related to 

toddler development, a guarantee that biting will not occur in the childcare’s 

infant/toddler programs is not possible. It is our goal to respond to biting incidents as 

effectively and appropriately as possible for the safety of all the children. 

 

Toilet training: 

A milestone in the life of a child is the process of learning to use a toilet. Each child is an 

individual who has his/her own rate, it is important for the educator to be sensitive to cues 

shown by the child that he/she is physically and emotionally ready for this process. When 

we notice signs of readiness, let’s talk about a plan for training.     

 

Communication: 

Both parents and the educator agree to keep each other informed about the child and their 

development. If the educator or parent wishes to discuss any particular concern, a 

separate meeting time outside the regular hours of operation will be made. The educator 

provides ongoing feedback and daily tracking forms of the child’s day. 

 

Confidentiality: 

Both parents and the educator agree to keep any personal information provided on the 

child or family confidential during the agreement and after it is cancelled.       

 

-------/----- 
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Attendance Sheets:   
Parents must verify their children’s attendance by signing the children in and out with 

times of arrival and times they are picked up along with your INITIAL each day. 

 

Field trip: 

Your signature on the field trip Permission Sheet allows the educator to take the children 

on walks or on periodic trips in the car. If you do not wish your child to participate in a 

field trip and it is part of Elemento’s schedule you may need to find alternative child care 

on that day. 

 

15. Outdoor play 

 
Outdoor play is a requirement of the Day Nurseries Act. The children will be involved in 

daily outdoor activities, unless inclement weather conditions prevent this. The children 

that are not able to participate in outdoor play are not able to attend child care. 

 
Outdoor play is very important for the overall development of all young children. 

However, due to the dangers of today’s environment, the following practices are 

recommended when planning and/or participating in outdoor activities from April to 

October. 

Recommended Spring/Summer Outdoor Practices and Procedures 

 

1.The educator needs to familiarize herself daily with the air quality index and UV index 

by listening to the Environment Canada reports on the radio, reading daily newspapers, 

watching the local weather channel, by calling the local Board of Health or, the Internet 

(www.twn.ca) The Weather Network. 

 

2. Fresh drinking water should be available at all times. 

3. A waterproof, broad spectrum UVA and UVB sunscreen, with SPF # 30 or higher, 

needs to be applied evenly to all exposed areas, at least 15 to 30 minutes prior to exposure 

to the sun. Parents are encouraged to apply sunscreen on their child/children at home, 

prior to coming to the childcare. Due to possible allergies to the chemicals in sunscreen, 

parents need to supply sunscreen for their own child/ren. The sunscreen must be in the 

original container, labeled with their child’s name. Please alert the educator if a child is 

known to have sunscreen allergies or sensitivities. 

SUNSCREEN NEEDS TO BE RE-APPLIED EVERY TWO HOURS, AFTER 

SWIMMING, WATER ACTIVITIES AND WHEN THE CHILD PERSPIRES. 

4. Throughout the day, a sunblock should be applied to highly exposed areas, such as ears 

and nose. 

5. Children must wear a hat, preferably with a wide brim or neck flap, to protect ears and 

neck. 

    /     
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6. Children should wear adequate, secure footwear such as running shoes or sandals with 

full ankle straps. Children should wear footwear at all times. Flip-flops are not permitted. 

7. The sun’s peak hours are between 11:00 and 4:00 pm. When planning daily outdoor 

activities, the following should be evaluated: current weather conditions, daily air quality 

index and UV index and the amount of shade available. What does the UV Index mean to 

me?  

UV Index              Category                       Sunburn Time 

11 +                   Extreme                       Can Burn in Minutes 

8-10                   Very High                      Less than 15 minutes 

6-7                    High                          About 20 minutes 

3-5                    Moderate                      About 30 minutes 

0-2                    Low                           More than one hour 

 
Recommended Winter Outdoor Practices and Procedures 

Due to the danger of extreme winter temperatures, the following practices are 

recommended when planning or participating in outdoor activities from November to 

April: 

 

1. Educator need to familiarize herself daily with the air quality index and UV index by 

listening to the Environment Canada reports on the radio, reading daily newspapers, 

watching the local weather channel, calling the local Board of Health or The Internet 

(www.twn.ca) The Weather Network.  

2. It is appropriate to survey outdoor play area(s) for danger zones such as ice patches and 

overhanging snow and ice from roofs. When possible, salt should be applied to icy 

patches to minimize the danger. Children are not to be permitted to slide on ice. 

3. Scheduled outdoor time may be limited or cancelled due to inclement weather (extreme 

conditions or temperatures). 

 

SHORT TERM PLAY IN APPROPRIATE WINTER CLOTHING IS 

RECOMMENDED DAILY. 

 

 

 

We have read the above and agree to the terms set out in this agreement. 

 

Parent’s name and signature              Educator’s name and signature 
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