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1. Introduction 
This manual outlines the guidelines and standards on the basis of which our childcare centre 

operates, with the aim of providing a nurturing, educational, and inclusive environment for 

children to thrive in. 

This manual details our policies and regulations, as well as our commitment to providing 

quality childcare, ensuring the safety and well-being of children and staff, expectations for 

staff in terms of their tasks and responsibilities, guidelines for open communication with 

parents/guardians, and approaches for dealing with unforeseen circumstances. 

At [COMPANY NAME], we strive to maintain a high standard of care and create a positive 

and supportive environment for families. 

 

a. Mission Statement 

Our centre is dedicated to providing a caring and stimulating environment for 

children. We believe in providing high-quality and inclusive childcare and 

encouraging a sense of belonging and curiosity in each child. Through play-based 

learning and individualized attention, our aim is to instill in children the skills and 

knowledge necessary to succeed in future, and promote healthy, safe, and positive 

growth in their lives. 

 

b. Philosophy 

Our philosophy is rooted in the idea that children have a natural penchant for learning, and 

an inherent curiosity about the world around them. 

By taking a child-centred approach, we prioritize the needs and interests of each child, 

recognizing their unique developmental stages and learning styles. We also believe that play 

is essential for children's development and learning, and that play-based learning helps 

children develop social and problem-solving skills and foster a further love of learning. 

At [COMPANY NAME], we value diversity and respect the cultural backgrounds, beliefs, and 

experiences of all children and families, and strive to build strong, positive relationships 

between all the children, families, and staff members. 

 

c. Overview of Services 

At [COMPANY NAME], we offer a variety of programs and services to meet the needs of 

children and families in our community. We provide: 
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● Full-time childcare for children ages 18 months - 5 years in programs that offer an 

attentive and considerate environment where children can learn and grow. 

● Specialized infant care programs designed to meet the unique needs of infants aged 

18-36 months. 

● Toddler care programs which focus on language development, social skills, and fine 

motor skills of children up to 3 years old. 

● Preschool programs which prepare children aged 3-5 for kindergarten and primary 

school by gradually introducing them to basic knowledge skills and social concepts. 

With the aim of providing a well-rounded and enriching experience for the families entrusting 

us with the care of their children, the focus of our programs and services is to create 

opportunities for children to interact with others and to support their growth and 

development. 

 

d. Program Implementation 

We believe that all families deserve high-quality childcare experience that supports their 

children's growth and development. 

At [COMPANY NAME], we implement our programs, with the aim to: 

● Promote child development by supporting children's physical, cognitive, social, and 

emotional development through age-appropriate activities and experiences.  

● Stimulate learning in children through play and exploration in a supportive 

environment by encouraging them to express their natural curiosity.  

● Cultivate a lifelong love of learning and discovery by organizing meaningful and 

memorable experiences. 

● Help children develop a positive attitude towards education and a desire to learn new 

things. 

Throughout our programs, our objective is to help: 

● Build strong relationships between children, families, and staff members. 

● Promote health and wellness by providing nutritious meals, promoting physical 

activity, and ensuring a safe and healthy environment. 

● Foster respect for diversity by promoting cultural understanding and acceptance 

among all children and staff. 
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2. General Policies 

a. Licensee Responsibility 

POLICY 

As the licensee of a childcare centre in Ontario, we must ensure that the centre 

operates in compliance with the Child Care Act and its regulations.  

Our main responsibilities are as follows: 

● To observe all applicable provincial regulations, including those related to staffing 

and administrative requirements, insurance and liability, health and safety, 

emergency preparedness, and individualized care. 

● To provide high-quality care and education to children enrolled in the programs by 

employing qualified staff, adequate resources, and safe and supportive surroundings. 

● To prioritize the safety and well-being of children and staff in the building and on the 

grounds by implementing safety measures, conducting regular inspections, 

addressing any health and safety concerns promptly, and having an emergency 

preparedness plan. 

● To maintain regular communication and updates on the child's progress, addressing 

families' concerns, including parents in our activities, and practicing an open and 

reciprocal communication with the families. 

● To ensure all staff members have completed adequate training and professional 

development to meet the requirements of the Child Care Act and are experienced in 

providing quality care to children. 

● To develop and implement emergency preparedness plans to ensure the safety of 

children and staff under exceptional circumstances and provide instructions for 

immediate response. 

Other requirements depend on the type of childcare center and the age group of children it 

serves, as outlined by the Canada-wide Early Learning and Child Care (CWELCC) and 

Ontario Association for Children and Infant Development (OAICD), include: 

● Maintaining updated and accurate information in the license application, keeping 

important records, and complying with inspection requirements. 

● Ensuring that the center has sufficient qualified staff to meet the needs of children by 

maintaining appropriate staff-to-child ratios and verifying that all staff members have 

the necessary qualifications and training. 

● Complying with health and safety regulations by keeping a clean and sanitary 

environment and carrying out infection control measures if necessary. 

● Ensuring that the centre makes appropriate programs available, and tailors them to 

meet the individual needs of children. This includes offering age-appropriate activities 

and facilitating the development of an inclusive social environment. 
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b. Employee-to-Child Ratios and Group Sizes 

Our childcare centre adheres to the employee-to-child ratios mandated by the Ontario 

Ministry of Education: 

● Toddlers (18-30 months): 1:5 

● Preschoolers (2.5-5 years): 1:8 

These ratios are set up as a way to ensure that each child receives adequate supervision 

and attention, especially the infants and toddlers. Additionally, we also limit group sizes to 

ensure that each child receives the necessary individualized care and support. As such, 

group sizes vary depending on the age group and the program they are enrolled in.  

Younger children typically require smaller group sizes to ensure adequate supervision and 

support. And similarly, our programs that focus on individualized attention, such as those for 

children with special needs, fare better with smaller group sizes. 

While the number and qualifications of our pool of staff members can also influence group 

size, we are continuously working to ensure that we always have an adequate pool of staff 

so that we don't have to compromise on the recommended size of groups. 

For the same reason, in the event that a ratio or group size is temporarily exceeded, we will 

take immediate steps to bring it back into compliance by temporarily reassigning staff or 

adjusting program activities. 

In the event of an emergency or unforeseen circumstances, we may make a decision to 

temporarily alter ratios and group sizes to ensure the safety of children. We will 

simultaneously make every effort to maintain appropriate supervision and care during such 

situations. 

We make sure that all our staff members who work with children will meet the minimum 

educational and training requirements set by the Ontario Ministry of Education. This helps 

confirm that they have the necessary experience and skills to provide the level of care that 

we have set as the standard. 
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3. Health and Safety Policies 

a. Medical and First Aid Supervision 

POLICY  

At [COMPANY NAME], our responsibility lies in ensuring the health and physical and 

mental well-being of all children enrolled in our programs. For this reason, we have a 

designated experienced health coordinator who is responsible for overseeing and 

supervising the health safety of children and staff. 

GENERAL MEDICAL PROCEDURES 

Upon enrollment, all parents/guardians will be required to complete a health 

assessment form for their child, which will contain information about the child's health 

and medical history, allergies, special needs, and any notes on religious or cultural 

preferences. 

If a child becomes ill or injured while in our care, we will provide appropriate first aid 

care and notify the parent or guardian immediately. If necessary, we will seek further 

medical attention or other actions to ensure the child's health and well-being. 

At all times, our childcare centre will have at least one staff member on-site who is 

certified in first aid and CPR (Cardio-Pulmonary Resuscitation). This ensures that we 

are prepared to handle medical emergencies that may occur. 

As mandated by law, we also have first aid kits readily available in numerous areas 

of the centre which contain the necessary supplies for treating minor injuries. 

STEP-BY-STEP PROCEDURES FOR MEDICAL EMERGENCIES 

1. The staff will quickly assess the child's condition to determine the severity of the 

medical emergency.  

2. If the child is unresponsive, the staff will check for breathing and a pulse to determine 

the nature of the medical emergency (choking, allergic reaction, bleeding, etc.). 

3. If the child is unresponsive, not breathing, or has no pulse, staff will call 911 

immediately, providing them with the location, the nature of the emergency, the 

child's age and condition, and any known medical conditions or allergies. 

4. If administering first aid is necessary, appropriate first aid measures will be 

administered by the staff member certified in first aid and CPR while waiting for 

emergency services to arrive. 

5. The child's condition will be continuously monitored to ascertain what additional 

medical attention is needed. 

6. The staff will immediately contact the child's parents or guardians to inform them of 

the medical emergency at hand, while offering reassurance and support. 

7. The staff that handle the medical emergency will document the incident, including the 

date, time, location, nature of the emergency, and all actions taken. A copy of this 
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incident report, as well as any information from 911 services will be kept for your 

records. 

8. After handling the health/medical issue, a follow up will be conducted with the 

parents or guardians to exchange updates on the child's condition. 

We will periodically review and update these general medical and medical emergency 

procedures to ensure their efficacy and identify any areas for improvement. 

 

b. Illness Management and Medication 

Administration 

POLICY 

At [COMPANY NAME], we are committed to preventing the spread of illness and 

ensuring the health and well-being of all children and staff. We follow strict policies 

for managing illness and preventing communicable diseases. 

ILLNESS MANAGEMENT PROCEDURES 

If a child exhibits signs of illness, such as fever, vomiting, diarrhea, or a contagious 

disease, we will notify the parent or guardian and request that they pick up their child 

to avoid the illness spreading to other children and staff, and potentially risking 

closure. 

Children who are ill will be asked not to return to the centre until they are symptom-

free for at least 24 hours. These exclusion periods that we follow are based on the 

recommendations by public health authorities for contagious diseases.  

We practice good hygiene practices among children and staff, especially thorough 

handwashing, covering coughs and sneezes, and the sanitation and ventilation of the 

facility. 

PROCEDURES FOR ADMINISTERING MEDICATION 

We follow strict procedures in place for administering medications to children.  

All medications that families expect us to administer to children must include a 

prescription from their healthcare provider and accompanied by a written 

authorization to our staff from the parent or guardian.  

We take our commitment to administering medications seriously, and they will be 

stored securely and administered by authorized and experienced staff members only. 

All medication administration requirements and a record of administered medication, 

dosage and time will be documented in the child's file. This ensures that they are 

equipped to handle any health concerns that may arise as a result of medication 

administration. 
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c. Anaphylaxis Policy 

POLICY 

Our centre is committed to ensuring the safety of children with allergies, particularly 

those with anaphylaxis. Our staff will work to prevent and manage anaphylactic 

reactions. 

PREPAREDNESS 

Upon enrollment, parents or guardians will be asked to provide information and any 

certified health and medical assessments detailing the allergies or sensitivities that 

their child may have, especially severe allergies that may cause anaphylaxis. 

If a child is identified by a healthcare professional as having a history of anaphylaxis, 

we will work with the parents or guardians to develop an individualized anaphylaxis 

management plan that outlines the specific steps to be taken in the event of an 

anaphylactic reaction. 

Parents or guardians will provide the child's EpiPen and any other necessary 

medications that will be noted in the plan, as well as emergency contacts of their 

healthcare provider to be kept at hand in case of emergencies. 

IN CASE OF AN ANAPHYLAXIS EMERGENCY  

If a child exhibits signs of an anaphylactic reaction, staff will immediately follow the 

steps outlined in the plan. 

In the event of a severe anaphylactic reaction, emergency medical services will be 

called immediately. 

Staff members will receive training on anaphylaxis management, in particular how to 

recognize the signs and symptoms of an anaphylactic reaction, how to administer 

epinephrine, and the steps outlined in the plan for each child known to be at risk of 

anaphylaxis. 

PREVENTATIVE MEASURES 

At our centre, the staff, other children and families will collectively take steps to 

prevent exposure to allergens within the facility. This includes communicating to 

other families that there are children who have severe reactions to certain allergens, 

and asking them to avoid bringing some food, cleaning products, or materials. 

In the facility, all food items will be clearly labeled, and all common and known 

allergens will be identified. Food items that may contain allergens will be stored 

separately or avoided to minimize exposure. 

 

© 2025 The Write Direction Inc. All rights reserved.
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d. Handwashing 

As one of the most effective ways to prevent the spread of germs and illness, handwashing 

is particularly important in childcare settings where children and staff are all in close contact 

with each other throughout the day. 

GUIDELINES 

Children will be taught to make a habit of washing their hands frequently, particularly 

after using the bathroom, before and after meals, after playing outside, and when 

they exhibit flu symptoms (runny nose, coughing or sneezing). 

Children will be guided on how to wash hands thoroughly with soap and water, how 

to lather their hands well, and scrub between their fingers and under their nails. 

Staff members will show the proper handwashing techniques for children to replicate 

and supervise children during handwashing to ensure that they are washing their 

hands correctly. 

Staff will incorporate handwashing songs and games into daily routines to make 

handwashing fun and engaging for the younger children. 

Sinks will be placed at a level accessible to children and equipped with child-sized 

faucets. 

We will use visual cues in the form of posters or signs to remind children and staff of 

the importance of handwashing. 

Hand sanitizer will also be provided for children and staff; however, sanitizer should 

not be used as a substitute for proper handwashing. 
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4. Child Protection Policies 
A robust child protection policy is essential for any licensed childcare center, to serve as a 

framework for ensuring the safety and well-being of children and help prevent and address 

child abuse and neglect.  

The Child Care and Early Years Act, 2014, S.O. 2014, c. 11, Sched. 1 

(https://www.ontario.ca/laws/statute/14c11) mandates that childcare centers have policies in 

place to protect children from harm. Rooted in the legislation and enforcement of this Act, a 

strong child protection policy helps create a safe and nurturing environment for children. 

POLICY 

Our childcare centre is committed to protecting the safety and well-being of all 

children enrolled in our programs.  

By implementing preventive measures and training staff, a child protection policy can 

help to prevent child abuse and neglect, as well as identify and report in a timely 

manner the suspected cases of child abuse. 

Parents can have peace of mind knowing that our center makes the child protection policy 

as our utmost priority.  

 

a. Serious Occurrences Reporting 

We consider a serious occurrence to be any incident that may signal child abuse or neglect, 

including physical, emotional and sexual abuse. 

STEP-BY-STEP REPORTING PROCEDURES 

1. If a staff member suspects child abuse or neglect, they must report it immediately, 

without delay. 

2. Staff members are mandated by law to report any suspected cases of child abuse or 

neglect to the appropriate authorities. 

3. Any suspected cases of child abuse or neglect will be documented and reported to 

the appropriate authorities. 

4. If a staff member reports a suspected case of child abuse or neglect, we will conduct 

an internal investigation to gather more information and determine the appropriate 

course of action for the child in question. 

5. Parents or guardians will be notified of the serious occurrence and provided with 

information about the investigation and any support services that are available. 

6. If necessary, children, families and staff members will be referred to the relevant 

counseling services to address any issues from the serious occurrence related to 

child protection. 

© 2025 The Write Direction Inc. All rights reserved.
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The centre will cooperate fully with any investigations conducted by the relevant child 

protection authorities. 

All information related to a serious occurrence will be treated as confidential, in accordance 

with both privacy laws and child protection laws. 

Following a serious occurrence, we will review our policies and procedures to ensure that 

they are adequate, effective, up-to-date, and can prevent any further serious occurrences. 

By following these procedures at the [COMPANY NAME] Daycare, we affirm our 

commitment to preventing serious occurrences and addressing them promptly to protect the 

safety and well-being of children. 
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5. Child Care 

a. Child Discipline Policy 

POLICY 

At [COMPANY NAME], we believe that discipline, while important for child 

development, should always be based on respect, consistency, and positive 

reinforcement. Positive disciplining aligns with our commitment to creating a 

supportive environment for all children. 

POSITIVE DISCIPLINE APPROACHES 

We focus on positive reinforcement by encouraging desired behaviours. For 

example, disciplining through positive reinforcement involves rewarding positive 

behaviours with praise, attention, or privileges.  

We do not punish children, and instead encourage children to experience the natural 

consequences of their actions, such as, if a child refuses to eat their meal, they may 

miss out on a snack later. 

We may implement logical consequences for inappropriate behaviour. Namely, if a 

child is misbehaving or hits another child, it will be explained to them that this is 

wrong, and to make amends, or they will be transferred to another activity.  

We never use physical punishment, such as spanking or hitting. 

We never practice emotional abuse, such as shouting, shaming, or humiliation. 

We recognize that each child experiences instructive approaches in their own way and may 

respond better to different disciplinary actions. 

We will maintain open communication with parents about their child's behaviour and any 

concerns they may have. We will work together to develop strategies for addressing 

behavioural challenges. 

We will develop individualized discipline plans if a child is repeatedly misbehaving and will 

gradually apply it to fit the child's needs and behaviour. 

All staff members will receive training on positive discipline techniques that will cover topics 

such as child development, behaviour management, and effective communication. 

 

b. Nutrition Policies 

Good nutrition is essential for children's growth, development, and overall well-being. A 

balanced and nutritious diet provides children with the essential nutrients they need to grow, 

and is linked to cognitive development, including attention span, memory, and learning 

ability. 

POLICY 

© 2025 The Write Direction Inc. All rights reserved.
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At [COMPANY NAME], we will take care to provide nutrition that supports bone 

health, muscle development, and brain function in young children, and provide them 

with the caloric energy to play, learn, and participate in activities.  

FOOD SAFETY 

We follow strict food handling and storage practices to prevent foodborne illness. 

All food items are clearly labeled to identify allergens and ingredients. 

MEAL PLANNING 

Our meals are planned in consultation with a registered dietitian/nutritionist to ensure 

that they are balanced and can sustain children's growth and development. 

All meals include a variety of food groups in the recommended proportions: fruits, 

vegetables, grains, protein, and dairy. 

Meal portions are decided based on the caloric requirements for each child's age. 

We accommodate children's special dietary needs and preferences, including those 

related to cultural or religious practices. 

Meals will only be consumed inside. 

ALLERGY CONSIDERATIONS 

We are aware of common allergens and take steps to prevent cross-contamination. 

If a child has a food allergy, we will work with the parents to develop an individualized 

allergy management plan that will be posted in an accessible place for all our staff to 

consult and adhere to. 

Our food and drinks standards in place reflect our commitment to providing children with 

nutritious and healthy foods to support their growth and development. 

 

c. Safe Sleep Policy 

POLICY 

At [COMPANY NAME], we understand the importance of sleep safety, and practice 

safe sleep policies for the safety of infants and toddlers. We adhere to recommended 

safe sleep practices, including having our staff members trained to monitor infants 

and toddlers closely during sleep and to intervene if necessary. 

PROCEDURES 

Infants and toddlers will be supervised at all times during sleep. 

We use cribs that meet the latest safety standards.  

We do not practice crib or bed sharing. 

According to childcare safety measures for infants, we do not place pillows, blankets 

or toys in cribs. 

© 2025 The Write Direction Inc. All rights reserved.
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The room will be kept at a comfortable temperature, not too warm or too cold. 

Nap time is 12-2:30 PM daily. 

If the child shows tiredness during the day, we will ascertain whether they need a 

longer or additional nap or changes to their diet, activities or overall health. 

All staff members working with infants and toddlers will receive training on safe sleep 

practices. 

We also communicate to parents this information about safe sleep practices and encourage 

them to ask questions and express any concerns they may have. 

We will routinely review and update this policy and procedures in order to maintain a safe 

and healthy environment for children in our care. 

 

d. Diapers and Toileting 

DIAPER CHANGES 

Diapers will be changed frequently to prevent diaper rash and discomfort. 

Diaper changes will be conducted in the designated diaper changing area. 

Diapers will be disposed of in a sanitary manner. 

TOILETING TRAINING 

We have a designated potty-training area with age-appropriate toilets and potty 

chairs. 

Our toilet training at the daycare is the extension of parents' efforts to toilet train their 

children. 

We use positive reinforcement to encourage children to use the toilet. We practice 

patience and guidance to children who are in the process of potty training. 

HYGIENE 

Staff members will wash their hands after changing diapers. 

Diaper changing areas will be cleaned and sanitized after each use. 
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6. Programs for Children 

a. Safe Arrival and Dismissal Policy 

At our childcare centre, our enrollment process includes a thorough review of each child's 

application, such as health information and emergency contact details. Each new arrival will 

be provided with an orientation to familiarize them with our facilities, policies, and 

procedures. 

ARRIVAL 

We conduct safety checks to ensure that the centre is secure and free of hazards. 

We have a designated drop-off area to ensure the safety of children and vehicles. 

Upon arrival, parents or guardians are required to sign in their child and provide any 

necessary updates. 

Children are always fully supervised by staff members; from the time they enter the 

facility until they are picked up. 

DISMISSAL 

Parents or guardians are required to present identification to pick up their child. 

Parents or guardians are required to sign out their child upon pickup. 

Children are supervised until they are safely picked up by their authorized caregivers. 

We have a late pick-up policy to ensure the safety and well-being of children. If a 

child is not picked up by the end of the day, we will contact parent/ guardian 1, 

parent/ guardian 2, and eventually the emergency contact person designated on the 

emergency contact form.  

If parents or designated pick-up persons are chronically late picking up their child at 

the end of the day, we will discuss further action, as it may result in the termination of 

the child's enrollment as we have hours of operation and cannot guarantee extended 

care availability.  

We have access control measures in place to prevent unauthorized access to the centre, 

such as security cameras throughout the facility to monitor activity and visitors. Visitors 

access is limited to only designated family members/ guardians who are known to staff and 

have authorization to pick up the child. 

We will routinely review and update these policies and procedures in order to maintain a 

high level of safety and security for children in our care. 

 

b. Waiting List 

We strive to accommodate as many children as possible, but due to high interest and 

guidelines on group sizes, we are not always able to accept all requests for enrollment. 
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All applicants will be placed on a waiting list based on the date of their application; however, 

we reserve priority to children who reside in our community.  

When a spot becomes available, we will offer enrollment to the child at the top of the waiting 

list. 

Families waiting to hear about their child's enrollment will receive updates on the progress of 

the waiting list and approximate wait times. 

 

c. Curriculum and Daily Schedule 

At our childcare centre, we have devised a comprehensive curriculum designed to promote 

children's growth and development in all areas. It is based on the latest research in early 

childhood education, and incorporates elements of play-based learning, thematic learning, 

and best practices. 

Key areas of our curriculum include: 

● Promoting language and literacy development through activities such as reading, 

writing, storytelling, and songs 

● Encouraging children to explore the surroundings through hands-on activities, 

experiments, and observations 

● Encouraging children's creativity through age-appropriate arts and crafts 

● Promoting physical activity and healthy development through games, sports, and 

outdoor play. 

DAILY SCHEDULE 

Our daily schedule is designed to provide a balance of both structured activities and free 

play. A typical day looks like this: 

● Children arrive at the centre and engage in free play 

● Children participate in planned group activities (encouraged to talk about their 

evenings, their family, their toys, etc.) 

● They are served a healthy snack 

● They engage in free play indoors or outdoors 

● They enjoy a nutritious lunch 

● Infants and toddlers typically have a post-lunch nap, while older children have quiet 

time 

● Children participate in afternoon activities, such as art, music, or physical education 

● Children are picked up before closure by the designated family member or guardian. 
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Our curriculum and daily schedule are designed to provide a dynamic learning environment. 

By creating such an environment, we are providing children with a strong foundation that 

sets them up for success in their future endeavours. 

 

d. Outdoor Play and Supervision 

Research shows that outdoor play is vital for children's physical, social, and emotional 

development and growth, and instills healthy habits in keeping active from an early age. 

At our childcare centre, children have regular opportunities for free play throughout the day, 

where they can explore and discover their surroundings on their own. We also offer 

structured outdoor activities, such as games, sports, and nature walks. 

OUTDOOR PLAY AREAS 

Our centre has designated grounds for outdoor play that are safe for individual and 

group activities, age-appropriate, and protected from outside forces and 

unauthorized visitors.  

Our playgrounds are equipped with safety-designated play equipment, such as 

swings, slides, climbing structures, and sandboxes. 

We have access to nature parks or wooded areas, where children can explore and 

learn about the environment, while supervised by our staff. 

The amount of time spent outdoors varies depending on the weather and the age 

group of children. 

SUPERVISION 

Children are fully supervised by staff members during all outdoor play activities. 

Staff members conduct regular safety checks of the outdoor play areas to ensure 

that they are safe and free of hazards. 

We provide sunscreen and hats for children and communicate with parents ahead of 

time to prepare appropriate clothing to protect children from the sun. 

By providing children with ample opportunities for outdoor play, we are helping them to 

develop important physical and social skills, keeping active, and being in touch with nature. 

 

e. Individualized Plans for Children with Special 

Needs 

We offer individualized support to children with special needs and provide them with 

resources and support they need to succeed. By applying a variety of teaching methods and 

strategies to accommodate different learning styles, we set individualized goals for each 

child based on their abilities and needs. 
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We work closely with parents to understand their child's unique needs and to develop 

strategies to support their learning and development. Additionally, our team delivers 

comprehensive support to children with special needs through collaboration with teachers, 

therapists, and other professionals. 

IDENTIFICATION AND ASSESSMENT 

Upon enrollment, parents or guardians will be asked to provide information about any 

special needs their child may have. If a child is identified as having special needs, we 

will consult therapists, other professionals, and our teachers to determine the best 

program for the child, and their Individualized Education Plan. 

INDIVIDUALIZED EDUCATION PLAN 

For children with special needs who require additional support, we will develop an 

Individualized Education Plan in collaboration with parents, teachers, and other 

relevant professionals. 

The plan will stipulate specific goals and objectives that are tailored to the child's 

individual needs and abilities. It will also itemize the services and supports that will 

be provided to the child, such as specialized curriculum, monitoring, one-on-one time 

with teachers, socializing with others, rest times, and dietary requirements. 

The child's progress will be tracked regularly to ensure that the set plan is effective, 

and any necessary changes will be made in consultation with parents, teachers and 

other relevant parties. 

ADDITIONAL CARE COMPONENTS 

Our teachers will include speech and language therapy to children who have 

communication difficulties, so that they can more fully participate in learning 

activities. They will also incorporate occupational therapy to children who have 

difficulties with daily living activities, as well as behaviour therapy to children who 

have behavioural challenges.  

INCLUSIVE PRACTICES 

At [COMPANY NAME], we are committed to creating an inclusive environment where 

all children feel welcome, supported, and valued. We operate on the basis that every 

child has the right to a high-quality education, regardless of their abilities, and aim for 

our attentive and inclusive childcare to improve their potential. 

In all our activities, we strive to always promote social inclusion by encouraging 

children to interact with each other and learn from one another. We believe that by 

practicing respect and acceptance, we celebrate cultural diversity and promote 

understanding for different cultures and backgrounds. 
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7. Emergency Preparedness 

Emergency preparedness is a crucial aspect of operating a licensed childcare centre in 

Ontario. Ontario's Child Care Act mandates that childcare centres such as ours have 

emergency plans in place to address various scenarios.  

Adherence to emergency preparedness requirements for our centre means complying with 

O. Reg. 137/15: GENERAL under Child Care and Early Years Act, 2014, S.O. 2014, c. 11, 

Sched. 1 (https://www.ontario.ca/laws/regulation/150137). 

Having emergency plans in place helps protect the lives of children and staff by providing 

clear guidelines for evacuation, first aid, and communication and minimizing the physical and 

emotional harm. 

ELEMENTS OF EMERGENCY PREPAREDNESS 

● Regular practice of emergency drills to staff and children become familiar with 

evacuation procedures and response protocols. 

● A readily available list of emergency contacts, including local authorities, medical 

facilities, and parents. 

● A supply of essential items, such as first aid kits, fire extinguishers, and emergency 

lighting. 

● A clear communication plan in place to inform staff and families about eventualities 

and provide updates. 

By being prepared for emergencies and eventualities, our centre can create a safe and well-

equipped facility for children and staff. 

 

a. Fire Safety and Emergency Drills 

Our safety and preparedness measures in the event of emergencies are as follows: 

● Fire safety measures in the building are periodically tested to identify and address 

any potential fire hazards. 

● Fire extinguishers are found throughout the facility, subjected to regular inspection 

and maintenance. 

● Smoke detectors are installed throughout the facility and are tested regularly. 

● Emergency exits are clearly marked and regularly tested to ensure continued 

preparedness and safety. 

Our childcare centre conducts monthly emergency drills to ensure that everyone is familiar 

with evacuation procedures and prepared to respond to fires and any other emergencies at 

hand. During drills, we practice the following procedures: 

● Children and staff are guided to designated evacuation routes. 

© 2025 The Write Direction Inc. All rights reserved.

jomjom

jomjom

jomjom

jomjom



 

 
22 

 

 Childcare Business in Ontario  

|     POLICIES AND PROCEDURES MANUAL 

● A roll call is conducted outside to ensure that all children and staff are accounted for. 

● Emergency services are contacted, and any instructions provided by them followed 

by all the staff and children. 

All staff members are tasked with passing training on fire safety procedures, including how 

to use fire extinguishers and evacuate the facility in case of an emergency. 

We will routinely review and update these procedures to ensure preparedness and safety. 

 

b. Serious Occurrences Reporting 

POLICY 

At [COMPANY NAME], the safety and well-being of all children and staff is our 

utmost priority. We will always take care to prevent any serious occurrences from 

happening, but in case of one, we will follow procedures for reporting them. 

A serious occurrence is any incident that results in a serious injury, such as an injury 

that requires immediate medical attention or hospitalization, the death of a child or 

staff member, or any criminal activity that occurs on the premises. 

STEP-BY-STEP REPORTING PROCEDURES 

1. If a serious occurrence occurs, staff members will immediately notify the facility's 

director or designated emergency contact. 

2. A thorough investigation will be conducted to determine the cause of the incident. 

3. If required by law, the incident will be reported to the appropriate authorities, such as 

the police, child protection services, or public health. 

4. All information related to the serious occurrence will be documented. 

5. We will also conduct an internal review of the incident to identify any contributing 

factors and implement measures to prevent similar occurrences in the future. 

6. If necessary, children and staff members who have been affected by the serious 

occurrence will be referred to the relevant counseling services. 

7. Parents or guardians will be notified of the serious occurrence and provided with 

information about the investigation and any support services that are available. 

We will periodically review and update this policy and procedures to ensure compliance and 

ensure that serious occurrences are addressed promptly and effectively.  
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8. Building and Playground Safety 

a. Facility and Equipment Safety 

Regular inspections of the building and playground are conducted at our centre to identify 

and address any potential safety hazards. Staff members routinely check that the facility, 

equipment, and furniture are in good condition to prevent accidents. Any safety issues 

identified during these inspections are addressed promptly by staff or, if necessary, by 

calling in for repairs to be carried out by qualified professionals. 

The building and grounds meet the safety standards set by regulatory authorities. 

Our emergency procedures that address potential safety hazards and emergency drills are 

detailed in Section 4 of this Manual. 

OUTDOOR PLAY AREAS 

Outdoor equipment is regularly inspected for safety and maintained in good condition. 

Outdoor play areas have safe surfaces - rubber and synthetic turf - to cushion falls and 

prevent injuries. 

We conduct hazard assessments of outdoor play areas routinely to identify and address any 

potential risks and create a safe and secure environment for children and staff. 

 

b. Bodies of Water Safety 

Children are constantly supervised when near bodies of water. At least two staff members 

are present and supervising children whenever they are near water. 

Children are not allowed to dive in ponds, rivers or lakes, as this could put the child, the 

staff, and the rest of the group in serious harm. 

Staff members directly working with children receive training on water safety procedures, 

including CPR and first aid. 

We follow an emergency plan outlined in Section 3 of this Manual when responding to water-

related emergencies. 

We also encourage parents to educate their children about water safety, and how to 

exercise caution near bodies of water. 

 

c. Cleaning and Maintenance 

Our cleaning and maintenance practices comply with all applicable health and safety 

standards. 

Our facility is inspected regularly by health and safety authorities. 
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DAILY CLEANING 

Our childcare facility is cleaned daily to maintain a clean and sanitary environment. 

High-touch surfaces, such as door handles, toys, and countertops, are disinfected 

regularly using safe and non-toxic anti-bacterial cleaning supplies. 

MAINTENANCE 

We implement preventive maintenance measures to prevent accidents. Our facility is 

inspected regularly to identify and address any maintenance issues. 

Any emergency repairs will be addressed promptly. 

OUTDOOR PLAY AREAS 

Outdoor play areas are cleaned regularly to remove debris and ensure safety. 

Playground surfaces are routinely inspected for safety and maintained as needed. 
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9. Staffing Policies 
POLICY 

At [COMPANY NAME], we will make sure to always have adequate staff at hand to 

provide quality care and education to children, and that all staff members who work 

with children meet the minimum educational and training requirements set by the 

Ontario Ministry of Education.  

Our childcare centre adheres to the employee-to-child ratios mandated by the 

Ontario Ministry of Education so that children receive adequate care and supervision.  

EXPECTATIONS 

All staff members are expected to adhere to the Code of Conduct, including 

expectations for professional and ethical behaviour, and respect for children and 

families. 

Our staff schedules are developed in accordance with necessary staffing levels at all 

times. Schedules may vary depending on the number of children enrolled and the 

specific needs of the program. 

Staff are trained and familiarized with emergency procedures in place to ensure that 

the facility is adequately staffed in the event of an emergency.  

SUPERVISION 

All staff members are responsible for supervising children in their care. This means 

that they are fully familiar with and attentive to children's needs, their safety, and 

knowing how to intervene if necessary. 

Our childcare centre maintains adequate supervision ratios to ensure that children 

receive the attention and care they need. Our employee-to-child ratios follow the 

recommendations of the Ontario Ministry of Education. 

Staff members are tasked with being the designated supervisors, maintaining 

constant visual contact with children and awareness of all ongoing situations. 

 

a. Staff Qualification and Development 

Qualified and well-trained staff essential to achieving the goal of providing high-quality care 

and education to children. 

QUALIFICATIONS 

All staff members who work with children must meet the minimum educational and 

training requirements set by the Ontario Ministry of Education. This includes having a 

high school diploma or equivalent and completing a recognized childcare training 

program. 

STAFF DEVELOPMENT 
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To keep up the high-level quality of standard of our programs and services of our 

centre, we encourage and support staff members in pursuing career development 

opportunities, their professional growth, and advancement. 

We motivate staff to attend training and professional development opportunities 

through relevant and current known workshops, seminars, and meetings on the 

subjects of child development, early childhood education, child protection, and child 

health and safety. 

We conduct regular performance reviews to assess staff performance, identify areas 

for improvement, and the implementation of staff development in practice under our 

existing programs and services. 

We are working on creating and strengthening a mentorship program to provide new 

staff members with guidance, support, and initiate them into the workings of the 

centre. 

We have a positive and approving structure in place to create an adequately supported 

environment for all our staff in the day-to-day operations of the facility. 

By investing in the professional development of our staff, we can further strengthen the 

capacities of our team of dedicated and qualified individuals who mirror our commitment to 

providing the best possible care and education to children. 

 

b. Police Record Checks/ Vulnerable Sector Check 

POLICY  

To ensure the safety and well-being of children, [COMPANY NAME] requires all staff 

members who have direct or indirect contact with children to undergo a police record 

check and a vulnerable sector check of any criminal and sexual offences. 

This policy applies to all staff members, including full-time and part-time employees, 

contract workers, and volunteers. 

PROCEDURES 

1. Before hiring a new staff member, we will conduct a thorough background check, 

including a police record check or vulnerable sector check. 

2. Staff members will be informed that they will be subjected to background checks. 

3. Existing staff members will be required to provide updated police record records 

annually. 

4. Failure to consent to or provide background checks will result in denial of 

employment or termination of employment. 

5. We will verify the results of the background check with the appropriate authorities. 

CRITERIA FOR EMPLOYMENT 
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● Staff members must have a clear record, with no criminal convictions that pose a risk 

to the safety of children or vulnerable adults. 

● We reserve the right to make discretionary decisions regarding employment based 

on the nature of the offense, the time elapsed since the offense, and other relevant 

factors. 

All personal information obtained through background checks will be treated with 

confidentiality and in accordance with applicable privacy laws. 

 

c. Volunteers and Students 

At [COMPANY NAME], we welcome volunteers and student placements from educational 

institutions. 

PROCEDURES  

Students and volunteers will be supervised by staff members and will be expected to 

adhere to all our centre's policies and procedures reserved for all staff working with 

children in their respective roles. 

Volunteers must complete a background check and provide references.  

All volunteers and students will receive orientation training to familiarize them with 

our centre's policies, procedures, and expectations. 

Volunteers and students will be required to sign confidentiality agreements to protect 

the privacy of children and their families. 

We will periodically review and update this policy to ensure that our facility is adequately 

staffed, that children are always under the supervision of qualified staff members, and that 

volunteers and students are adequately supervised and trained. 

 

d. Monthly Staff Meetings 

Staff meetings will be held on a monthly basis, serving as an opportunity for staff members 

to discuss centre operations, share information, and address any concerns or issues.  

PROCEDURES 

The specific date and time of staff meetings will be determined and communicated in 

a timely manner to all staff members. 

A meeting agenda will be distributed to all staff members prior to the meeting, 

highlighting the topics that will be discussed, which will typically include updates and 

announcements, program changes (if any), problem-solving and brainstorming, 

feedback and suggestions, staff development opportunities, and policy and 

procedure reviews.  
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All staff members are expected to attend monthly staff meetings, unless otherwise 

excused. 

Staff members are also expected to participate actively in discussions and share 

their ideas and perspectives. 

Any action items identified during the meeting will be documented and assigned to 

responsible staff members. Meeting minutes will be taken and distributed to all staff 

members and stored electronically.  

Discussions during staff meetings will be conducted in a confidential manner, and 

any sensitive information handled with discretion. 

 

e. Cellphone Policy 

POLICY 

This policy outlines our expectations regarding the use of cellphones by staff 

members during working hours. This policy ensures that staff members are focused 

on their duties, and that the use of cellphones does not interfere with their ability to 

provide quality care to children. 

USING CELLPHONES DURING WORKING HOURS 

Personal use of cellphones, such as texting, browsing the internet, or playing games, 

is not permitted during working hours. 

The use of cellphones during working hours should be limited to essential purposes 

only, such as personal emergencies or work-related communication (communicating 

with parents or other staff members). 

Cellphones should be set to silent mode or vibrate mode in designated quiet zones, 

such as classrooms or nap areas. 

Staff members must prioritize the safety of children over personal cellphone use. 

CONSEQUENCES OF POLICY VIOLATION 

A verbal warning will be issued for the first violation of the cellphone policy, while 

subsequent violations may result in a written warning. Repeated violations of the 

cellphone policy may result in disciplinary action, up to and including termination of 

employment. 

 

f. Dress Code 

POLICY 

Our centre has a dress code in place that serves to uphold a professional and 

appropriate appearance for staff members. The dress code ensures that staff 
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members are dressed in a manner that is safe, comfortable, and reflects our 

commitment to providing high-quality care. 

GUIDELINES 

Staff members must maintain a clean and neat appearance. 

Clothing must be modest and avoid revealing attire. 

Clothing must not pose a safety hazard, such as loose clothing that could get caught 

in equipment. It must be comfortable and allow for easy movement. 

Staff members should wear closed-toe shoes that provide adequate support and 

protection.  

We will accommodate cultural or religious dress requirements. 

CONSEQUENCES OF POLICY VIOLATION 

A verbal warning will be issued for the first violation of the dress code, while 

subsequent violations may result in a written warning. Repeated violations of the 

dress code may result in disciplinary action, up to and including termination of 

employment. 
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10. Parent Communication and 

Engagement 

a. Parent Handbook 

This handbook outlines our policies and procedures regarding communication and 

engagement by you, the parents or guardians. 

PARENT RIGHTS AND RESPONSIBILITIES 

As parents/ legal guardians, you have the right to: 

● Always remain informed about your child's progress and development 

● Participate in decision-making regarding your child's care 

● Access your child's records and files 

● Receive timely communication from the centre 

● File complaints or concerns if necessary. 

As parents/ legal guardians, you are responsible for: 

● Providing us with accurate and up-to-date information about your child's 

health 

● Ensuring that your child is dropped off and picked up on time daily 

● Paying any outstanding fees for the programs and services 

● Communicating with all staff in a respectful and timely manner 

● Commit to supporting the progress of your child's learning at home. 

By understanding your rights and responsibilities, you can play an active role in your child's 

education and well-being. 

COMMUNICATION CHANNELS 

We encourage daily communication between you and staff. This can be done 

through our online communication platform, emails, written notes, by phone or in 

person. 

Regular parent-teacher meetings will be scheduled in advance for the semester, to 

ensure you have ample time to plan to attend to discuss your child's progress and 

any concerns or questions you may have. 

We will share regular updates to keep you informed about upcoming events, 

activities, and important announcements. 

PARENT ADVISORY COMMITTEE 
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Our parent advisory committee is a group of parents who provide further input on the 

centre's policies and procedures. The committee meets regularly to discuss issues 

related to childcare, such as curriculum development, program improvements, facility 

updates, and community partnerships.  

Please contact us if you would like to serve on the parent advisory committee, and 

actively participate in shaping the direction of the childcare centre your child is 

attending. 

COMPLAINTS AND CONCERNS 

We understand that from time to time, you may have concerns or complaints about 

our centre, programs, and services. We take all complaints seriously and are 

committed to resolving them fairly. 

If you have a complaint or concern, please follow these steps: 

1. Contact the centre director in person, by phone, or in writing 

2. Discuss the issue, what your concern is, and how you expect the matter to be 

resolved. 

3. File the complaint or concern by gathering all relevant information. 

We will investigate the issue internally, and work with you to find a satisfactory 

resolution. 

If you are not satisfied with the resolution, you may file a complaint with the appropriate 

regulatory agency such as the Children's Services by the Consolidated Municipal Service 

Managers and District Social Services Administration Boards (CMSMs and DSSABs), 

available: https://www.ontario.ca/page/service-system-managers-child-care-and-early-years-

programs 

EMERGENCY CONTACT INFORMATION 

We make every effort to ensure the safety and well-being of children and staff during 

emergencies. 

Please fill out the emergency contact form (attached) for your child. 

 

 

We hope that this handbook provides you with valuable information  

about our centre and our commitment to parent communication and engagement.  

 

If you have any questions or concerns, please do not hesitate to contact us. 
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b. Emergency Contact Form 

This information will be used in the event of an emergency to contact you or your designated 

emergency contacts. 

Child's Name _________________________________ 

Date of Birth _________________________________ 

Parent/Guardian 1 

Name  _________________________________ 

Address _________________________________ 

Phone  _________________________________ 

Email  _________________________________ 

Parent/Guardian 2 

Name  _________________________________ 

Address _________________________________ 

Phone  _________________________________ 

Email  _________________________________ 

Additional Emergency Contact 

Name  _________________________________ 

Relationship to child  ___________________________ 

Phone  _________________________________ 

Medical Information 

Allergies _________________________________ 

Medications _________________________________ 

Health Conditions ___________________________ 

 

I hereby authorize the childcare centre to seek medical attention for my child in the event of 

an emergency. 

Signature: _________________________________ 

Date:  _________________________________ 

 

A copy of this form will be kept in the child's file upon enrollment. 
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11. Record Keeping and 

Documentation 

a. Attendance Record for Children and Staff 

POLICY 

At [COMPANY NAME], we record and maintain attendance records for children and 

staff. Attendance records are important for ensuring the safety and well-being of 

children, as well as for billing and administrative purposes.  

CHILD ATTENDANCE 

Staff members will record the arrival and departure times of each child on a daily 

basis. 

Parents or guardians must notify the facility in advance if their child will be late or 

absent. 

All late arrivals and early departures will be recorded. 

STAFF ATTENDANCE 

Staff members will be required to clock in and out using our timekeeping system. 

Staff members must notify their supervisor in advance if they will be late or absent. 

Staff members are entitled to sick leave in accordance with our sick leave policy. 

Attendance records will be stored securely and confidentially and retained for a period of 7 

years. They will be reviewed regularly to identify any notable trends or patterns that may be 

used for program evaluation and improvement. 

 

b. Daily Written Records 

By maintaining accurate and detailed daily written records, we can ensure that each child 

receives the best possible care and education. These records serve as a valuable tool for 

communication between families and staff, as well as internally for program and service 

evaluation and improvement. 

Daily written records will typically include the following information: 

● A description of the indoor and outdoor activities in which the child participated 

● Any notable behaviours or incidents, including both positive and challenging 

behaviours 

● A record of the child's rest time, such as nap or quiet time 
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● Any health concerns or symptoms that the child exhibited during the day 

● Any communication with parents or guardians. 

RECORD KEEPING PROCEDURES 

● Staff members will make daily entries into each child's individual record 

● Entries must be accurate and reflect the child's actual experiences 

● All information recorded in daily written records will be treated as confidential. 

Parents can request access to their child's daily written records. 

Daily written records will be reviewed regularly by staff members to monitor children's 

progress and identify any areas of concern.  

CONFIDENTIALITY 

At [COMPANY NAME], to uphold our commitment to protecting the privacy and 

confidentiality, we adhere to the following confidentiality policies: 

● We comply with all applicable data protection laws mandated by the Personal 

Information Protection and Electronic Documents Act (PIPEDA).   

● We obtain consent from parents or guardians before collecting and using personal 

information related to their child. 

● We handle sensitive information, such as medical records, diagnostic information, 

and individualized education plans (IEPs), with the utmost care. 

● Access to sensitive information is restricted only to authorized staff members who 

need to know this information to perform their job duties. 

● We practice appropriate security measures to protect personal information from 

unauthorized access, disclosure, or misuse. 

● We only disclose personal information related to a child's needs to third parties with 

the consent of the parent or guardian, or as required by law. 

● We retain personal information related to a child's needs for as long as necessary to 

fulfill the purposes for which it was collected, or as required by law. 

In the event of a data breach that affects personal information, we will notify affected 

individuals and take appropriate steps to mitigate the harm. 

 

c. Records and Documentation Retention 

POLICY 

The purpose of the policy of records and documentation retention is to establish 

guidelines for the retention and disposal of records and documentation related to our 

childcare facility. This policy ensures that we comply with legal requirements and 

maintain accurate records for future reference. 
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The minimum retention period for the following types of records is 7 years after the child 

leaves the facility: Individual child files, enrollment forms, health records, immunization 

records, IEPs and IFSPs, and daily written records. 

The minimum retention period for the following types of staff records is 3 years after the 

employee leaves the facility: Employment applications, personnel files, training records, and 

performance reviews. 

The minimum retention period for the following types of financial, legal, and facility records is 

7 years: Invoices and receipts, bank statements, tax returns, contracts, legal 

correspondence, incident reports, building permits, inspection reports, maintenance records, 

and emergency drill records. 

Records in paper form are stored in organized files and in a climate-controlled environment 

in a secure location, protected from unauthorized access, damage, or loss. Electronic 

records are stored on a secure server and backed up regularly.  

Sensitive documents, such as personal information and financial records, are shredded 

before disposal. Non-sensitive documents will be recycled. 

Our records retention policy is reviewed periodically to ensure that it remains current and 

compliant with legal requirements.  
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12. Administrative Matters 

a. Insurance and Liability 

Our childcare centre maintains general liability insurance to protect against claims of 

property damage, bodily injury, or personal injury. This insurance covers incidents that may 

occur on or off the premises of the facility. 

We also have an Errors & Omissions liability insurance which covers claims of negligence or 

professional misconduct. By maintaining adequate insurance coverage and implementing 

risk management measures, we strive to protect our business from potential liability claims. 

On account of our dealings with children, our insurance policies provide coverage for any 

and all potential risks, including property damage, bodily injury, personal injury, negligence, 

but also professional misconduct, product liability, and environmental liability. We implement 

risk management measures to minimize the likelihood of claims and to ensure that our 

insurance coverage is adequate, including safety inspections, staff training, and emergency 

procedures. 

CLAIMS PROCEDURE 

If a claim is made against our centre, we will follow our established claims procedure, 

such as notifying our insurance carrier and providing them with all necessary 

information. 

PARENT LIABILITY 

Parents are responsible for any serious damages caused by their child at the centre. 

As such, we also encourage parents to maintain their own liability insurance to 

protect themselves from potential claims. 

 

b. Immunization Policy 

Our childcare centre requires that all children be up to date on their immunizations, in 

accordance with the recommendations of Public Health Agency of Canada, and the updated 

Canadian Immunization Guide: https://www.canada.ca/en/public-health/services/canadian-

immunization-guide.html. 

Depending on the immunization guidelines, the following immunizations may be required for 

children attending our facility: Diphtheria, tetanus, and pertussis (DTP), polio, measles, 

mumps, and rubella, chickenpox (varicella), hepatitis B, pneumococcal conjugate vaccine 

(PCV), influenza (flu), and meningococcal disease. 

DOCUMENTATION 

Parents or guardians must provide documentation of their child's immunization status 

upon enrollment. This documentation must include a copy of the child's immunization 

record. 
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Children who have a medical contraindication to a vaccine may be granted a medical 

exemption. A written statement from a healthcare provider is required for 

exemptions. 

Parents or guardians must notify the facility of any changes to their child's 

immunization status. 

OUTBREAK PREVENTION 

Children who are not up to date on their immunizations may be excluded from the 

facility during an outbreak of a preventable disease. 

We may conduct screening for infectious diseases, such as measles and 

chickenpox, as necessary to identify and isolate cases to prevent spread and centre 

closures. 
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13. Conclusion 

a. Review and Updates to Policies 

This Policies and Procedures Manual will be reviewed periodically to ensure that it remains 

current, accurate, and relevant.  

Any necessary updates to the manual will be made promptly and communicated to 

all staff members. Updates will reflect changes in regulations, facility policies, best 

practices, staffing changes, and/or program changes. 

Updated versions of the manual will be distributed to all staff members. The manual 

will also be circulated and stored electronically for reference. 

All staff members will be required to acknowledge that they have read and 

understood the contents of the manual.  

By regularly reviewing and updating our Policies and Procedures, we can ensure that our 

centre is operating in compliance with all applicable laws and regulations. 

 

b. Monitoring Compliance and Contraventions 

All staff members must comply with our Policies and Procedures.  

We will routinely monitor compliance to ensure that any contraventions are addressed in a 

timely and appropriate manner, including conducting reviews of staff performance. 

Any complaints or reports of non-compliance and suspected contravention will be 

investigated promptly and thoroughly.  

If a staff member is found to have committed a contravention, appropriate disciplinary action 

may be taken, including terminating employment if deemed necessary. 

Staff members are also required to report any suspected contraventions to their supervisor 

or a designated compliance officer.  

All investigations and disciplinary actions will be documented and maintained in accordance 

with applicable record-keeping requirements. Reports of contraventions will be treated 

confidentially, and any retaliation against staff members who report suspected violations will 

not be tolerated. 
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c. Contact Information for Policy Questions 

For any questions or concerns about the policies and procedures outlined in this manual, 

please contact: 

Facility Director:   ____________________ 

● Phone:    ____________________ 

● Email:    ____________________ 

Human Resources Manager:  ____________________ 

● Phone:    ____________________ 

● Email:    ____________________ 

Program Coordinator:   ____________________ 

● Phone:    ____________________ 

● Email:     ____________________ 
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