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@Famﬂy Family Space Quinte Inc.

"Iépace Licensed Home Child Care Program

Section: INTRODUCTION & Policy Number:  Section A
PHILOSOPHY
Palicy: Overview Date Approved:  September 24 2003

Date Reviewed: March 2020

Family Space Quinte Inc. established the Licensed Home Child Care Program in 1985. This program provide
licensedchild carein aProvideb s  hfay chiékdren birth to twelve (12) year§ he Licensed Home Child Care
program operates within thegislative framework of the Child Care and Early Years 20tl4and County of
Hastings Purchase of Service Agreement. Hlbme Visitos ensure compliance through regular and quarterly
home visits omprised of scheduled and unscheduled visits.

PHILOSOPHY

Family Space Quinte Inc. feels it is important for parents to have access to the type of fidiableand
inclusivechildcare that they require. Th®me Visitorconsiders the specific eds of each family and matches
them to theProviderthat best meets their needs. This arrangement allows for siblings to be accommodated in
the same setting if possible, within their own f
environmet, theProviderdevelops a continuous caring relationship with each child.

Through a variety of daily experiences and with the guidance of a titdomad Visitor Family Space seeks to
foster the chil dbés physi c atlgpmentnPoovidemaneecdrefullysaesnedtb |,
establish their views on such topics as nutrition, discipline, and child activities.

A child is placed by the agency only after Pr®vider parent(s), and child have had a chance to meet. The final
decison as to the selection of tiRroviderto be engaged will be that of the parent(s). It is the decision of the
Provides registered with Family Space Licensed Home Child Care Program which children they will provide
care for and at which times. TReovders are independent contractors whoseiemployed

POLICY STATEMENT ON PROGRAMMING AND PEDAGOGY

How Does Learning Happen? Ont ariobdbs Pedagogy fo
purpose of guiding programming and pedagimglyamily Space Licensed Home Child Care. It is a professional
resource guide about learning through relationships for those working with young children and families. Itis

intended to support pedagogy and curriculum/program development in earlyiyearg p a ms . Pedag
understanding of how learning takes place and the philosophy and practice thassbhaponiderstanding of
l earni ngo. Curriculum and pedagogy in early yea

educators iad families, and relationships among them. Educators refer to all who work with children and
families in Licensed Home Child Care.

This policy statement, together with the regulations that guide program development, pedagogy and practice
licensed cld care settings, is intended to strengthen the quality of programs and ensure high quality experien
that | ead to positive outcomes in rel abeingpn t o <ch
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@Famﬂy Family Space Quinte Inc.

"Iépace Licensed Home Child Care Program

Section: INTRODUCTION & Policy Number:  Section A
PHILOSOPHY
Palicy: Overview Date Approved:  September 24 2003

Date Reviewed: March 2020

Children are viewed as being competent, capable, curious and rich in potential. Family Space Quinte Inc. is
utilizing How Does Learning Happen? Ontariobs Pe
Practitioners, including@rovides with tre Licensed Home Child Care Prograstaff, volunteers, and students
whoare on an educational placemeantplan and implement programming for children in their care to maximize
their learning and development.

The goals of the program are to:

9 promotethe health, safety, nutrition and weleing of the children;
Parents will provide infant feeding schedules for children up to the age of 12 montAsothdées will follow
The diverse backgrounds of the families and their traditions are respectedl, @s ensuring food allergies for
individual children are supported®Provides ar e required t o fFiost Natoms, InCihamd d a
M®t i so0 or ANutriti orandfthe requireenants oftthg ChildeCarsmandl BaflyayaarsAct ,
Providers willlimit serving processed foods. Children are offered many food choices, and the acquisition of
independent skills are encouraged and fostered Wyrthader Established sanitary practices are to be followed
to ensure the welbeing of all children an@rovides. Families accessing extended care beyond 6pm will
complete and sign an extended care plan to promote health, safety and wellbeing whtto it

I support positive and responsive interactions among the children, paremi ,Providers
Children are given opportunities to explore their individuality in a warm nurturing environment which allows for
open communication for children and thenovides . Parents and t haserespectedbdt e i
all times. Parents can enter i@videb s h o me  #hat thairrehild i$ preseatCommunications
between parents aftovides are essential to creating a fantgnteredexperience for the children in care.

9 encourage the children to interact and communicate ipasitive way and support their ability to self
requlate;
Provides play an essential role in sedfgulation by providing safe, stimulating environments for children to
explore. Allowing children to take safe risks, encouraginghsg| skills and indepwlence allows children to
make steps towards segulation. For instance, if a child is upset, that they are able to give consideration to
how they feel and how to best resolve the situation without a great deal of adult intervention.

9 fosterthec hi | drenés exploration, play and inquiry;
A variety of materials are available for children to explore throughout the day including indoor and outdoor
experienced~amily Space will ensure through observation on home visits that the play materials, etaipthe
furnishings are maintained in a safe condition and kept in a good state of repair.
Children are allowed to makeanageable risks in their daily play which fosters their ability to explore and
guestion things in their environment. Children are gitenopportunity through materials, and interactions with
Provides to develop their problem solving and critical thinking skiPsovides offer experiences which allow
children to foster their creativity, language, and imagination skills.

October 132023 2
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@Famﬂy Family Space Quinte Inc.

"Iépace Licensed Home Child Care Program

Section: INTRODUCTION & Policy Number:  Section A
PHILOSOPHY
Palicy: Overview Date Approved:  September 24 2003

Date Reviewed: March 2020

9 provide childinitiated and adultsupported experiences;
WhenProvides allow children to initiate their own play in a resource rich environment, there is a role for

Provides to help children enhance and enrich their learning. This is accomplished by allowing the children time

for uninterrupted play, by asking questiongkbend their learning.

f plan for and create positive |l earning environ
and development will be supported;
It is important thaProvides create the environment fohildren butallow the children to experience it on their
own. Provides need to follow the lead of the child and assist them to expand their learning. For example, if a
child is interested in insects, tReovidermay include insects in the sand table, look foedts on a walk, have
books available for the children to explore. In addition Rteviderneeds to be present and available to discuss
the topic of interest to thahild andfollow their lead.

9 incorporate indoor and outdoor play, as well as actplay, rest and quiet time, into the day, and give
consideration to the individual needs of the children receiving child care;

me

Connecting children to our natwural world is essenti

daily which include a balance of active play, quiet activities, indoor, outdoor experiences for each child in care
Provides offer opportunities for rests and naps for children when these are needed. The individual needs of
children are taken into consideration riegly in such small intimate home settings.

i foster the engagement of and ongoing communication with parents abioeipprogram and their

children
Parents are the most i mportant adudntadailyibasisiadicalhi | d ¢ s
Engaging parents in their childrends | earning is]|cc
where parent approved, phone calisya&ls, etc.and documening their learning.

9 involve local community partners and allotlnose partners to support the children, their families and

staff;
Family Space in addition to licensed home chadeis also the Ontario Eai®N Centre for Hastings and Prince
Edward County, and the Special Needs Resourcing Agency supporting children with exceptionalities in licensed

childcare. Provides are encouraged to explore the community through the many early learning opportunities
offered, libraries, markets, etd®rovides are a wealth of information fparents andre encouragkto share the
community events and opportunities for parents to enjoy with their children as well.

October 132023 3




@Famﬂy Family Space Quinte Inc.

"Iépace Licensed Home Child Care Program

Section: INTRODUCTION & Policy Number:  Secton A
PHILOSOPHY
Palicy: Overview Date Approved:  September 24 2003

Date Reviewed: March 2020

1 support staff, home child carBroviders or others who interact with the children in relation to
continuous prdessional learning;
Family Space is a leader in providing professional learning to early learning practitioners throughout Hastings
County. These experiences, including communities of practice are oPesvides to participate, and are
encouraged to do so. A communitypsécticehas beerstablished to be a direstipport andearning
opportunityfor them specifically. Thélome Visitosthrough regular visits,-mails, discussion boards, social
media, etc ensure thRtovides are provided with opportunities for contous professional learning.

9 document and review the impact of the strategies set out in the above goals;
Through the continuous professional learning offerd@rtvides, strategies to document the above goals are
continually beingexplored an@gxpandd upon. CurrentlyProvides are documenting the above goals through:
Observations, reflections, utilizing approved social media for posting pictures, learning storigésgee¢cis an
expectation that documentation be done weekly.

Belonging
Family Space, Licensed Home Child Care programs strives to ensure that thggauima connection between

the childrenProvides, parents, and the world around thePnovides interact with each child on an individual
basis and ensure that each child is given the op
Provder. Parents, as the most i mpor t Rrovidebpse rhsoomme iant az
Provides communicate with each parent on a daily basis verbally, or through written communications about
their child, which include child devgbment, meals and nutrition, activities, etc.

Well-Being

Each home where carepsovidedthe Providerensures that children are encouraged to interact and
communicate in a positive way to support their abilitget-regulate andlevelop to his/her ophum potential.
The welltbeing of the child is the primary focus of tReovideb s d ai | y Rravidees suppmortt emotiorsl.
and physical welbeing of children in care.

Engagement
TheProvidebs home as the early |l earning environment i

inquiry. Through play, children are given the opportunity to explore through materials that support an increast
awareness and understanding of concepts agsdeigth literacy and numeracy.

Program planning reflects a variety of activities which are a combination of group and individual, active and
guiet activities, indoor and outdqavhile keeping in mind the interests of the children in care.

October 132023 4
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@Famﬂy Family Space Quinte Inc.

"Iépace Licensed Home Child Care Program

Section INTRODUCTION & Policy Number:  Section A
PHILOSOPHY
Palicy: Overview Date Approved:  September 24 2003

Date Reviewed: March 2020

Expression
The relationship between tfeoviderand the child is the most important one in licensed home childcare.

Children are encouraged to use varied forms of creative expression to communicate feelings, experiences, id
and understandg of the world around ther@hildren aregiven the opportuity to build communication skills

with an ultimate goal of sellegulation. Through setegulation, the need fdrehaviour management

intervention naturallyleclines.

All new staff, home child carBrovides, studentand volunteersust review the program statement prior to
interacting with children and at any time when the program statement is modified.

The Role of theHome Visitor in Supporting Pedagogyand Ensuring Compliance

TheHome Visitos will ensure that the approaches get in the policy statement are implemented in the
operation of its program at eaPhovideb s  h oTheefacus of the visit will be to assist tReovides to

explore their interactions with children and paremtss will be through the exploratonGfHow Does L e
Happend, and AThi PRrevidér elleeHomA Yisitds willvutilizenexpmoratori questions with
eachProviderto assist them to reflect upon their practice with children and paréaésis will be shared
throughregularvisits by theHome Visitor communications sent viareail, and sharing amongBtovides on

the Family Spac&acebook groupghrough social media, and annual policy revidtwogram statement will be
reviewed and signed by thtome Visitos, Provides, appoved alternates and those ovedigBig in the home.
Documentations or contravention will be keptinBrevidebs f i |l e t o demonstrate ¢

INCLUSION

Inclusion means children are welcomed, supported and valued. It means #wditvities of playing, learning
and growing happen in a way in which all children feel that they belong. It does aotimaéthere are no
challengesrather it means that the child is in the best environment to experience success. It does not mean th
every child does exactly the same thing at exactly the same time. All children have different abilities and
aptitudes; an inclusive setting accommodates and builds on those. Effective inclusion is a process. (Source:
Supported Child Care: Province of fish Columbia). Family Space Quinte Inc. Licensed Home Child Care
Program offers inclusive settings in all homes.

In 1984, Family Space Quinte Inc. was incorporated as gorajit child care resource centre. One year later

the Home Child Care Programag/established. Over the years the Resource Centre Programs developed and
expanded. The Resource Consultant Programs in Hastings Countyonwsotidatedand Family Space Quinte

Inc. became the sponsor agency in 1998. In 2002, Family Space Quintadraesignated as the lead agency
for the Ontario Early Years Centre in South Hastings and Prince Edward Counties. The official opening of the
Ontario Early Years Centre was in April 2002, the OEYC then became an EarlyON Centre in 2018. Family
Space Quite Inc. promotes and provides for inclusive environmendd ihe programs which include Licensed
Home Child Care, Ontario Early Years Centre, and Resource Consultant Program.

October 132023 5
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@Famﬂy Family Space Quinte Inc.

"Iépace Licensed Home Child Care Program

Section: INTRODUCTION & Policy Number:  Section A
PHILOSOPHY
Palicy: Overview Date Approved:  September 24 2003

Date Reviewed: June 13 2022

DIVERSITY EQUITY INCLUSION -

fiDiversityfocuses on representation and who is present. It is relational and shows up in Bexygs.alone
ar eno6t the communiges they belong to are.

Inclusion addresses the quality of the experience that people in a grouplhsviihe degree tvhich someone
can fully benefit from and participate in what the group is offering.

Equity acknowledges that different people have had different experiences and have differenEgadgyls.
seeks to even the playing field and disrupts the idea thatéab s means equal . 0 P. 28

Family Space Organizational Commitment statement

Family Space is committed to a diverse equitable environment where all feel respected and valued
equitability. The dimensions of diversity include but are not limited to ancestry, culture, ethnicity, gender,
gender identity, language, physical & intelle@l ability, race, religion, sex, sexual orientation, and socio
economic status.

We d6r e commi t t-descimihatory Bne provigingrequal opportunities for employment, volunteering,
and advancement in all areas of our work

We respect the valubat diverse life experiences bring to our organization through governance, leadership and
education and we strive to listen to their views and give them value.

Webre committed to modelling diver s iedual treatmantcfdralls i o

OUR AWHYO STAITEMENSt atement that expresses our pr
impact.

ATo support, educate and inspire Providers to of/

October 132023 6




@Famﬂy Family Space Quinte Inc.

épace  Licensed Homehild Care Program

Section: INTRODUCTION & PHILOSOPHY  Policy Number:  Section B
Poalicy: Terms and Definitions Date Approved:  September 24 2003

Date Reviewed: May 24, 2022

FAMILY SPACE QUINTE INC.: PROGRAMS

FAMILY SPACE QUINTE INC.

Licensed Home Child Care ResourceConsultant Program EarlyON Centre

Family Space Quinte Inc. provides @goveprograms for children, familie®rovides and community child care
programs.

LICENSED HOME CHILD CARE PROGRAM

TheLicensedHome Child Card’rogram is licensed for up &9 homes Provides registered with Family Space License
Home Child Care Program provide care for children in their homes Hdime Visitos areresponsible for the selection,
ongoing support, inspection and monitoring of each of the homes to ensyskance with the dld Care and Early
YearsAct, County of Hastings Purchase of Services Agreement, applicable bylaws, Fire Department and Hastingg
Prince Edward County Health Un@opies of inspection issued by Health Unit on the premises will be uploaded in
CCLS.Financial assistance in the form of a government subsidy may be available for parents who cannot afford tg
full fees. Care is provided by salfnployedProvides registered with Family Space Quinte Licensed Home Child Car
Program. The Licensed Home Qidare Program is an inclusive progrdfnogram policies will be reviewed annually by
Provides, residents over 18, alternates and staff.

Child Care and Early Years Act, 2014

Provincial legislation that provides regulations and standards for dsasesl are and licensed home child care progran
under its jurisdiction in the Province of Ontario.

Fee Subsidy

Fee subsidy is a form of financial assistance toef
care administered by home child care agency. Parents with demonstrated financial need may receive financial as
toward the cost of licensed child care services. Subsidy eligibility is income based.

TheCanada Wide Early Learning and Child Care Strategynationbprogram to offer financial relief to families in the
form of a reduction to child care fees within licensed child care programs. Family Space Licensed Home Child Ca
program has opted into this program.

October 132023 7
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@Famﬂy Family Space Quinte Inc.

épace  Licensed Homehild Care Program

Section: INTRODUCTION & PHILOSOPHY  Policy Number:  Section B
Poalicy: Terms and Definitions Date Approved:  September 24 2003

Date Reviewed: May 24, 2022

Duty to Report

Responsibility to report a child in need of protection CFSA s)7Pif& Ontario Child and Family Services Act states the
persons must report directly to a Childrendés Aid S
be in need of protection. The individual must make the report directly to aechilérs ai d soci et y.
rely on anyone else to report on his or her behalf.

E.C.E. Qualifications
Qualifications in Early Childhood Education (E.C.E.) means that the educator has graduated freyaax t@onmunity

college program or equalent. In order to be recognized as having an ECE diploma, the individual must be a memt
good standing with the College of ECEO®s. Al | perm
maintain a membership in good standingwith e Col | ege of ECE®&s.

Family

A fundamental social group in society typically consisting of one or two parents (guardian) and their children (Sou
Websterds Dictionary)

Family-Centred Approach
Collaborative relationship between families and profesdin the continual pursuit of being responsive to the prioritig
and choices of families. (Source: Kennedy Institute on the Family)

Child with Special Needs
A child with special needs means a child whose cognitive, physical, social, emotional orrioativelneeds, or whose
needs relating to overall development, are of such a nature that additional supports are required for the child.

Hastings County Purchase of Service Agreement

Signed contract between Family Space Quinte Inc and the funding bdibefsed child care (County of Hastings).
This Agreement stipulates the terms and conditions by which an organization can receive fee subsidy for the prov
childcare in the County of Hastings.

Home Child Care Agency

An agency approved by the Mstry of Education to operate a licensed home child care program. Financial assistan
the form of a government subsidy may be available for parents who cannot afford to pay full fees as stipulated in t
Hastings County purchase of service agreement

Home Visitor
An employee of Family Space Quinte Inc. is designated to ensure that the Licensed Home Child Care program is
compliance with the Child Care and Early Years Act, 2014 and the County of Hamtingase oferviceagreemen
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@Famﬂy Family Space Quinte Inc.

épace  Licensed Homehild Care Program

Section: INTRODUCTION & PHILOSOPHY  Policy Number:  Section B
Poalicy: Terms and Definitions Date Approved:  September 24 2003

Date Reviewed: March 2020

How Does Learning Happen? Ont ari obébs Pedagogy for 1 he
It is the document to be used for the purpose of guiding programming and pedagogy in Family Space Licensed Home
Child Care. It is a professional resource guide about learning through relationships for those working with young childr

and families. Itisnt ended t o support pedagogy and curriculum/pr
Provider registered with Family Space Quinte Inc. Licensed Home Child Care

Refers to the person who provides direct care for children who arensplbyed and aresgistered with Family Space

Quinte Inc. Licensed Home Child Care Program.

Licensing

Licensing refers to a method of regulation whereby a minimum standard of care is established by a regulatory agency :
a potential Provider.

Licensed Home Child Care

Licensed Home€hild Care is the temporary care of children under 13 years of age, where such care is provided in a
private residence by a salfnployed individual registered with Family Spadeensed hom€hild CareProgram. The
regulations of the Child Ca and Early Years Act, 2014 governs Licensed Home Child Care. The care provided is in a
location other than the home of a parent or guardian of any such child;dotiruous period not exceeding 24 hours.

The number of children permitted to be caredi$ in accordance with the Child Care and Early Years Act, 2014. Only
Licensed Home Child Care Agencies are deemed potentially eligible to receive fee subsidies for families and wage
subsidies through a purchase of service contract with the Countystihdita

Outcomes

The intended result of an intervention.

Pedagogy

Pedagogy is Athe understanding of how | earning takegs
understanding of | earningo.

Policy

Policy, as the term is used here, refeer a definite course or method of action, selected among alternatives and in the ligh

of given conditions, to guide and (usually to) determine present and future developments.

Procedures
Procedures are statements related to specific policies ofdhaization that specify who does what, how and in what
order (Source: Voluntary Sector Leadership)

Purchase of Service Agreement
Formal legal funding arrangement for the provision of services.
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@Famﬂy Family Space Quinte Inc.

épace  Licensed Homehild Care Program

Section: INTRODUCTION & PHILOSOPHY  Policy Number:  Section B
Poalicy: Terms and Definitions Date Approved:  September 24 2003

Date Reviewed: March 2020

Quality Child Care

Quality child care is the provision of a safe, healthy, nurturing environment that provides opportunities for growth,
interaction, independence and development. It is responsive to the needs and unigueness of each child and to the
and needs of the parents.

Regulation

Regulation refers to any uniformly applied system of quality control. Regulations are genergdhised of three
components: the establishment of standards, the application of standards to programs, and the use of sanctions g
incentives to ensure that programs meet the standards.

Resource Consultant

The role of a Resource Consultant is a combinatichandson support, adult education and service coordination. The
key functions of the Resource Consultant include support to families in the development of their Family Service Pl
provision of information and suppdd families and child care sittys as well as provision of information and training t
the community to strengthen their understanding and share responsibility in the acceptance of all children.
Resource Consultants are in good standing of the College of Early Childhood Educat@seacahfipleted a poest
secondary program of studies approved by a director that is both theoretical and practical and that relates to the n
children with special needs. Resource Consultants have a valid certification in standard first aid, imtardiagd

child CPR, issued by a training agency recognized by the Workplace Safety and Insurance Board (WSIB).

Serious Occurrence
A serious occurrence is defined by provincial and municipal governments.

October 132023 10
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@Famﬂy Family Space Quinte Inc.

épace Licensed Home Child Care Program

Section: HOME CHILD CARE PROGRAM Policy Number: 1.1

Policy: Goals & Child Development: Looksee Date Approved:  November 2002

Checklist & Individual Service Plans
Date Reviewed: March 2020

Policy

All children with Special Needs will have either a Family Service Rtam a Resource Consultant, Anaphylaxis
Plan, Individual Health Care Plan, or Individualized Service Plan. Individualized Service Plans are atilized f
children who do not have Family Service Plan, Anaphylaxis Plan, or Individual Health Care Blamequire extra
medial support or measures to be taken to ensure safety. Where appropriate, these plans will be utilized in the
Provided s h o mengs, andhparbafi évacuation plans.

Procedures

The Home Child Care Program complies with @teld Care and Early Years Act, 20&4d is licensed on an
annual basis.

1.0 The Home Child Care Program complies with the regulations set forward by the County of Hastings in the
Purchase of Service Agreement

Child Development: Looksee Checklist

Family Space Quinte Inc. provides information to parentsRaodides to ensure that all are aware of
developmental milestones that children should be reaching. The most effective way to ensure this happens is tq
make thd_ookseeChecklist availabléo dl parents andProvides. Parents arférovides can access all of the
Screens: 1 montd, month 6 month 9 month, 12 month, 15 month, 18 month, 2 year, 30 month, 3 year, 4 year, 5
year, and 6 year in the following locations:

Home Child Care Office
Provideb s Ho me
Online: www.lookseechecklist.com

Families are encouraged to complete the appropriate age Developmental Screen on their child and discuss any
findings with thér Provideror Home Visitor
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@Famﬂy Family Space Quinte Inc.

épace Licensed Home Child Care Program

Section: HOME CHILD CARE PROGRAM Policy Number: 1.2
Policy: Guiding Principles Date Approved:  November 2002

Date Reviewed: March 2020

Policy

Family Space Quinte Inc. is committed to providiamily-centred quality child care services and these values are
reflected in the guiding principles of the organization.

Procedures

1.0 The mission statement of Family Space Quinte Inc. is as follows:
To provide a variety of quality services and supports to enhance thbeiradl, development and education
of all children, in partnership witBrovides, parents and community.

The core values of the organization include the following:

All children are presented with the opportunity to have experiences which foster growth, development and learn
All children and families will have barridree access to services

We accept the challenge of providing high risk children with those earlyierpes which will enhance their life
prospects

Quality service is important. Indicators of quality will be used to evaluate the organization.
Services will be provided by qualified individuals in a professional manner
A range of services will be prowved which are responsive to community needs and changing conditions

Board, staff and volunteers will work cooperatively and collaboratively with pafmgides and other members
of organizations in our community.
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@Famﬂy Family Space Quinte Inc.

épace Licensed Home Child Care Program

Section: HOME CHILD CARE PROGRAM  Pdlicy Number: 1.3
Poalicy: Mandate Date Approved:  November 2002

Date Reviewed: March 2020

Policy

The mandate of the Licensetbme Child Care Program operated by Family Space Quinte Inc. is to provide
supports tdProvides registered with Family Space Licensed Home Child Care Program and families based on the
following criteria:

D

()  Children and Families
Families with childrerfrom birth to twelve years are eligible to apply to the Home Child Care
Program.

(i) Providers
Provides who meet the criteria set forth by @bild Care and Early Years Act, 20&4d the
Purchase of Service Agreement from the County of Hastingstarded Home Child Care are eligible
to participate in the licensed Home Child Care program.

(i) Geographic Area of Service
The geographic area of service of the Home Child Care Program is Hastings County.

(iv) Type of Care Availablé Thesedefinitions are set out by the Purchase of Service Agreement from
the County of Hastings.
In order to meet the needs of families, Family Space Quinte Inc. offers care, which is flexible to
parentds schedul es. Care is available in the]|f

Full daysi 6 to 10 hours of care

Half daysi 3 up to 6 hours of care

Hourly

Before School

After School

Before & After School

Premium Care: 6 to 10 hounsuplic holidays weekends, or if the majority of care used falls
before 7:00 a.m. or after 6:00 p.m.)

Provides registered with Family Space Licensed Home Childcare Program are independent contractors and [self
employed. As such they set their own schedules and the hours and days they wish to provide care.
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@Famﬂy Family Space Quinte Inc.

épace Licensed Home Child Care Program

Section: ROLES AND RESPONSIBILITIES Policy Number: 2.1
Palicy: Providers Registered with Family Date Approved:  November 2002
Space Licensed Home Child Care
Program Date Reviewed: January 2023
Policy

TheProviderregistered with Family Space Licensed Home Child Care Program is deemed to be an independent
contractor who must comply with conditions and expectations specified @hitteCare and Early Yealct,

2014, Purchasef Service Agreement with the Countiyldastings, Hastings and Prince Edward Counties Health
Unit, Fire Departments, Zoning Departments and Family Space Quinte Inc. Agendgércontractual agreement.
Providers represent Family Space and shaliéys conduct themselves in a professionaimea

Procedures
1.0 The expectations drovides are specified in a contractual agreement and include the following:

Vulnerable sectocheckfor the Providerand everyoné&9 or oldediving in the home and any alternd®eovides

No person under the age of 18 is required to obtain a Vulnerable Sector Boeeker,within one month after the
person turns 18 years old, they are required to provide a statement that discloses every previous finding of guilt
under the Youth Criminalustice Act (Canada), if the person received an adult sentence.

Vulnerable sector screeniobecksevery 5 yearsAn offence declaration in every calendar year gitewvious
vulnerable Sector Screening Check ahdll be current to within 15 days of ttxéginal vulnerable sector cheak
most recent offence declaratiand shall address the period since the most recent offiestaration or vulnerable
sector checkThis is for theProviderand anyond9 or oldediving in the homeand anyalternateProvides or
anyone who visits regularly.

Will ensure thaWWSIB Standard First Aid includingfant/child CPR is completed before providing childcare and
must remain current. Failure to maintain current First Aid and Infant/Child CPR will result imrthieatgon of the
agencyProvideragreement.

Will comply with the program statement including sed§ulation and prohibitive practices developed by Family
Space Quinte Inc.

Provide daily activities which support the goals of the pedagogy statésnedtin the Family Space Licensed
Home Child Care policies.

Will provide programming of activities which are varied and flexible and is to include:
1. group and individual activities
2. activities designed to promote gross and-fimetor skills,language and cognitive, social and emotional
development
3. active and quiet play
4. activitieswhich provide experience with problesolving anddecisionmakingsituations.
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@Famﬂy Family Space Quinte Inc.

épace Licensed Home Child Care Program

Section: ROLES AND RESPONSIBILITIES Policy Number: 2.1

Palicy: Providers Registered with Family Date Approved:  November 2002

Space Licensed Home Child Care

Program Date Reviewed: January 2023
Willprovide care for the children, plan and i mpl eme
and provide any snacks or meals agreed upon with the parent, according toyMirdstealth Unit Guidimes, and
Canadaods F o dNdtionS,unuitthed, Metis,ior Nsittition for Healthy Term Infants.
Wilr ecord each child/renés attendance and follow p
Willgi ve TWO WEEKSS6 written not i c en, dpmintments, etc.yahdelsa natip/t i

the parents and the Agency as soon as possible if illness, etc. ptheemt®m looking after the children. Will
also notify all parents when any children in care have been exposed to a communicable disease.

Will notify parents in writing of any accidents or incidents involving their children.

Will allow parents access and welcome thato their home at any time that the parents have their children in care.
TheProvidermayseek out persons who may be used for alternate care when needed and ensures that their nam
a copy of their criminal reference cheeld vulnerable sector seréng checlkandWSIB approved-irst Aid/CPR
according to policys on file at Family Space Quinte Inc. before providing care. The alternate care will take place
theProvideb s h o m@hild Car@ dne Early Years Act, 2Q1it regulations, Ministry gidelines, and the Family
Space Quinte Inc. policies will apply to tReoviderand alternates. This includes the capacity regulations. Parents
and Family Space Quinte Inc. will be notified if any alternate person will be providing care.

Will report any child cared for privately.

Will comply withChild Care and Early Years Act, 2QIMinistry of Education guidelines, Purchase of Service
Agreement with the County of Hastings, Fire DepartinfiRegulations, Municipal Bylawd,he Hastingand Prince
Edwad Health Unitand Family Space Quinte Inc. policies. This includes inspections by the Fire Department,
Ministry of Education and The Hastingad Prince Edward Health Unithen requested.

Childrenare not to start care until tiroviderreceives approval from staff of Family Spacesnsure that all
required paperworks submitted by parents.

Will care for no more than fivar six (at the discretion of tHeéome Visito)) childrenin her/his home at any time.
Mustagree to keep confideat all forms of information on both children in care and their families.

Provides will allow parental access duritigose hours hat care is being provided
their home.

Any Providerwho does not have children in theireainder this Agreement is no longer considered toRrewder
with the Agency, and the Agreement is deemed to be terminated.
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@Famﬂy Family Space Quinte Inc.

épace Licensed Home Child Care Program

Section: ROLES AND RESPONSIBILITIES Policy Number: 2.1

Palicy: Providers Registered with Family Date Approved:  November 2002
Space Licensed Home€hild Care
Program Date Reviewed: January 2023

Ensure that at no time while providing care for children they are under the influence of attatijaanapr illegal
drugs.

Any contravention of Family Space Policies, standards of quality including safety of children and f&hilges,
Care and Early Yeansct, 2014 Countyof Hastings, Health Unit, Fire, Policetc.could result in the immediate
termination of the agendyfovideragreement.

Final remuneration t@roviderwill be withheld by Family Space until thieensinggreen signs returned.
Providermust have a printer and be responsible for all printing costs.

Family Space Quinte Inc.
Covid-19

Reviewed and upd#ed: April 8, 2022

PURPOSE:
The purpose of this policy is to outline the expectations of Family Space Quinte Inc. with regards teX80VID
immunization.

Eligible individuals, are encourageddonsidera COVID-19 vaccine

Child care Providersregistered with Family Space are not required to be vaccinated against COVHD9 but it
is recommended.

BACKGROUND

Vaccines provide the best protection against CO¥fD Family Space Quinte Inc. recognizes the importance of
immunization of individualsegularly interacting and providing services to children due to the nature of their work
and potential for exposure in the community. This COX{EDimmunizatiorrecommendation

aims to protect children, staff, providers, families, volunteers and students.

COVID-19 is an acute respiratory illness caused by the severe acute respiratory syndrome coronavirus 2 (SARS$

CoV-2). It may be characterized by fever, cough, shortness of breath, and several other symptoms. Asymptom
infection is also possible. Thisk of severe disease increases with age but is not limited to the elderly and is
elevated in those with underlying medical conditions.
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@Famﬂy Family Space Quinte Inc.

épace Licensed Home Child Care Program

Section:PROVIDER AGENCY AGREEMENT Policy Number: 2.1

Palicy: Providers Registered with Family Date Approved:  November 2002
SpaceLicensed Home Child Care
Program Date Reviewed:  April 26, 2023

PROVIDER/AGENCY AGREEMENT
BETWEEN:
HOME CHILD CARE PROGRAM
FAMILY SPACE QUINTE INC.
(Referred to as the fAAgencyo)
and

(Referred to as the AProvidero)

The parties agree that Providers are deemed to be independent contractors of Family Space Quinte Inc.

duration of this agreement.

This Agreement shall remain in effect unless eittatypgives the other thirty (30) days written notice that it
desires to terminate the Agreement. The policies will be reviewed annually.

THE PROVIDER:

1.0  Will comply with the program statement including selfjulation and prohibitive practices developed
by Family Space Quinte Inc.

20 Wi I | provide care for the children, plan and
devel opment that support Ontariobds Pedagogy
meals agreed upon withtpear ent , according to Canadads Foo
Nutrition for Healthy Term Infants.

30 Wi I | record each child/ rendés at tWillranpletcaad i nc |
submit an invoice to the office by 4:30p.m the f'and 18' of every month.

40 Wi | | give TWO WEEKS® written notice for an i
and notify the parents and the Agency as soon as possible if illness, etc. prevents her/him from look|
after the chitiren. Will also notify all parents when any children in care have been exposed to a
communicable disease.

5.0 The Provider may seek out persons who may be used for alternate care when needed and ensures

their name and a copy of their Vulnerable Secteckhpolicies sign off and certification in WSIB First
Aid/level C CPR is on file at Family Space Quinte Inc. before providing care. The alternate care will
take place in the Providerdés home. The §hil
of Hastings Policies, Health Unit Policies, Fire, and Bylaw regulations and Family Space Quinte Inc.
policies including enhanced health and safety policies will apply to the Provider and alternates. Thig
includes the capacity regulations. Parentskamdily Space Quinte Inc. will be notified if any alternate
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@Famﬂy Family Space Quinte Inc.

épace Licensed Home Child Care Program

Section: PROVIDER AGENCY AGREEMENT Policy Number: 2.1

Palicy: Providers Registered with Family Date Approved:  November 2002
Space Licensed Home Child Care
Program Date Reviewed: April 26, 2023

person will be providing care. Alternate care is only for emergency use and appointments, not for long
term use, cannot transport children, and can only administer lifesaving medication.

6.0  The Provider has the option of providing care jaAly children registered with the agency B) a
mixture of children registered with the agency and privately placed children C) only children that are
privately placed. All regulations, policies and procedures are consistent regardless of which model
providers choose. Providers with privately placed children will set and collect private fees. Providers
will give a receipt for payment to a person who pays privately for child care, free of charge. Family
Space will not provide administrative services regagdee collection for privately placed children.

7.0  Start up support is an available option for new Providers during the application piidiéessipport is
considered a deposit on future invoices. Family Space will issue $250 upon approval of requénedbieuln
sector checks and Highland Shores Childrends Aj d
when all other registration requirements have been thdar any reason, child care arrangements do not
proceed before care begins, or a Rteviagreement is terminated before full repayment has been made, any
money received from Family Space must be returned immediately. Once the Provider is actively providing
child care the agency will deduct $21.00 from each invoice deposit for 11 monthtofal of $462.00.
The final month the agency will deduct $21.00 for the first invoice deposit and $17.00 for the final payment
which will accommodate the bimonthly $500.00 payback. If a provider leaves before the total is paid back,
the amount owings due in full back to the agency by the end of the final pay period. This can be done byle
transfer or deduction from final payment.

8.0  Will report any child being cared for privately.

9.0 Providers, residents over 18 years and alternate Providergwéiv all Family Space policies
annually. Will attend the annual Licensed Home Child Care Policy Review conducted by Family Space
Quinte Inc.

10.0 Will submit a Vulnerable Sector Screening check every 5 years to the agency. An offence declaration
will be subnitted in every calendar year after initial vulnerable Sector Screening Check and shall be
current to within 15 days of the anniversary date of the previous Offence Declaration or Vulnerable
Sector check and shall address the period since the most rdeectafeclaration or vulnerable sector
check. This is for the Provider and anyone 19 years or older living in the home any alternate providers
and regular visitors.

11.0 No person under the age of 18 is required to obtain a Vulnerable Sector Check. Howewveons
month after the person turns 18 years old, they are required to provide a statement that discloses every
previous finding of guilt under the Youth Criminal Justice Act (Canada), if the person received an adult
sentence.

12.0 Will ensure that WSIB appwred Standard First Aid including infant/child CPR is completed before
providing childcare and must remain current. Failure to maintain current First Aid and Infant/Child
CPR will result in théeMMEDIATE termination of the Agency/Provider agreement wibhniotice.

13.0 Will comply with the Child Care and Early Years Act, Ministry of Education regulations, County of
Hastings Policies, Health Unit Policies, Fire, and Bylaw regulations and the Family Space Quinte Ing.
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@Famﬂy Family Space Quinte Inc.

épace Licensed Home Child Care Program

policies including enhanced health and safmlicies. This Provider is approved to provide care for a
maximumof 6 children at any given time.

Section: PROVIDER AGENCY AGREEMENT Policy Number: 2.1

Palicy: Providers Registered with Family Date Approved: = November 2002

Space Licensed Home Child Care
Program Date Reviewed: April 26, 2023

14.0
15.0
16.0
17.0

18.0

19.0

20.0

21.0

This Provider requires Agency approvapiomvide extended care. An extended care plan must be
submitted to the Agency.

Will adhere to the Ministry of Education regulation related to the ages and number of children allowe
in care at any one time.

Must agree to keep confidential all forms of information on both children in care and their families.
Any Provider registered ith Family Space Licensed Home Child Care Program who does not have
children in their care under this Agreement is no longer considered to be a Provider registered with {
Agency, and the Agreement is deemed to be terminated.

Family Space may terminateighAgreement at any time and without notice if the conditions of the

Agreement are not met or the Provider is found to have contravened the Child Care and Early Years

Act, Ministry of Education regulations, County of Hastings Policies, Health Unit Polfiresand

Bylaw regulations and the Family Space Quinte Inc. poli¢iag.contravention of Family Space
Policies, standards of quality including safety of children and families, Child Care and Early Years A
County of Hastings, Health Unit, Fire, Pdjcetc. could result in the immediate termination of the
Agency/Provider agreement.

Providers equipment is assessed regularly, and condition is noted. However, damaged, lost or mis
parts of the equipment are the Providers financial responsibiltyistry of Education signage must

be returned to Family Space in good condition within 7 days of the termination of the Agency/Provid
agreement. Final remuneration to Provider will be withheld by Family Space until the signage is
returned.

Termination of this Agreement without notice may also occur in the event of the Provider or other ad
residing in the home being charged with a criminal offence. The children in care will be placed in oth
homes if possible.

If a Provider wishes to appeal a démis a meeting may be arranged with the Board of Directors. All
requests for appeals must be submitted in writing to the Board within 30 days of termination of
Agreement. The decision of the Board of Directors is final.

THE AGENCY:

1.0

2.0

Recognizes Providerggistered with Family Space Licensed Home Child Care as members of the
Family Space Quinte Inc. Corporation and therefore entitles voting privileges at the Annual General
Meeting once you have completed the Membership Form.

Will offer a Community of Praate through Family Space Quinte Inc.on a regular basis and advise the
Provider of upcoming community workshops through newsletters and bulletins.
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@Famﬂy Family Space Quinte Inc.

épace Licensed Home Child Care Program

3.0  Will advertise the availability of Providers registered with Family Space Licensed Home Child Care
Program angbass the Providers name and contact information to families requiring care.

Section: PROVIDER AGENCY AGREEMENT Policy Number: 2.1

Palicy: Providers Registered with Family Date Approved:  November 2002
Space Licensed Home Child Care
Program Date Reviewed:  April 26, 2023

4.0  Will visit the Providers home at least quarterly to monitor adherence to the Child Care and Early Years
Act, Ministry of Education regulations, County of Hastings Policies, Health Unit Policies, Fire and
Bylaw regulations and the Family Space Quinte Inc. policies including enhanced health and safety
policies.

5.0  Will provide administrative services regarding fee collection for families registered with Family Spact
Government grants received from the County oftidgs will be issued to Providers while they are
available.

6.0  Will facilitate an orientation session that covers all policies and review of Agreements and necessary
forms. Providers must attend this orientation session before receiving children irotheir h

7.0 Reserves the right to enter the home of a Provider to investigate any claim of an incident, which may be
deemed to be a serious occurrence, or of a serious nature.

D

Signature:
Provide Date
Home Child Care Visitor Date
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@Famﬂy Family Space Quinte Inc.

épace Licensed Home Child Care Program

A copy of this contract will be provided to the Provider and a copy will remain on file at the agency.

Section: APPLICATION AND ENROLLMENT Policy Number: 3.1

Policy: Application for Enroliment, and Date Approved:  November 2002

privately placed children
Date Reviewed:  March 3, 2023

Policy

Parents interested in licensed home child care ommpletean online registration formAll records must be current fo
all agency children, and privately placed childrél. child recordsmust beretained for 3 years after the date of
discharge.

Procedures

1.0 A child care request form @vailable online for initial child care enquisié www.familyspacequinte.coni\
Home Visitor will assess the needs of the faraityl give parents the names of any Providers available in the
geographic area where they are looking for care. The parent contacts the prospective Providers to set up an
interview time that is agreeable to all parties.

2.0 After the interviews the parent daiets theHome Visitorto advise whicHProviderhas been chosen to provide care
for the child(ren).

3.0 In somecasesthe parents contact tiroviderfirst, and in other cases the parents askttime Visitorto contact
the Providerwho has been chosen.

4.0 Both the parent anBroviderhave the option of changing their mind before care begins. In this circumstance, a:
much notice as possible should be given so the parents can make alternate arrangenirotgd&éhaust
receive approval from Family Space the family to begin antlave a signed contract if they wish to charge the
parents 2 weeks notice

5.0 A spot is not considered confirmed urdil necessary paperwohas beesubmitted If a parent withdrawat
least 2 weekbeforethe scheduledommencemerntif child care,the parent will not be charde
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"Iépace Licensed Home Child Care Program

Section: APPLICATION AND ENROLLMENT Policy Number: 3.1

Palicy: Application for Enroliment, and Date Approved:  November 2002
privately placed children
Date Reviewed: March 3, 2023

Childrends Records

Provides willbehave access t o chi lcdrdsie8harsPoififor eaehschildin ahre,enohedingg e n c
privately placed children.

Records will include:
1. An online registration form

2. Thename, date of birth and home address of the child.

3. The names, home addresses and telephone numbers of the parents of the child.

4, The address and telephone number at which a parent of the child or other person can be react
case of an emergency duringthours when the child receives child care.

5. The names of persons to whom the child may be released.

6. The date of admission of the child.

7. The date of discharge of the child.

8. The childbdés previous history of com@tentioni cab

and, in the case of a child who is not in attendance at a school or private school within the mee
of the Education Act, immunization or required form completed by a parent or legally qualified
medical practitioner as to why the child shoutd be immunized.

9. Any symptoms indicative of ill health.

10. A copy of any individualized plan.

11. Written instructions signed by a parent of the child for any medical treatment or drug or
medication that is to be administered during the hours the child rechilgsare.

12. Written instructions signed by a parent of the chid concerning any special requirements in resp
of diet, rest or physical activity.

13. A copy of any written recommendation refer
regarding thglacement for sleep.

The chil dr e n 6ascessieeabs Pdosideis homént at thachome child care office.

Family Space will ensure that childrenés records wil
from the agency.
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"Iépace Licensed Home Child Care Program

Section: APPLICATION AND ENROLLMENT Policy Number: 3.1

Palicy: Application for Enroliment, and Date Approved:  November 2002
privately placed children
Date Reviewed: March 3, 2023

Family Space ensures that the medical officdreaflth or his or her designate, upon producing proper identification, is
permitted to inspect the records and that copies are provided upon request.

If information is not available, either because a certain section is not applicable to a given chédent does not wish to
provide the information, Family Space andfsovides must record the reason the information is not available by
indicating Anot applicable (N/A)O or Aparent diodthatot
the agency has made an effort to collect the information.

October 132023 23



@\\Fﬂmﬂy Family Space Quinte Inc.

"Iépace Licensed Home Child Care Program

Section: APPLICATION AND ENROLLMENT Policy Number: 3.2
Policy: Parent/Agency Contract Date Approved:  November 2002

Date Reviewed: March 2020

Policy

The expectations of thearent and Family Space Quinte Inc. regarding the Licensed Home Child Care Program are
specified in a contractual agreement.

Procedures
1.0 The parent will complete and sign the Parent/Agency Contract prior to the commencement of licensed home ¢
care.

2.0 Each family will receive a copy of the Home Childre Parent Handbook.

PARENT - AGENCY CONTRACT

| have read the PARENT HANDBOOK of Family Space Quinte |Inc.

| understand that therovides registered with Family Space Licensed Home Child Care Program aeengdfyed independent contracto

I understand that although the agency conducts regular home visits and offers child care worl&touets, it is impossible for thelome
Visitort o know the situation of all/l homes at a bnmentanddesaussisguss wihthe a r
Provider

Also, | understand that an altern&moviderselected by myroviderin the case of an emergency or other special circumstance may not nece
be aProviderregistered with the Family Space Licensed Hom#dGPare Program.

I understand that if my child is experiencing difficulty with the program, | will be notified biPtoeiderregistered with Family Space Licensed
Home Child Care. | also understand that discharge of a child from Family Space could aesubf the following conditions exist:

*Parent voluntarily withdraws child from Licensed Home Child Care

*Non-payment of fees.

Parent Signature: Home VisitorSignature

DIRECT PAYMENT SERVICEENROLLMENT AUTHORIZATION

If you are a fee payer please submit a void cheque or bank form and complete this authorization.

Full Fee Parents:

Child care used from the'to 15" of the month will be debited on the™®8f the same month. Child care used from th# ttGend of the manth
will be debited on the of the following month.

Subsidy Parents with a required monthly contribution:

| would like my monthly contribution debited:

[ 1 Once per month on the 2®f the month

[ 1 Split between two payments on theas the nonth and the 1@of the following month.

An invoice will be emailed to parent (s) with the amount to be debited prior to due date. A $30 NSF applies.
Email invoiceto:

| have read and understood the terms of this authorization.

Signature: Date:

October 132023 24



@\\Fﬂmﬂy Family Space Quinte Inc.

"Iépace Licensed Home Child Care Program

Section: APPLICATION AND ENROLLMENT Policy Number: 3.3
Policy: Provider/Parent Agreement Date Approved:  November 2002

Date Reviewed: June 21, 2023

PROVIDER/PARENT AGREEMENT

Policy

The role and responsibilities of the parent andRiteviderregistered with Family Space Licensed Home Child Care
Program will be specified in a contractual agreement.

Procedures

1.0 Prior to a child being placed with a Provider, the parent and Providexcariead to complete and sign a
Provider/Parent Agreement. All Family Space policies will be reviewed annually by providers.

2.0 The responsibility for ensuring that a Parent/Provider agreaemeompleted for each familg the primary
responsibility of théProvider, with support from the Home Visitor.

3.0 The Provider and the agency will have a copy of the signed agreement. The Provider will ensure parents hav
copy of the signed agreement.

4.0 Two weeks written notice is required if either a pareminates child care with their Provider, or a Provider
terminates child care with the parent. This notice must also be given to the Agency. Two weeks termination
starts on the day the notice is given regardless of the time of day it was given. Fdegiarofice is given on
Monday, Monday counts as day 1.

5.0 A family that doesndédt start on the agreed upon d
with a start date has been submitted and approval has been given by Family Space

6.0 When a Provider i s notified of 2 weeksd6 notice t
possible to advise of final charges.

7.0 Family Space offers a sample Parent/Provider agreement that Providers may consider when
signing with families.

8.0 Al l Provider/ Parent agreements must be seé€
sent any other way will not be accepted.
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Family Space Quinte Inc.

Licensed Home Child Care Program

Section: APPLICATION AND ENROLLMENT Policy Number: 3.3
Policy: Provider/Parent Agreement Date Approved:  November 2002
Date Reviewed:  March 2020

|ProviderfParent Agreement per Child

LS | IS hegistere
Child is Registered
with Agency
Child is Privatd

Parent Name: [Flick or tap here to enter texf]

Provider Name: [lick or tap here to enter tex{]

Fee &chedule: for agency regiztered families only.

Pleazs usa the parent fee codes approved by Family Space and mdicate which codes are scheduled for the
child

Parents and providers understand that two weeks wrnitten notice will be required for termination or an
mtermiption of care. The home visitor will be notifiad of any changs in care. Parents will be billed for the 2
weeks,

Start Date: [lick or tap to enter a date]

Child Namea: [Click or tap here to entar tex{]

Days= of Week Code Drop off Time Pick up Time
(HH.MMam/'pm) [(HH MM am/pm) [
Wionday [q E-lick or tap here to enter tesrf] |[EClick or tap here to enter texg] | Elick or tap here to enter texg]
Tuesday [C] [E-lick or tap here to enter text. |[-lick or tap here to enter text] | Elick or tap here to enter text]
-'edneg,da-_{ j [lick or tep here to enter texq] | [Elick or tap here to enter texi] | E-lick or tap here to enter texg]
Thursday [j E-lick or tzp here to enter teerf] [[EClick or tap here to enter texy] | [Click or tap hera to enter texq]
Friday [j E-lick or tep here to enter teerf] |[EClick or tap here to enter texy] | Eolick or tap herea to enter text
Saturday [ |E-lick or tap here to enter texy] |E-lick or tap here to enter texg] | E-lick or tap hera to enter text.
Sunday [ j E‘Iir_k of tzp here to enter '.Exﬂ E;‘]ic'.-: of t2p here to enter text. E:]‘.'u:'.-: of tzp here to enter text.

Other Fee Schadule Detail: “for the agency and privately registered families™ (mcluding withdrawal
procadurez, holidays, sick time)

[Clc':i of tap here to enter I:a}:t]

Meal: and Snacks:
Ileals will be served by the provider in zccordance with the scheduled hours:

AM. snack: [C];-:h or tap here to enter :ex‘;l PML mack:[(:];-:l{ or tap here to enter :exﬂ

Lunch:[-lick or tap here to enter text] Other {specify)[Click or tap here to enter texi]
I
When a child 15 on infant foed 1t wall be provided by the parent until the child 1= on table foed For a child on
infant fiood, a zeparate faadmg schedule must be complatad and updated monthly for children up to 1 vears of
age. Any food or dnnk containers provided by the parent must be labeled with the child’s name.

ProviderParent & greemant per Chald

2022

Jualy 11,

Email-

Phone:(613) 966-9427

Page | 1
www. familyspacequints com
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Indoor Supervizion:

The provider 15 required to remain with ehildren at 2ll times while providing eare. The supervision for
mdoor care for children shall be agreed uwpon by the parent and the provider. The providar must know the
whereabouts of the children af all times and muoet have approprizte contact with them. T agree to the
following indoor supervision plan for my chald: [Cli:'e: or tap here to enter texﬂ

[3  A)Constant Physical Supervision
m B) Within Ear'Eyeshot
Dutdoor Supervizion:

The provider 15 required to remaim with children under the age of zix at zll times during outdoer play. The
supervision of outdoor play for children ages six and older shall be agreed upon by the parent and the
provider. A separate outdoor supervizion plan must be completed and submitted fo the Agency bafora
mdoor or outdoor play without constant phy=ieal supervizion can take place. The provider mmst know the
whereabouts of the children af all times and muet have approprizte contact with them. I agree to the
following cutdeor supervision plan for my I:hjld:[Cli:'e: or tap here to enter texﬂ

[0 TA&) Constant Physical Superision

[ IB) Within Ear'Eveshot

[T ) Other (Complate Outdoor Supervizion Plan)

Ezcorting children:
This childiren) under @ vears of aze will ba szcorted to and from school or bus stop by:

E:L-:h of tap here to enter :e:—ct]
This childiren) 9 vears of age or older may walk unescorted to school.
[CL-:R or tap here to enter :e:—ct]

Mame of Schoal [C];i:h of tap here to enter :e:—ct] Phone = [CZ-:'_«: or tap here to enter l:axt]

Section iz completed by Provider:
The provider[Choose an iteny] administer prescription medications.

The provider[[Choose an iteng] have an Emergency Altemate Provider
Alternate Provider Mame: [Click or tap here to enter texf]

ProviderParent Agreement per Chald Phone(613) 966-9427 Page|
July 11, 2022 Emal- www. familyzpacequintes com
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If any of the terms and conditions agresd upon by parents and providers change, 2 new agreement must ba
executed. The agency mmst be informed of any changes mn this agreement and a new agresmant must be
complated and forwarded to Family Space by tha Provider.

b X

Furcat mgmatare: Frowvzder Ei.gu:bu':ﬂ
TPate-[lick or tap to enter a dats] Date:[{"lick or tap to enter a date]
F

T

X

Hioers: Vistor Shamature

Date-[Click or tap to enter a dats]

ProviderParent Apreement por Child Phone:(613) 266-2427 Page | 3
Jaly 11, 2022 Emal- www. familyepacequints com
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Section: PROVIDER RECRUITMENT, Policy Number: 4.0
SELECTION, ORIENTATION AND
TRAINING

Policy: Inclusive Child Care Model Date Approved: January 1, 2021

Date Reviewed: January 1, 2021

Policy
Individuals interested in providing licensed home child care with Family Space have options as to which model of car
they choose to provide.

Provides will advise Family Space of all children in care and whether they are registered or private children.

Provides will advise Family Space of changes in children in their care as they happen to ensure accurate record keej
stats, attendance, billing and compliance with regulations and policies including ratios.

All CCEYA regulations and Family Space jwi¢s regarding children and families are applicable to all children and
families whether they are registered with the agency or private.

Procedures

Family Space Quinte Inc. Inclusive child care model offers 3 options.
1) All Agency children. All children placed in the home are registered through Family Space.

1 Provides can care for a maximum of 6 children

1 Family Space determines both parent Braviderfees

1 Family Space collects parent fees

1 Provides comply with all Ministry ofEducation regulations in CCEYA and Family Space policies
including attendance reporting

1 Providerreceives Ministry required quarterly inspection and supportive monthly visits

1 Providerreceives General Operating Grant (GOG) and Wage Enhancement Grant (WEG)

1 Family Space will provide opportunities for professional development and team building

1 Income tax receipts issuedRoovides and families

1 $0 monthly fee paid to Family Space for services and administration costs

1 Fee subsidy available for families
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Section: PROVIDER RECRUITMENT, Policy Number: 4.0
SELECTION, ORIENTATION AND
TRAINING

Policy: Inclusive Child Care Model Date Approved: January 1, 2021

Date Reviewed: January 1, 2021

2) Agency and Private children

1
1

1

= =4 -8 -4 —a -9

3)

Provides can care for a maximum otildren

Family Space determines parent &rdviderfees for agency registered childrelRamily Space collects
parent fees from agency registered families

Providersets and collects fees for private families and must issue a rizeeipf chargeFamly Space
will not provide administrative services regarding fee collection for privately placed children and will
not aid in any payment discrepancies viftlovides in a private arrangement.

Provides comply with all Ministry of Educatioregulations in CCEYA and Family Space policies
including attendance reporting

Providerreceives Ministry required quarterly inspection and supportive monthly visits
Providerreceives General Operating Grant (GOG) and Wage Enhancement Grant

Family Space wilprovide opportunities for professional development and team building

Income tax receipts issuedRoovides and agenckegisteredamilies.

$0 monthly fee paid to Family Space for services and administration costs

Fee subsidy available for families regired with Family Space

Private Children Only

1 Provides can care for a maximuai 6 children

1 Providersets and collects fees for private families and must issue a rizeeipf charge.
Family Space will not provide administrative services regarding fee collection for privately
placed children and will not aid in any payment discrepanciesRuihides in a private
arrangement.

1 Provides comply with all Ministry of Education regulatiomsCCEYA and Family Space
policies including attendance reporting

1 Providerreceives Ministry required quarterly inspection and supportive monthly visits if
requested or Home Child Care team deems necessary

1 Providerreceives Wage Enhancement Grant

1 Family Sace will provide opportunities for professional development and team building

1 Income tax receipts issuedRoovider

1  $250 monthly fee paid to Family Space for services and administration cost.

I Fee subsidy not available for private families
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"Iépace Licensed Home Child Care Program

Section: PROVIDER RECRUITMENT, Policy Number: 4.1
SELECTION, ORIENTATION AND
TRAINING

Policy: Application Date Approved:  November 2002

Date Reviewed: January 27, 2023

Policy

Individuals interested in providing home child care with Family Shamnsed Home Child Care Program will be
required to complete an application.

Procedures

1.0 PotentialProvides with the Licensed Home Child Care Program are required to complete the Application to
Provide Home Child Camnehich is available Family Space wetasi

2.0 A Home Visitorwill meet in the home of any potentRfoviderand ensure compliance with teaild Care and
Early Years Act, 2014County of Hastings Purchase of Service Agreement, all relevant bylaws, fire and health
recommendations

3.0 Existing Provides who recruit newProvides are eligible for #roviderReferral Bonus. A $200 gift card will be
issued to théroviderwho referred a neWrovideronce the new child cafroviderhas been working for one pay
period.

4.0 Family Space offers $00 start up suppoifor newProvides during the application process. This support is

considered a deposit on future invoices. Family Space will issueup@BOapproval of required vulnerable sector
checks and Highl and Sh o itsef additional $250 enayde deposited wBeo alliotbetr
registration requirements have been nigtfor any reason, child care arrangements do not proceed before care
begins, or a Provider agreement is terminated before full repayment has been madmeyngeceived from

Family Space must be returned immediately. Once the Provider is actively providing child care the agency wi
deduct $21.00 from each invoice deposit for 11 months for a total of $462.00. The final month the agency wil
deduct $21.06or the first invoice deposit and $17.00 for the final payment which will accommodate the
bimonthly $500.00 payback. If a provider leaves before the total is paid back, the amount owing is due in full
to the agency by the end of the final pay peridtis can be done by e transfer or deduction from final payment.
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"Iépace Licensed Home Child Care Program

Section: PROVIDER RECRUITMENT, Policy Number: 4.1
SELECTION, ORIENTATION AND
TRAINING

Policy: Application Date Approved:  November 2002

Date Reviewed: January 27, 2023

APPLICATION TO PROVIDE LICENSED HOME CHILD CARE

Please complete all guestions.

A. provider personal information

Name:

Address:

City: Province: ON j Postal Code:
Telephone (Home): Email address:

Are you 18 years of age or older? Yes No

Are there any adult(s) (18 years of age and over) living in your home? || Yes I:‘ No

If “Yes”, please indicate the name of the adult and his/her relationship to vou.

Name Relationship

Are there any children (under 18 vears of age) living in vour home? Tes |_| No
If“Yes", please indicate the name of the child and his/her date of birth

Name Date of Birth

Are you currently privately caring for chuldren in your home? Yes | | No
If “Yes™, please indicate name of the child and his‘her date of birth.

Name Date of Birth
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B. Age category and number of children preferred
Please indicate the age category and mumber of children you would prefer.

I:I Infants (up to 2 years) |:| Preschoolers (2 yvears and up)
(Maxinmm- 3 children under age of 2)

Indicate schools and addresses within bussing and walking distance of vour home.

School Address

C. Please describe vour Experience with children.

D. Q1) As a provider what do you think a child needs from you each day?

E. Your perspective on caring for children
)2) How would you go about meeting these needs?

()3) How do vou view the relationship between vou and the Home Visitor of Family Space Quinte Inc ?

Q4) Describe your reasons for wanting to become a provider registered with our licensed home child care
program?

October 132023
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F. Emergency replacement (optional)

During times of an emergency or personal/medical appointments, an alternative person. known to vou, may
be available to come to vour home to care for the children. The adult vou name should, in your opinion, be
capable of providing appropriate care have Level C First Aid/CPE and a vulnerable sector check. Please
identify the alternate provider.

Name of Alternative Person:

Address:

City: Province: ON j
Telephone (Home): Postal Code:

G. Information.

I certify that all the information provided in this application is accurate and complete to the best of my
knowledge, and I understand that intentionally providing false information could result in refirsal of my
application or termination of my Licensed Home Child Care contract with Family Space Quinte Inc.

H. Tell us how vou heard about us.
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"Iépace Licensed Home Child Care Program

Section: PROVIDER RECRUITMENT, Policy Number: 4.1
SELECTION, ORIENTATION AND
TRAINING

Policy: Application Date Approved:  November 2002

Date Reviewed: March 3, 2023 2023

CONDITIONS TO BE MET TO BECOME A PROVIDER

[ ] Application to Provide Care

[ ] Initial Home Evaluation

[ ] Complete immunizatiomcludingfor adults in the home that are present on an ongoing
basis while children are in care or involved with the direct preparation of food.

[ ] Submit proof of immunization for own and privately cared for children

[ ] Submitvulnerable sector chedr Providerand anyone 19 years of age and over

[ ] Within one month after the person turns 18 years old, they are required to provide a

statenent that discloses every previous finding of guilt under the Youth Criminal Justice

Act (Canada), if the person received an adult sentence.

Pass fire inspection.

Submit proof of home liability insurance

Submit proof of vehicle insance

Submit proof of petds current rabies vaccinat

Must provide a smoké&ee environment.

Water sample if using well water

Submit proof ofWSIB approvedstandard First Aid and infant/child CPR/Level C certification

before carean commence

Submit VOID chequer bank formfor direct deposit

Providecontact information for 3 individuals gubmitwritten references

Highland Shores disclosure forms submitted and received

Attend orientation session which includes review of entire Home Child Care Policy Manual.

Search of affiliated College public register

Sign Oath of Confidentiality form

ProviderAgency Agreement signed.

Policy Sign off byProvides and other individuals regularly on the premises

Sign Notice with Respect to the Collection of Personal Information

Photo/video release

Hasaworking printer

— e
[ Ry S R S T SN S S |

— e e e
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Sectim: PROVIDER RECRUITMENT, Policy Number: 4.2
SELECTION, ORIENTATION AND
TRAINING

Policy: Initial Home Evaluation Date Approved:  November 2002

Date Reviewed:  August 16 2022

Policy

An initial evaluation of any potenti&ddrovide6 s home, who wi shes to be part of
Care Program will be conducted @ylome Visitor.

Procedures
1.0 A Home Visitorwill contact the potentigProviderto arrange a convenient tini@conduct an initial home
evaluation.

2.0 A Home Visitorwill conduct the evaluation and review any recommendations witRritndder

3.0 A Home Visitorwill approve the home when all recommendations have been addressed.
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"Iépace Licensed Home Child Care Program

Section: PROVIDER RECRUITMENT, Policy Number: 4.2
SELECTION, ORIENTATION AND
TRAINING

Policy: Initial Home Evaluation Date Approved:  November 2002

Date Reviewed:  August 16 2022

INITIAL HOME ASSESSMENT

Home Visitor:

Date:

Name:

Address:

Phone:

Town/City: Postal Code:

Type of Dwelling:

City Water: ] Yes [] No

Phones[ ] Yes [ ] No Boarderd: | Yes [ ] No

INDOORS

Smoke Detectors (one on each level) Yes [ ] No

Carbon Monoxide Detectors (one neach sleep are&)] Yes [ ] No

Fire Extinguisher[_] Yes [ ] No Fdlow up with Fire Inspector at time of inspection

First Aid Kit and manual x 4: ] Yes [ ] No

Laundry products inaccessiblg:] Yes [ ] No

Windows with locks and screenf:] Yes [ ] No

Stairways clear of obstruction & railingg:] Yes [ ] No

Where are gates required?
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Chest Freezerf | Yes [ ] No Lockedl:] Yes [ ] No
Adequate & Accessible Exits Locationis] Yes [ ] No

Garbage covered indoors and disposed of in a sanitary mgnheyes [ | No

Home is cleaii counters, tables, floors, bathroom, carpétd: Yes [ ] No

Outlets Covered: ] Yes [ ] No

Do you have any firearms on the premises including BB guns, and crosgbowss [ | No
(If Yes, complete this section).

Locked: [ ] Yes [] No

Key (inaccessible] | Yes [] No

Ammunition (stored separately) | Yes [ ] No

Do you have a fireplace/woodstove/electric heafel?Yes [ ] No

Which one: Location: Screen:

Indoor Play Area

Designated Creative Ared: ] Yes [ ] No

Family Room:[_] Yes [] No

Living Room: [ ] Yes [] No

Basement] ] Yes [ ] No Number of exits: Windows:

Any Rooms Off Limits:

Where do you envision children playing in your home

Where will children be resting and sleeping in your home?

Is there sufficient lighting for visual slpehecks? | Yes [ ] No

If you are interested in caring for children overnight, describe where ildenét sleep, where you will sleep?
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Do you have an outdoor light for families (for overnight care?) Yes [ ] No

Where would you isolate a sick child until parents can pick them up?

Where will children be eating in your home?

What would you typically feed children for lunch and snacks?

Describe how you would provide a stimulatinge®gagingenvironment for children:

What kids of toys, resources, creative materials, loose parts do you feel children need to have available to ensure the
learning potential?

Describe what you have now, and your plans to acquire more.

How would you go about creating an environment that allows both children and parents to communsgteeasd
themselves in all forms?

How would you create a senseb&longingfor both children and parents?

An early childhood program that promotesll-beingnur t ur es chi |l drends healthy de
growing sense of self.

Describe how you would accomplish this

Selfregulation is defined abe ability to monitor and control our own behavior, emotions, or thoughts, altering them
in accordance with the demands af gituation.
Describe how you help children develop their ability to-seffulate

Tell us about a time where there was conflict between children. What did the children do? What did you do?
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Kitchen- safety and cleanliness

Is the kitchen cleai counters, tables, floors, bathroom, carpéts: Yes [ ] No

Storage of cleaning supplies:

Storage of dangerous objects (knives, matches, etc.)

Storage of Medications/Vitamins:

Bathrooms- safety and cleanliness

Is thebathroom cleaii sinks, toilets, floors{ ] Yes [ ] No

Storage of cleaning supplies:

Storage of medications & vitamins:

Liquid soap:[] Yes [] No

Storage of Tools/Paints/Gardening Supplies/Flammable Liquids

Pets

Dog: [ ] Yes [ ] No [ ] Number
Ferret:[ ] Yes [ ] No [] Number
Cat: [ ] Yes [ ] No [_] Number

Location of litter box:

Other: [ ] Yes [ ] No
Temperament of Pet:
Outings

Will you be taking children on outings?] Yes [ ] No if yes, where, and for what purpose

How will you be travelling with the children?
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Own Car:[_] Yes [ ] No

Outdoor

Describe how you incorporate learniogtdoors for children.

Outdoor space is safe, tidy and free of garbage and haatd¥es [ | No

Yard adequate in size to alidor gross motor developmenit:] Yes [ ] No

If no, what are you stragjies for ensuring that outdoor time is an opportunity for learning and physical exercise

Fenced:[ ] Yes [ ] No

Gate:[ ] Yes [ ] No Lock: [ ] Yes [ ] No

Pool: [ ] Yes [] No

Fenced Separatelf:] Yes [ ] No

Life Saving Equipment:_] Yes [ ] No

Balcony/Deck

Enclosed:[ ] Yes [ ] No

Rails close enough to protect child:] Yes [ ] No

Tell us about your family

Tell us what you like to do with your family?

Who is typically in your home when you would be providing childcare. Visitors, family, friends.

Tell us why you want to provide home child care with a licensed agency?

Tell us about your experience caring for children.
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Have you ever worked in a liceed child care program? Which one and why did you leave?

We believe professional learning is essential. What topic would you be interested in exploring s& ipocue&nowledge
of caring for children and working with families?

How would you like to explore these topics ie: online, in groups, readimgg@urces, home visitor

Children in Care Privately
Full Names & Ages School & Grade Days & Hours of Care

Potential Provider has beeradvised of:

] Responsibilities and working relationskspbmit necessary forms when required

] Varying needs of parents (i.e. flexible hours, extra meals)

] Training Opportunitie$ Workshops, Orientation, Meetings

] Medical RequirementsCaregivers, Partner, and family info

[] Attendance/Invoice Schedule & Rexure

[] Income Taxi Keep all receipts, Revenue Canada,

L] EarlyON Services, Resource Consultant Program Services

L] Home Visits alternate scheduled & unscheduled (usually monthly)

[] $500Deposit toward future invoicg$250 after VBCAS checks $250 after all other registration is compléeted
$21.00 deducted for 11 months. On month 12, 1 payment of $21.00 & 1 paymentO&f $17

] Affiliation with a College/ Membership (ECE, SSW, Ontario College of Teachers)?

Family Space Quinte has the right to not accept an applicant depending esulteaf the Reference Checks,
Vul nerable Sector Check and Highland Shores Chil
family members, alternate caregivers or other residents living in the home 19 years of age or older. Any expel
already incurred by the applicant will not be refunded by Family Space.

Providers are eligible to receive $250 after all required CAS and Vulnerable Sector checks have been approv
a deposit towards future invoiceAn additional $250 may be depositetien all other registration requirements
have been metlf, for any reason, child care arrangements do not proceed before care begins, or a Provider
agreement is terminated before full repayment has been made, any money received from Family Space must
returned immediately.

Signature of applicant: Date:
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Section: PROVIDER RECRUITMENT, Policy Number: 4.3
SELECTION, ORIENTATION AND
TRAINING

Policy: Compliance with Provider Date Approved:  November 2002

Requirements & Monitoring
Date Reviewed: March 2020

Policy

All Provides, alternates, individuals living in the home over the age of 18, and others who interact in the home with
children must read, agree to abide by, and sign off on all Home Céikpolicies Others living in the home between the
ages of 1317 are encouragl to read the policy manual as well. Staff, volunteers and students involved in the Licensed
Home Child Care Program must also read, agree to abidath\gign off on all Home Child Care Policies

The policy sets out how compliance amhtraventions (neaoompliance) with the policies, procedures and
individualized plans will be monitored, recorded and addressed.

Procedures

1. Monitoring and Observations

Family Space Quinte Inc. will monitor each home child care agencyRtaffider student, volunteer and

other person regularly present or ordinarily resident at a premises is tordsstbss policies, procedures

and individualized plans are being implented, afllows:

Home Visitorwill observe and monitor the home child cBrevider

Family Space EarlyON Educator will observe and monitor placesheaénts;

Provides will observe and monitor volunteees)d

Provides will observe and monitor thether persons regularly present or ordinarily resident in a home child
care premises.

Monitoring and observations will be conducted on an ongoing basis through various means including, but
not limitedto:

participating regularly and informally in the pragn at a home child capeemises;

collecting feedback provided from familiend

reviewing written documentation (e.g. medication administration forms, daily wetterd, attendance
recordsetc.).

Home child care agency staff, students, volunteers, home chil®Pcaneles and othgoersons regularly
present or ordinarily resident at a home child care premises are encouraged to raise questions or concerns t

Home Visitorabout their own obsertians of others in order to encourage ongoing learning and constructive
feedback.

o ToPolo Io  DoDoloIo
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Section: PROVIDER RECRUITMENT, Policy Number: 4.3
SELECTION, ORIENTATION AND
TRAINING

Policy: Compliance with Provider Date Approved:  November 2002

Requirements & Monitoring
Date Reviewed: March 2020

A Monitoring will be conducted at different times of the day (e.g. morning, afternoon, periods of
arrival/departure, rest periods, meal times, outdoor play periods, transitions, etc.) to obseonleitmst
procedures and individualized plans are being implemented as required for different parts of the program an
daily routines.

2. Documentation andRecords
A Monitoring and observations will be recorded. Records of monitoringlservations will be stored at the
Agency.
A Documentation of observations will be completed at the time the observationadas at least 4 times a
year and will include concrete examples of observed compliancmamdmpliance.

A All records will be sbred at the Agency for at least three years from the date theyeated.

3. Follow-Up
A Any areas of concern with an individualés abilit
plans will be brought forward to the othdome Visitos and/or ExecutivBirector.
A Home Visitorand/or Executive Director will address their obseprgithrough a review and discussion
with the individuals observed and will seek to or provide them with supports to achieve compliance as
needed (e.g. additiontthining).
A Provides will receive a copy of the quarterly checklist upon completion.

4. Dealing With Contraventions Of Policies, Procedures Or IndividualizedPlans:
Family Space Quinte will make every effort to clarify expectations, and encourages home clatgboaxe
staff, studentsyolunteershomechild careProvides andotherpersonsegularlypresenor ordinarily resident at
a home child care premises to raise their questions and coabeunsnplementing policies, procedures and
individual plans on an ongoing basis. However, these individuals need to understand that@thplismces
will be recorded andddressed.

A Progressive discipline, up to and including dismissal or agreement teonirmatly be used to address

observed nottompliance with policies, procedures and individualized plans, taking into consideration the
nature and severity of the inci deampliancesnd t he i nd
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Section: PROVIDER RECRUITMENT, Policy Number: 4.3
SELECTION, ORIENTATION AND
TRAINING

Policy: Compliance with Provider Date Approved:  November 2002

Requirements & Monitoring
Date Reviewed: March 2020

Where a home child care visitor, student or volunteer is observed to fmomgtiant, the

child care agency will take one or more of the followaatjons:

Inform the individual that aon-compliance was observed, including the review of records or
documentation that provide evidence of tlee-compliance

Rereview the relevant policies, procedures, and/or individualized plans withdikiglual

Issue a verbal warning

Issue a writterwarning

Inform any relevant parties (e.g. College of Early Childhood Educators, College of Teachers, @ollege
SocialWork andSocialServicesthe contactpersonfor the programfrom which astudenthas been placed,
CAS, police, etc.)and/or

A Reportvioht i ons with the College of Ear |IGollegghi | dhood

Too Too To I

Where aProviderand/or a person regularly present and/or ordinarily resident at a premise is observed to be non
compliant, the home child care agency will take one aerbthe following actions:
A Inform theindividual thata non-compliancevasobservedincludingthereviewof recordsor
documentation that provide evidence of tlee-compliance;
A Rereview the relevant policies, procedures, anafdividualized plans with thiadividual;

a. lIssue a verbakarning;

b. Issue a writtenvarning;

c. Temporarily close the home child care premises for a period of time basedsenétity
d. Terminate the active agreement with the home child Reoeider and/or

e. Inform any relevant parties (e.g. College of Early Childhood Educators, College of Teachers, College
of Social Work and Social Services, the contact person for the program fromavghickent has been
placed, CAS, policestc.);

Where an observed narompliance meets the criteria for a reportable serious occurrence (e.g. an allegation of abuse ¢
neglect), the serious occurrence policy and procedures vidllbeed.

Where appropriate, the home child care agency will follow up with the family of a chitdandance with our policies
and procedures on parent issues@rterns.
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Section: PROVIDER RECRUITMENT, Policy Number: 4.4
SELECTION, ORIENTATION AND
TRAINING

Policy: Orientation Date Approved:  November 2002

Date Reviewed: June 2 2022

Policy

Provides registered with the Licensed Home Child Care Program of Family Space Quinte Inc. will be required to atte:
orientation session.

Procedures
1.0 TheHome Visitorwill provide an orientation session, which is mandatory for all Resvides.

2.0 The orientation session will include the following topics:

Overview of the Home Child Care Program

Role and Expectations of tirovider

Quality Home Child Care

Home Child Care Program Operations including altern&iexides, home visits, attendance ypgent, emergency
procedures, health and safety, fire drills, menu planning, serious occurrences, posting of emergency numbers, first ai
outings Covid 19 protocol

Effective ParenProviderCommunications

Training for tablets on loan from Family Space

3.0 Electronic copies of Family Space Licensed Home Child Care policies are available on Family Space website
These documents contditome Child Care Program policies and procedures and fdPolecy changeswill be
updated on the website as they occur.
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Section: PROVIDER RECRUITMENT, Policy Number: 4.5
SELECTION, ORIENTATION AND
TRAINING

Policy: Provider/Agency Agreement Date Approved:  November 2002

Date Reviewed: March 2020

Policy

Provides registered with the Home Child Care Program of Family Space Quinte Inc. are deemed independent contra
and expectations will be specified in a contractual agreement.

Procedures
1.0 A Home Visitorwill complete theProvidefagency agreement with tiReovider

2.0 A Home Visitorwill ensure that th@roviderreceives a copy of the signed agreement.
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Section: PROVIDER RECRUITMENT, Policy Number: 46
SELECTION, ORIENTATION AND
TRAINING

Policy: First Aid/CPR Date Approved:  November 2002

Date Reviewed: March 2020

Policy:

TheLicensedhome child care agency shall ensure Bratvides, emergencylternateandHome Visitos have avalid
cetification in standard first aid, including infant and child CB&vel C issued by a training agency recognized
by the Workplace Safety and Insurance Bq&v&IB)

Procedures:

1. Provides, alternategndHome Visitos must have valid certification in standard first aid arfanfchild CPR
Level Cissued by a training agency recognized by the WSIB before employment commernt@séoYisitos,
and

2. BeforeProvides begin to provide childcare on behalf of Family Space Quinte Inc.

3. Provides, alternateandHomeVisitors are not permitted to allow their first aid and infant child CPR to lapse at
any time.

4. A copy of valid certification must be submitted to the office at Family Spaderéaides andalternatesand be
kept in the personnel file fddome Visitos.
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Section: QUALITY HOME CHILD CARE Policy Number: 5.1

Policy: Criminal Reference Check, Vulnerable Date Approved: Feb 24, 1999
Sector Check& Child Welfare Screen
Date Reviewed:  August 31, 2023

Purpose

The purpose of this policy and the procedures outlined is to provide clear and transparent rules and processes for
regularly collecting and using information in police record checks and offence declarations for home child care
agency staff, students, volaers, home child caferovides and other persons who may interact with children at a
home child care premises.

This policy is intended to help protect the health, safety andbgeig of children, families and those involved with
the home child care agency by setting out measures to verify that individuals involved in providing child care in
positions of trust araot prohibited doing so under tild Care and Early Years Act, 200@CEYA) and do not
have a criminal history that may put children in care at risk.

No Providercommences care until all Criminal Reference Checks, Vulnerable Sector Checks and CAS check
are completed.

This policy is intended to fulfill the obligations set out under Ontario Regulation 137/15 for staff screening
and police record checks for a home child care agency.
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Section: QUALITY HOME CHILD CARE Policy Number: 5.1
Policy: Criminal Reference Checks, Date Approved: Feb 1999
Vulnerable Sector Checks & Child
Welfare Screen Date Reviewed:  August 31, 2023
Policy

Vulnerable Sector Checks (VSCs)

Family Space Quintddome Visitof Executive Director is responsible folbtaining a VSC from the
following individuals in accordance with the timelines indicdietbwand the regulations of your local police

department.
Individual Timeline
Employees, volunteers, 1 Beforebeginning employment or otherwise interacting wttiidren;

and students who

interact with children f On or before the'Sanniversary after the date the most reMS(;

1 After any break in the relationship with the licensee that has las
or more monthdhefore the relationship resumeaesd

1 After any break in the relationship with the licensee that has lag
less than 6 months, only if a VSC would have been reqdiredg
the breakpefore the relationshigsumes

Provides . .

o 1 Before the home child care agency enters into an agreemera W
Eve_ry person Ordlna_rlly new home child carerovider unless approved additional measur
resident at the premises are put in place by the agency due to a delay.

Everyperson regularly preser § On or before the'Sanniversary ofhe date of the most recarsC;

atthe premises 1 After any break in the relationship with the licensee that has las

or more monthyefore the relationshisumes

1 After any break in the relationship with the licensee that has lag
less than 6 months, only iN&SC would have been requirddring
the breakpefore the relationshigsumes

Every person who intends to
become ordinarily resident at
the premises

1 Before the person becomes a residemisgins to beegularly
present at thpremises

1 Before the person begins interacting with children receivingatar

A person who intends to be .
thepremises.

regularly at the premises
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Section: QUALITY HOME CHILD CARE Policy Number: 5.1

Policy: Criminal Reference Checks, Date Approved: Feb 24, 1999
Vulnerable Sector Checks &Child
Welfare Screen Date Reviewed:  August 31, 2023

All VSCs will be reviewed byHome Visitorand/or Executive Director to ensure that thes.

1 conducted by a police force from the city or town in which the pdigeswhere applicable;

]

prepared no earlier than six months before the day it was obtained by the home child care agency (see
exception below for students anolunteers);

the original documents (i.e. not a photocopy, see exception bel@wttents and volunteers)
not altered;

clear and legible;

= =4 —a -

provided in English or French (otherwise a certified translated copy into [English and/or French] must be
provided);

]

complete (i.e. no information missing or cuf);

1 inclusive of allinformation required about Criminal Code (Canada) convictions as required set out in
section 9 of th&€CEYA.

In the event that an existing Provider, student, volunteer, employee, resident over 18 or alternate
provider in the Providers home requires a neméwed) VSC/PRC the following procedures will apply
if there is a delay in receiving the VSC/PRC: The person from whom the VSC/PRC is required must:

Apply for a VSC/PRC from a local police department where the individual resides; submit the
required fee

Provide evidence of the application (where there is a delay in processing the application) to a
Home Visitor or Executive Director

The Home Visitor wil!/ ensure the individual 6s

Family Space may permit a person who haisprovided a VSC/PRC for a resident over the 18 to start
providing home child care with the following conditions: a) the resident will be required to apply to obtain a
VSC/PRC as soon as reasonably possible b) the length of time required to obt&®CIR&K justifies it)

Family Space puts additional measures in place to protect children who interact with the resident until the
VSC/PRC is obtained i.e requiring that the individual awaiting their VSC/PRC is always supervised by the
Provider when inteiding with children. If additional measures are used, a Home Visitor will document the
rationale for permitting the individual to interact with children prior to obtaining a VSC/PRC
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Family Space will determine whether they wilipgioveinteractions withchildrento begin or continue with
additional measures on a case by case basis.

The following exceptions will be applied to volunteers and stuastys

1 VSCs forvolunteers and students that are performed more than six months before the dag fneyided to
the home child care agency will be accepted as long as the VSC is less than 5 years old from the date it wa:
performed. In these casdise volunteer/student will also be required to provide the home child care agency
with an offence declation addressing the period since the day the VS(erdsrmed.

1 The home child care agency will accept a photocopy of a VSC from a volangtedent as long as
it is less than 5 years old from the date pagormed.
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Section: QUALITY CHILDCARE Policy Number: 5.1

Policy: Criminal Reference Checks, Date Approved: Feb 24, 1999
Vulnerable Sector Checks & Child
Welfare Screen Date Reviewed:  August 31, 2023

A criminal record check (CRC) will only be accepted in the place of awmtgte:

9 anystatute of Ontario or Canada prohibits the disclosure of information contained in a VSC in respect of a
person (e.g. information about persons under 18 years of age, pardoned offerices,

9 a police service will only issue a CRC, not a VSC, for an iddiaf;and/or

1 alicensee is a corporation and the director or officer does not interact with children at home child care
premises.

A Criminal Record and Judicial Matters Check will be accepted in place of a CRC mdtvad accepted in
place of &/SC

Any person who turns 18 while in a position where they interact with children receiving care at a home child
care premises will be asked Bipme Visitorprovide a statement disclosing every previous finding of guilt

under the Youth Criminal Justice Act (Y8) if the person received an adult sentence. Where the individual
confirms that there are no such findinggme Visitorwi | | document the request a
confirmation in theifile.

Any person who turns 19 while in a position where thegramt with children receiving care at a home child
care premises will be asked by to apply for a VSC within one month after tHédgirtt8lay. That person must
provide the home child care agency with evidéhaethey have submitted a V&@plication.

VSCs provided to the home child care agency must be intended for the position that the individual will hold
(i.e. employee and volunteer positions). Where the VSC has not been provided for the correct position, it will
not be accepted. There will be no egtions made for individuals to obtain a criminal reference check (e.g. for
medicalreasons).
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Section: QUALITY HOME CHILD CARE Policy Number: 5.1

Policy: Criminal Reference Checks, Date Approved: Feb24, 1999
Vulnerable Sector Checks & Child
Welfare Screen Date Reviewed:  August 31, 2023

OFFENCE DECLARATIONS (ODS)

Home Visitorand/or Executive Director Is responsible for obtaining an OD from the following individuals in
accordance with the timelines indicated below.

Individual Timeline
Employee

1 Annually, no later than 15 days after the anniversatiyeof
Volunteer most recent VSC d®D;
Students (including international
( g 1 Where a VSC halseen provided by a studentvmiunteer
studentsProvides that is more than 6 months old and less than 5 years old
o ) before the individual starts interacting with childrand
Persons ordinarily resident or regula|
present at the premises who are ove ¢ After any break in the relationship with the licensee hiaat
the age of 18 years lasted less than 6 months, oiflan OD would have been
required during the break, before the relationségomes.

ODs will be obtained from the individuals mentioned above every calendar year eoejmdividual has to
provide a VSC that year.

Any person from whom the home child care agency is required to obtain a VSC must provideHoB& to
Visitor and or Executive Director at the home child care agency as soon as reasonably possible any time they
are convicted of any offence under @r@mind Code(Canada).

Home Visitorand/or Executive Director will ensure that every OD includes all dbtlesving information:

1 the name of the individual who is making the offedeelaration;
1 the date of the last VSC or OOD or date df b8thday (whichever is mostcent);

T a | i st of al | of the individual 6s convictions fo
of the last VSC or OD (whichever is most recent), or a statdhadrihe individual has t been coneidtof any
offences under the Criminal Co@ieanada);
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Section: QUALITY CHILD CARE Policy Number: 5.1

Policy: Criminal Reference Checks, Date Approved: Feb 24, 1999
Vulnerable Sector Checks & Child
Welfare Screen Date Reviewed:  August 31, 2023

1 thedate the OD was madand

1 the signature of the individual who is making the offeteelaration.

Home Visitorand/or Executive Director who received an OD from an individual will review it and keep it on file
at the home child care agency in a secure location for three years after it was created.

Using Information Revealed in a VSC or OD and Confidentiality

No individual will be hired as an employee, accepted as a volunteer or stafgracted with to provide home
child care, or be allowed to otherwise interact with childrehettome child care agency or at any home child
care premises if their VSC or QBveals any of the following findings:

9 Any conviction for an offence under tRECEYA,;

1 Any conviction under the following sections of théminal Codg(Canada):

Section 151 (sexuatterference);

Section 163.1 (chilpornography);

Section 215 (duty gbersons to provideecessaries);
Section 229 (murdergnd/or

Section 233infanticide);

vy > D

In addition, a person with other convictions under the Criminal Code (Canada) for offences that pose a high risl
to the health, safety and wddéing of children, faiies and other persons involved with the home child care
agency may not be hired or retained as an employee, contracted with or kept as a home Emiddidare

accepted or kept as a volunteer or student, or be allowed to otherwise interact with children at a home child car

premises.
These include, but are not limitex

1 Physical or sexual abuseassault;
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Section: QUALITY CHILD CARE Policy Number: 5.1
Policy: Criminal Reference Checks, Date Approved: Feb 24, 1999
Vulnerable Sector Checks & Child
Welfare Screen Date Reviewed:  August 31, 2023
1 Manslaughter
1 Indictable criminal offences for chilabuse;
1 Convictions for any violent offenceshetherit involvedweapons;
1 Offences which indicate a pattern of behavior which could create risk in terms of the role the person is

expected to fill in providing child carend
9 Current prohibitions oprobation orders forbidding the individual to have contact with children
under 16 years of age.

Any person with a work permit or work visa that indicates that the individual is not permitted to work with
children will not be hired or retained as an emplycontracted with or kept as a home child Baowider

accepted or kept as a volunteer or student, or be allowed to otherwise interact with children at a home child car
premises.

I nformation about an indi vi dueeatéd@onfidentiallymndewery efforendlo r d
be made to protect the privacy of employdasyides, students, volunteers, and any other person mentioned in
this policy except when information must be disclosed for the purpose of implementing the procettiises

policy and for legaleasons (e.g. to the Ministry of Education, College of Early Childhood Educators, law

enf orcement aut horSotigtyps or a Childrends Aid

All hard copies 0€RCs, VSCs, ODs, and statements of findings of guilt under@d& will be kept in a
locked filing cabinet at Familgpace.Electronic copies will be stored in Providers electronic files.
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Section: QUALITY CHILD CARE Policy Number: 5.1

Policy: Criminal Reference Checks, Date Approved: Feb 24, 1999
Vulnerable Sector Checks & Child
Welfare Screen Date Reviewed:  August 31, 2023

Procedures In the event that an existingProvider, student, volunteer or employee or any resident over 18 or
al t er natPeobiderbisn htorme requires a new (renewed) PRC
there is a delay in receiving the PRC.

Action Process and Responsibilities

A) Obtaining aPRC 1. The person from whom a PRC is required must:

(i.e. VSC or i. apply for a PRC from the local police department where the
CRC as individual resides, submit the required fee for a P&,
applicable) ii. provide the evidence @ipplication (where there is a delaypiocessing

the application) tdHome Visitor or ExecutiveDirector

iii. provide the original PRC tdome Visitorand or Executive Director for
review prior to starting the position or otherwise interacting with
children, @ within [time period] if the person has been allowed to star
interacting withchildren.

2. Upon receipt of a PRGJome Visitorand/or Executive Directanust:

i. confidentially review the PRC to ensure that it meetsdfeirements
outlined in thispolicy;

ii. where the individual needs to keep their original PRC, create edjpye
of the document to keep on file at the home child care agency for thr
years after the true copy was creatsj

iii. place the PRC (original or true copy, where applicableks&care
location at the home child care agency with limaedess.
3. 6 months before a new VSC is requireldme Visitorand /or
Executive Directormust:

i. notify the individual(s) who need to provide a new VSC in writing
and require them to apply for a neve¥;and

ii. obtain a new VSC from the individual(s) no later than 15 days after tl
5- year anniversary date of the most red¢saC.

How to create a true copy of a PRC:

1. Make a complete and legible photocopy of the orighiR(C;

2. Make a true copgtatement on the photocoby:

t
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Writing i Or i geceiveandreviewedb y andprintingthefull name
of the individual who received and reviewed the original PRC;

Writing i D aréceivedandr e v i eandprihtingthefull datethe
PRC wageceived and reviewednd

Signing the true copy statement (the signature must be tteg of
individual who received and reviewed tRRC).

B) Submitting an
Offence
Declaration

1. Home Visitorand or Executive Director must:

2. The individual who is required to provide an @ibst:

3. Upon receipt of an OD, must:

2. place the OD in a secure location at the home child care agigh@ccess
limited.

Provide copies of the Of@mplate at each home child care prentises
support access to the document for individuals who are required to
complete an OD; and

When the anniversary date for a previous OD is approaching pavide
reminder to the individual in writing and the @&nplate.

Complete either the template available online or at the homeceaindd
agency, or complete their own OD that contains all the required
information;

Provide the completed OD tdome Visitorand or Executive Director
no later than 15 days after the anniversary date of the most @{gent

confidentially review the OD to ensure that it meets the
requirements outlined ithis policy; and
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Section: QUALITY HOME CHILD CARE Policy Number: 5.1

Policy: Criminal Reference Checks, Date Approved: Feb 24, 1999
Vulnerable Sector Check
Screening and Past Conduc& Date Reviewed:  August 31, 2023
Child Welfare Checks

Where the immediate health and safety of the children are a concern (e.g. a PRC, OD or attestation reveals that
an individual has been convicted of childrnography), the licensee or designate will:

7 follow the serious occurrence policies grdcedures;

1 notifythelocalC h i | dAid&Soci@tgimmediatelyin accordancavithii d wtdrye por t 6 obl i gat i
the Child and Family Services Act or subsequegislation;and

1 notify other authorities (e.g., College of Early Childhood Educators, Consolidated Municipal Service
Manager/District Social Services Administration Board, Ipcdite service, local public health, etc.), as
applicable.

1 Child Welfare (CAS) will be contacted in writing to provide the history on poteat@tides, and any
residents in the home over the age of 18 to determine if there is any previous involvement with child
welfare, and/or child protection concerns.
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My
Z)" }Ontario Ministry of Offence Declaration

1. Instructions

This form is intended for wse by child care programs licensed under the Ghild Care and Eady Years Act, 2014, to meet the following
r\eql.||r\emen15
Licensees must cbiain offence declarations from all mdividuals from whom they have previously obiained a wuinerable sector check. The
offence declaration must be obtained m every calendar year, except a year in which a vuinerable sector check is obtamed, and dated to 15
days before or after the anniversary date of the previcus offence declaration or vulnerable sector check, whichewver is most recent.
Licensees must cbiain a statement from any person who tums 18 years old while in a position where he or she interacts with children
receiing care, within one month afier the person turms 18 years old. The statement must disclose every previous finding of guilt of the
person under the Youth Grminal Jusfice Acf (Canada), if the person received an adult sentence.
Where a licensee has accepted a copy of a wvuinerable sector check from a volunteer or student, mstead of the original documents, the
wolunteer or student must provide an offence declaration that addresses the period since day the wulnerable sector check was performed if
more than six months but less than five years have passed since the day the vulnerable secior check was performed.
Any person from whom a licensee is reguired to obtain a vulnerable secior check is reguired to provide the licensee with an offence
declaration. as soon as reasonably possible, any time he or she s convicted of an offence under the Criminal Code (Canada).

This form must be completed and signed by the mdividual from whom an offence declaration is reguired. The form mast also be signed by the
licensee or designate to confirm recespt. This form must be retained for ministry revies.

2. Declaration
Child Care Program Mame:

I . declare that,
First Mame, Last Mame

since

Date of last wulnerable sector check or last offence declaralion, whichever s most recent, or date of 18th birthday (yyyy'mm/dd)
{Check all that apply.)
|:| | hawe not been convicted of an offence under section 151 (sexual interference) of the Grminal Code (Canada).
[ 1 have not been convicted of an offence under section 163.1 (child pormography) of the Griminal Gode (Canada).
[ 1 have not been convicted of an offence under section 215 (duty of persons fo provide necessaries) of the Grminal Code (Canada).
|:| | hawve not been convicted of an cffence under section 228 (murder) of the Cnminal Code (Canada).
[ 1 hawe not been convicted of an offence under section 233 (infanticide) of the Criminal Code (Canadal).
[] 1 have been convicted of the following offences under the Criminal Code (Canada):

H

Add Item (+)
| declare that the above discloses all of my convictions under the Griminal Code (Canada) since the date specified above.

In addition, | am aware of my duty io provide the Bcensee of the child care centre or home child care agency, as the case may be, with an
offence declaration as scon as reasonably possible, any time that | am comvicted of an offence under the Griminal Code (Canadal.

3. Signature (For completion by fhe employesiniunteensudentiprovider/person who is ordinarily a resident or regularty at a horme child care premises. )
First and Last Mame Signature Date (yyyy/mmidd)

4. Signature (For completion by the Bcensee/designate. )

First and Last Mame Signature Date (yyyy/mimddd)
Print Form Clear Form
303BE (2EM) € Cueen's Printer for Oniara, J0HE Dilspanibie en frangais Fage 101
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Section: QUALITY HOME CHILD CARE Policy Number: 5.2
Policy: Reference Checks Date Approved: Feb 24, 1999

Date Reviewed: March 2020

Policy

All prospective Home Child Carerovides will submit toa HomeVisitor reference checks outlining their previous
employment and/or work with children. Authorization form must be completed by the pdgentimlerbefore
references are contacted.

Potential Provider registered with Family Space Licensed Home Chil€are Program
Reference Checks$ to be completed

Date:

Reference Check for

Name of person being contacted as a reference:

In what capacity do you knothe individual?

Can you tell us the experience that this individual has had working with childrdaraities?

Can you give us examples of how this individual works with children when there are behavior challenges?

Can you give us examples adtivities this individual does with children to help enhanced their learning?

Overall how would you rate this individual on a scale frefwith (1 being not very good, to 5 being great) their

experiences working with children?

Any concerns regarding#hi per sonds
[ i

past experience working with ¢
Anything you woul d e

k to add in sdmovidet i on regardin

Reference Checking Consent and Authorization Form

| have applied to be Rroviderregistered with Family Space Licensed Home Child Care.

| authorize Family Space Quinte Inc. to conduct a reference check with my present

and/or previous employer(s). | understand that reference information may includet betimited to, verbal and written
inquiries or information about my employment performance, and work with children and families.

Name: (please print)

Signature:
Date:

The following people may be contacted:
Name:

Phone number (s):
Relationship to potentid&rovider
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Section: QUALITY HOME CHILD CARE Policy Number: 5.3
Policy: Automobile Car Seat Safety Date Approved: Feb 24, 1999

Date Reviewed: March 2020

Policy

It is the responsibility oProvides registered with Family Space Licensed Home Child Care Program to ensure that
children in their care are safe while they are inRlevide6 s aut omobil e. This is a reqg
Transportation.

Procedures

1.0 Provides will provide the appropriate car seats and seat belts for the safe transport of children in care and en:
they are properly secured and used.

2.0 Provides must ensure the car seats meet the requirements specified in provincial law.
3.0 Provides must ensurorward facingcar seats are tethered in.

4.0 Provides are encouraged to attend a ACar Seat Safety
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Section: QUALITY HOME CHILD CARE Policy Number: 54
Policy: Communicable Diseases and HIV Date Approved:  Feb 24,1999
Infection

Date Reviewed: March 2020

Policy

Family Space Quinte Inc. has an obligation to provide a safe and healthy environment for children Pravefes,
registered with Family Space Licensed Home Child Care Program, and the FamilHBpec¥isitor

Procedures

A. Communicable Diseases

1.0 Providers need to contact thdome Visitorimmediately if they or any person residing in their home, a family
member, or a child placed in their care becomes ill with a communicable disease. Parents must Rodifidtre
if their child has been exposedd@ommunicable disease. As w@ltpvides must notify the parents if they or a
member in their household has been exposed to a communicable disease. The ill child(ren) will be excluded
care during the contagious period and may be readmitted vehfemther symptoms of ill health are exhibited.
Provides will record symptoms of ill health.

2.0 Family Space will notify the Health Unit in the case of communicable disedsasrequired.

3.0 Covid-1971 Providers and parents will complete daily Coetil screemg and follow associated protocol as
directed by Hastings Prince Edward County Public Hedloviders will post proper handwashing and diapering
information where hands are washed and diapering is done. Providers will have individual paper toavels and
garbage bin with lid where handwashing occurs.

B. HIV Infection

To ensure protection from an HIV infection, the
Provides registered with the Licensed Home Child Care Program of Family Space [@uinte

() Children who are HIV Positive
(a) HIV antibody testing is not required for enroliment with Family Space Quinte Inc.

(b) Children infected with HIV have the right to attend child care, as long as they comply with the policy
regardingliness and communicable disease.

(c) The child and his/her family have the right to privacy and confidentiality.
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Section: QUALITY HOME CHILD CARE Policy Number: 54
Policy: Communicable Diseases and HIV Date Approved:  Feb 24, 1999
Infection

Date Reviewed: March 2020

(i) Providers who are HIV Positive
(a) HIV antibody testing is not required as a condition of acceptanc®am/aler

(b) Provides and the staff have the right to continue providing child care and working for as libwedy as
health permits.

(c) Confidentiality will be maintained

If a Provideris going to have contact with blood, semen, vaginal fluid or other body fluids/stools, then the
following should be implemented:

(i) Wear gloves

(i)  Wash hand$ Hands should be vgaed with soap and water as soon as possible after touching blood or bo
fluids or after taking off your gloves.

(iif) Clean spills Put on gloves. Wipe up the blood or body fluid with a paper towel. Wash the area with soa
and water, then wipe it with freshly made solution of 1 part chlorine bleach, to 9 parts water and allow to
air dry for 10 minutes. Placed soiled gloves, towels, etc., in a phagfiltoa second plastic bag. Then
place it in the garbage.

(iv) Wash hands.

Educational materials on HIV infections are available from the Hastings and Prince Edward County Health Un
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Section: QUALITY HOME CHILD CARE Policy Number: 55
Policy: Fire Safety and Evacuation Date Approved:  Feb 24, 1999

Date Reviewed: March 2020

Policy

The Providerregistered with Family Space Licensed Home Child Care Program shall ensure that a written procedure |
established angosted withrespect to evacuation in the event of fire as required by the Fire Departimefiire
evacuation plan mustcludecritical indicators such as, evacuation patiticated byredarrowsto stairs and doorways.

Procedures

1.0 TheProvidermust have a fire extinguisher as recommended by the fire department and must also have their h
inspected by the fire department.

2.0 The fire deprtment will then send notification of the satisfactory inspectidrataily Space Quinte Inor to the
Provider who will submit it to the agency.

3.0 If there are actions that need attenti@hiome Visitorwill follow up with the Providerto ensure complein.

4.0 Provides are required to practice a fire evacuation montBigills are to be recordeid the daily written log.
EachProvidershall have an emergency shelter previously arranged Piidviderwill notify the parents of the
children in care as so@s possible in the event of a fire.

5.0 A fire is a serious occurrence and the serious occurrence procedures must be fdlavetks must submit to
Family Space Quinte Inc. the record of their monthly fire drill with their program and menu plans.

6.0 The arrangement and cost incurred for the inspection is the responsibilityRubthder
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Section: QUALITY HOME CHILD CARE Policy Number: 56
Policy: lliness: Children Date Approved:  February 24, 1999

Date Reviewed: March 3, 2023

Policy

Provides registered with Family Space Licensed Home Child Home Child Care Program are not expected to provide
for a child whom they feel is too ill to attend home child care. The Ministry of Education requires that all
recommendations by the Medidafficer of Health and th€hild Care and Early Yea#sct are followed.

Procedures

1.0 Alternate care for sick children must be arranged by the parent. If a child becomes ill during Brevidgs
must contact the parents to arrange for the child fidied up as soon as possible. Rravideris unable to
reach the parent, they wil |Ibackupperdon.tlmsomeasasthaRrovidetmaye |
have to isolate a sick child from other children, but not out of view.

2.0 A routinecheck each day upon arrival to detect symptoms of ill health may prevent exposure of other children
what could be a serious illness. Shoulraviderdetect any symptoms, they must complete the Symptoms of il
Health Daily Observations form or emair8ptoms of lll Health to thélome Visitor.

3.0 Symptoms indicative of ill health may includeMinistry Requirement

elevated temperature defined by the Health Unit as a body temperature of 38 degrees Celsius that pel

for 30 minutes or more, pallor, fluisiy

vomiting, diarrhea

redness, tearing, sensitivity to light discharge or puss from the eyes

undiagnosed skin rashes

an acute cold, nasal dischargasal discharge that is thick with muausoughing

unusual irritability, fussiness tistlessness

lice (pediculosis and scabies) itching, nits visible on hair shafts close to scalp

4.0 Anyone who is sick or has any new or worsening symptoms of illness should stay home until their

symptoms are improving for 24 hours (or 48 hoursnrsea, vomiting, and/or diarrhea) and should
seek assessment from their health care provider if needed.

Similarly, if theProvideb s own chil d(ren) di s Provasrshalg immeadiatetys o f
notify the parents of childremiher care to enable those parents to arrange for alternate care through the
agency or privately.

Symptoms of ill health and absence for day care children wik@arded irthe daily journaby the Provider.
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Section: QUALITY HOME CHILD CARE Policy Number: 5.7
Policy: lliness: Provider Date Approved:  February 24, 1999

Date Reviewed: March 3, 2023

Policy

Provides registered with Family Space Quinte Inc. licensed home child care program need to inform the parents and
Home Visitorif they are unable to provide care.

Procedures

1.0 Provides will inform parents immediately if they are unable to provide care dliedss.

2.0 A Home Visitorof Family Space Quinte Inc. is to be informed of mevideriliness.

3.0 A Provider will not receive payment from parents ifthey are unavailable to provide care for any reason

4.0 I f a resident of t he-l19Bcremvingiera&s promdélafsaii ngsCOVI
screening tool, and is old enough to self isolate away from day care space, the Provider can remain open. If :

parent chooses not to bring their child to care in this situation, the parent will be dearipedabsence without
proper notice.
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Section: QUALITY HOME CHILD CARE Policy Number: 58
Policy: Immunizations: Children Date Approved:  February 24, 1999

Date Reviewed: March 2020

Policy

Parents must ensure that the Licensed Home Childar@ gr am of Family Space Quint
immunization record as outlined by the Ministry of Education and the Medical Officer of Health.

When exemptions from immunization requirements are being sought, a standardized,-isguigtriorm must be

completed. There will biwo typesof standardized forms that would need to be completed, depending on the type of

exemption beingought:

1. A medical exemptionform that would need to be completed and signed by a medical professional.

2. A form for objections to immunization based on religious/conscience groundbhese forms need be sworn or
affirmed before a "commissioner for taking affidavits" (e.g. justice of the peace, lawyer, etc.). Both the parent «
the child / adult seeking thexemption and the commissioner would be required to sign the miisstrgd form

Procedures
1.0 Children enrolled in the Home Child Care Program must be immunized to protect all parties involved.

2.0 Parents are responsible to forward artaspgate immunizatiomecord for their child ta Home Visitor This form
can be obtained from the Health Unit.

3.0 The immunization record needs to be submitted before a child begins cdref@mdapproval on file expires.
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Section: QUALITY HOME CHILD CARE Policy Number: 59

Policy: Health Assessments, Immunizations Date Approved:  February 24, 1999
and TB Tests:Provider
Date Reviewed:  March 2020

Policy

Provides and each persamver the age af8 yearsvho is ordinarily a resident of the premises or regularly at the premise:
musthave ahealth assessment apbvideup-to-date immunization recolidcluding Tetanusfiphtheridpertussis (TDP)

and Mumps/ Measles/Rubella (MMR)

A TDP booster is required every 10 years.

A 2 step TB test is required for persons over 18 if they are at high risk of active tuberculosis as per the Canadian TB
standards.

When exemptions from immunization requirements are being sought, a standaniiisiy-issued form must be

completed. There will be two types of standardized forms that would need to be completed, depending on the type of

exemption being sought:

1. A medical exemption form that would need to be completed and signed by a meafiessipnal.

2.  Aform for objections to immunization based on religious/conscience grounds. These forms need be sworn or
affirmed before a "commissioner for taking affidavits" (e.g. justice of the peace, lawyer, etc.). Both the parent of
child / adultseeking the exemption and the commissioner would be required to sign the rBsSisty form.

Procedures
1.0  Anupto-date immunizatiomnd healthrecord must be completed for every adult (over 18 years).
2.0 These completed forms are to be submitted before child care can commence.

3.0 At high risk for TB as per Canadian TB standards include people that have lived and/or travelled outside of C:
to a country where TB is common and lived and/or worked in aNagbns Community.

4.0 If a 2 step TB test has been completed previously and written verification can be provided, only a 1 step test i
required.

October 132023 69



@Famﬂy Family Space Quinte Inc.

"Iépace Licensed Home Child Care Program

Section: QUALITY HOME CHILD CARE Policy Number:  5.10
Policy: Medication Administration Date Approved: February 24, 1999

Date Reviewed: January 2023

Policy

Provides registered with Family Space Licensed Home Child Care Program make the choice whether to assume the
responsibility to administgerescription oemergencynedicationOver the counter medication may not be

administered unless prescribed by a physiciaand approved by Family Space Providers should contact a Home
Visitor when considering the administration of Dr. prescribed over the counter medications.

Procedures

If the Provider assumes the responsibility to administeprescriptionmedication, then the following procedures are
followed as required by theChild Care and Early Years Act

1.0 Medications are supplied by the parent and have written authorization prior to administrdigotime for
administrationsigns and symptoms to watftr, reasordiagnosis for medication, any special instructions and
side effects must be documented on the Medication Authorization Form.

2.0 Written medication authorization must accompany any anapisybr medical plans requiring medication. For
example, if a child requires use of an-ppn or inhaler, a medication authorization form authorizing
administration of the egéen or inhaler must be completed and submitted along with the anaphylaxddioaim
plan.

3.0 TheProvidercompletes the Medication Authorization Form and submits a copy gty The Medicdon
Authorization Form has been developed to include the additional information required@iylth€are and Early
Years Actfor recording the administration of narcotics. This includes:

The date the medication is received bymPnevider

The name and adeks of the person from whom tReoviderreceived the medication.
The name of th@roviderwho received the medication.

The name and quantity of medication received.

The amount given each time the medication is administered.

4.0 TheProvidermay only give the Prescribed medications in
with:
i. Chil dds name
ii.  The name of the medication
iii. The dosage

iv.  The date the medication was dispensed
v. Instructions for storage and administration
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Section: QUALITY HOME CHILD CARE Policy Number:  5.10
Policy: Medication Administration Date Approved:  February 24, 1999

Date Reviewed: January 2023

Physicianprescribedver the counter medications to be used only for that child for that specific condition. Medications
must be in original container, mar ked with childds n

Record all medications given on the Medical Authorization Form and Administratiord. Usene sheefor each
medication for each child.

Before giving each dogbe Providerwill check the following:
The right medication (not expired)
The right child
The right dose (use measuring spoon)
The right time
The right routdadministration e.g. oral, rectal, etc.)
Report at once to the parent any conditions, which might be a side effect of a medication.
Never give ASA (e.g. Aspirin) unless you are certain that its use has been recommended by a physician.

For long term medicains, have the parent/guardian check with the doctor to see if the medication schedule can be
arranged to allow the medication to be given at home.

Parents who wish their children to have sunscreen &rthades should provide them with sunscreenwithet c hi | d
name and expiry date written on it. If there is not an expiry date, discard after one year.

If a Provideris requested to administer a narcotic (some prescribed cough syrups may contain a Rese@&s must
ensure the Medical Authorizatid-orm and Administration Form is completed.

It is recommended that separate medication containers be used at child care andadteroptessible
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Section: QUALITY HOME CHILD CARE Policy Number:  5.10
Policy: Medication Administration Date Approved: February 24, 1999

Date Reviewed: January 2023

The parent/guardian might request the pharmacist to dispense the medication in two containers.

Medications must be kept in a locked contameinaccessibland stored according to théistructions. Nothing except
current medications should be in the containers.

Any unused medications must be returned to the parent/guardian.

School age children can administer satiministered medications such ase@ns and inhalers with written pession
from the parent and supervision from Pxvider The parent anBrovidermust sign the written permission.
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MEDICATION AUTHORIZATION AND ADMINISTRATION FORM

To be completed by a parent before any medication is administeredRyg\ader.

| authorize the administration of

(Type of Medication)

to by

(Name of Child) (Family SpaceéProviden

Time of Administration:

Signs and Symptoms:

Dosage:

Relevant side effects to be observed, if any:

The authorization is in effect until:

(Date)
Medication is to be stored:
Parentdés Signatwure: _ _
ADMINISTRATION RECORD
Amount Provider
Date Given Time Given Given Signature Comments
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Section: QUALITY HOME CHILD CARE Policy Number:  5.11
Policy: Non-Smoking Environment Date Approved:  February 24, 1999

Date Reviewed: March 2020

Policy

Family Space anBrovides are required to comply with the requirements undeBtheke~ree Act 2017 that prohibits
smoking tobacco, holding libbacco, smoking medidedcreationatannabis and the use of electronic cigarettes in a place
where home child care is provided whether or not children are present.

All staff, Provides and persons who are ordinarily residents or who are regularly@ethéses or any other person at the
premises must be notified that smoking and the use of electronic cigarettes is prohibited.

Procedures
Responsibility of Providers Registered with Family Space Licensed Home Child Care Program
Ensure thaeveryone is aware that smoking is prohibited.
Remove ashtrays and any object that serves as one.
Ensure a person who does not comply does not remain on the premises.
Post No Smoking signs tte main entrance that families use.

Enforcement
The Hastinggnd Prince Edward Health Unit will carry out inspections and investigate complaints in day nurseries anc
places where licensed private home day care is provided in order to enforce the act.
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Section: QUALITY HOME CHILD CARE Policy Number:  5.12
Policy: Food & Menu Planning Date Approved:  February 24, 1999
Date Reviewed:  March 2020

Policy
Provides registered with Family Space Licensed Home Care Program are expgutedde nutritious meals, snacksd
beveragesthahe et t he recommendations set out in the Health
iIFirst Nations, Il nuit and M®t i andtherequirénents of tiild Gamre and Barly H
Years Act
Procedures

1.0 Wherethe child is present abealtime a meal must be supplied and provided byRtwvidet

2.0 Where a child receives child care for six hours or more, the licens&evadershall ensure that the total food
offered to the child includes, in addition to angals provided, two snack§Vateris always to be made available

3.0 EachProvidermust developnenus in consultation witbaren¢s) of the children)andtheHome Visitor These
ments are tdbe available to parentsy the end of each day

4.0 For infantsunder 1 year olda completed Infant Feeding Schedule signed by the parent is required including the
type of food, feeding times, and quantities. The schedule should be reviewed monthliPtoyvitierand parent.

5.0 Forinfants and children who are not yet able to eat regular table foods, parents must supplystiaad liquids
for bottles with written instruction regarding the feeding and scheduling. Formula shall be stored in the
refrigerator until feeding time anghere more than one infant is being cared for; the formula shall be individually
labeled.

(i)

(i)
(iii)

Written instructions from a parent are required for any children under one year and any child who requ
special dietary and/or feeding arrangements.

Theont ai ner of food and/or drink supplied by a
All food or drink must be stored, prepared and delivered so as to retain maximum nutritive value and
prevent contamination.

6.0 Nutritious mealssnacksandbeveagesnustmeet the recommendations set out in the Health Canada documents

i Ea
M® t

ting Well with Canadaés Food GuiiFoseNatonsiliuaand ng
i so or ANutrition for He al t h yild Caeaanmd Ebrly Years Act 0 , ;

7.0 A daily Menu Plan must be completeshared with parenemdHome Visitors.
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Section: QUALITY HOME CHILD CARE Policy Number:  5.12
Policy: Food & Menu Planning Date Approved:  February 24, 1999

Date Reviewed: March 2020

INFANT FEEDING SCHEDULE

Cchildés Name: _ __ __ _ _ _ _ __ __ _____
Name ofProvider
TheChild Care and Early Years Actquirethat all children under 12 months of age have a
written feeding schedule completed by pareRtsase give the schedule to yduoviderand
update regularly as you and your doctor decide to add new foods.
Food/Liquid Kind, Amount and Time Observations/Gomments
Formula Kind:
or Amount:
Milk Time:
_ Kind:
Juice Amount:
Time:
Kind:
Cereal Amount:
Time:
Kind:
Meat Amount:
Time:
Kind:
Vegetable Amount;
Time:
. Kind:
Fruit Amount:
Time:
Kind:
Other Amount:
Time:
Parent Signature: Date:
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Section: QUALITY HOME CHILD CARE

Policy: Food & Menu Planning

Policy Number:
Date Approved:

Date Reviewed:

5.12
February 24, 1999

March 2020

SAMPLE MENU PLAN/ FIRE DRILL RECORD

Provider:

Week of:

Monday:

Snack:
Lunch:
Snack:

Extra Meal:

Tuesday:

Snack:
Lunch:

Snack:

Extra Meal:

Wednesday:

Snack:
Lunch:
Snack:

Extra Meal:

Thursday:

Snack:
Lunch:
Snack:

Extra Meal:

Friday:

Snack:
Lunch:
Snack:

Extra Meal:

FIRE DRILL COMPLETED ON:
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Section: QUALITY HOME CHILD CARE Policy Number:  5.13
Policy: Pets Date Approved:  February 24, 1999

Date Reviewed: March 2020

Policy

To ensure a safe and healthy environment for children, guidelines for pdsavide6 s home who i s r e
Family Space Licensed Home Child Care Program have been determineddldh@are and Early Years Adtastings
and Prince Edward Health Unit, and applicable bylaws.

Procedures

1.0 The Hastings and Prince Edward Health Wedguires that all dogsatsand ferretkept on theProvideb s pr e n
must be inoculated against rabies either annualbn@veterinaryrecommended vaccination scheduferecord
of these inoculations needs to be submitted tagfemcy

2.0 Due to extenal regulations, all banned animals as determined by the Hastings and Prince Edward Health Unit,
applicable bylaws are prohibited from being kept in the home where child care is provided.
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Section: QUALITY HOME CHILD CARE Policy Number:  5.14
Policy: Poisonous and Hazardous Products Date Approved:  February 24, 1999

Date Reviewed: March 2020

Policy

TheChild Care and Early Yea#sct states that all poisonous and hazardous substances are inaccessible to children in
attendance.

Procedures

1.0 All cleaning materials, medicines, vitamins, poisonous, hazardous products, matches and lighters etc. must b
in a locked cabinet or cupbrd or out of reach.

2.0 Sharp knives and alcohol must be inaccessible.

3.0 Toxic substances which are stored or transported in a vehicle (i.e. windshield washer fluid) must be kept locke
either in the trunk or in a lockable container in the car.

4.0 All firearms mus be locked up and the key kept inaccessible to children as stateddhilth€are and Early
YearsAct. Ammunition must be stored separatatgording to Ontario Hunting Regulations.

5.01.0 Any items with a DIN (Drug Identification Numbemust always be kejitaccessible tahildren ie Diaper
creams, sunscreen, etc.
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Section: QUALITY HOME CHILD CARE Policy Number:  5.15
Policy: Sanitary Practices Date Approved:  February 24, 1999
Date Reviewed: May 16, 2022
Policy

TheProviderregistered with Family Space Licensed Home Child Care Program shall ensure that sanitary practices ar
implemented in each home. Sanitary practices and procedures are set o@Hildtare and Early Years Act and the
Hastings and Prince Edward Hedlthit.

Procedures

A. Hand Washing
1.0 Hand washing is of particular importance Rymovides and children during the following times.

i
ii
iii
iv
\Y;
Vi

Immediately after use of the toilet

Prior to handling, preparing or eating food

Before and immediately after diapghanging

Before and after toileting a child

After contact with nasal or oral secretions (such as wiping noses, sneezing and coughing)
After playing, especially if contact has been made with soil (including sand boxes)

2.0 Each person is to have their own hand towel. The use of paper towels is encouraged. Liquid soap is preferal
bar soap. These guidelines applytovides as well as to the children in care. Towels to be replaced with clear
laundered towels dalily.

3.0 Provides will implement the following hand washing procedures

i
il
iii.
iv.
V.
vi.

Wet hands, using warm running water

Soap (from a dispenser; bar soap should not be used as it can harbour bacteria)

Rub hands vigorously, including the back of the hand, wrist, between tleesfiamgd under the fingernails.

(For approximately 15 seconds)

Rinse well

Towel dry using a clean disposable or personal hand towel

Turn off the taps using a disposable or personal hand towel. Do not use your bare hanasftbandch
controls.
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Secton: QUALITY HOME CHILD CARE Policy Number:  5.15
Policy: Sanitary Practices Date Approved:  February 24, 1999

Date Reviewed: May 16, 2022

B. Diaper Changing
4.0 Diapering must take place on a hard surface that can be disinfected.

5.0 Provides wi Il I set up a change area that is separate
individual washcloth or commercial moist towelette shall be useédch diaper change and used only for
diapering purposes. The change/geatd surfacshould be cleaned immediately after each diaper change with
hot soapy water and disinfected with a solution suchtabl&spoon bleach or a comparable product toqoaet
of water to safeguard against the spread of bacteria. After these procedtmewitiershould wash her hands.

6.0 Diaper pails should be emptiegtery dayand thoroughly sanitized using a solutgurch as one tablespoon of
bleach to 1 quart of water.

7.0 Provides will implement the following diaper changing procedures:

0] Wash hands before each change and assemble supplies within easy reach.

(ii) Hold child away from your clothes as you place child on the clean change pad. Remove diapeardf pin
used, close i mmediately and place out of <chil

(i) Clean childds skin with moist disposable cl ot

(iv) Wipe hands on clean disposable cloth and place in waste container.

(V) Diaper and dress the child

(vi) Wash the childdés hands.

(vii)  Dump soil from diaper into the toilet. Avoid splashing. Place all disposable items in waste container li
with a plastic bag.

(viii)  Place any soiled clothing in a plastic bag, and return to parent, daily. Thidaadoiled cloth diapers.
Do not wash items soiled by stool if supplied by the parent.

(ix) Clean change surface with soap and warm water. Wipe dry. Apply sanitizer and allow to air dry.

x) Wash hands with soap and warm water.

NOTE: Use skin care pdocts only if requested by parents, and only for the designated child. Be sure supplie:
are | abelled with the childds name.

C. Facial and Hair Hygiene

8.0 Disposable tissues should be used for cleaning noses. The tissue should be disposed of asssosedas it i
Combs and brushes should not be shared among the children. Ensure that each child has a toothbrush
(recommended by Heath Unit) provided by the parent and labelled accordingly. These are to be stored separ
Store toothbrushes so that theyrbt come in contact with one another.
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Section: QUALITY HOME CHILD CARE Policy Number:  5.15
Policy: Sanitary Practices Date Approved:  February 24, 1999

Date Reviewed: May 16, 2022

D. Dishwashing Procedure

9.0 Wash dishes in hot soapy water, rinse in warm clear water, soak for one minute, air dry. If a dishwasher is u:
chlorinated dishwashing detergent is to be used.

E. Food Preparation and Food Handling

(i) Provides will ensure that food preparatieafety guidelines as recommended by the Health Unit are practiced wher
preparing meals asnacks. le: temperature of fridge, avoiding food cross contamination, proper food storage
etc.

F. Cleaning and Disinfecting Surfaces
10.0 Provides will implement the following cleaning procedures

1 Clean all surfaces and articles first with soap and water.
 Rinse with clear water.
T Foll ow with a sanitizer (see mixture below) o

Mixture Amounts for Bleach Solution

1/4 cuphousehold bleach in 1 gallon of warm water

1 tablespoon household bleach in 1 quart of warm water
* make fresh solution daily

* store ready for use in spray bottle, clearly labelled

* store out of reach of children

1 To be effective, sanitizer must remaincontact with the surface for at least two minutes.
Y Rinse with clear water.

G. Toys, Furniture and Equipment

11.0 The floor is to be kept clean and carpets vacuumed regularly. Infant seats and eating surfaces should be clec
thoroughly, daily after eaclsa.

12.0 Toys that are mouthed by infants or toddlers need to be cleaned, disinfecteddxiediaaily. Ensure that all
children have their own sheet and bedding. Bedding used by children must be cleaned and disinfected weekl
kept in good condition.

13.0 All sandboxes must be covered when not in use.

14.0 Water retaining toys should not be used.
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Section: QUALITY HOME CHILD CARE Policy Number:  5.15
Policy: Sanitary Practices Date Approved:  February 24, 1999

Date Reviewed: May 16, 2022

Child Care Centre

V HASTINGS PRINCE EDWARD I n'n D -nf t n h I
Y Public Health Cleaning & Disinfection Schedule

Listed are the minimum frequencies.
Clean and disinfect surfaces immediately if they become contaminated or are visibly soiled.

Area/ltem Whatto Do Each | Daily | Weekly| Monthly
Use
Infant / ToddlerRooms

Cloth/plastichibs Launder/ Clean& Disinfect X

Highchairtrays/tabletops Clean& Disinfect X

Mouthed toys Clean& Disinfect X

Diaperchangemat Clean& Disinfect X

Diaperhandwash sink Clean& Disinfect X

Washrooms

Clothtowels Launder X

Potty Chair Empty,Clean& Disinfect X

Handwashsinks/toilets/floors Clean& Disinfect X

Garbage containers Empty& Clean X

Toothbrushstorageunit Clean& Disinfect X

GeneralChildCareRooms

Absorbentmaterials(dressup Launder/ Clean X

clothes,plushtoys)

Carpet/floors Vacuuny Sweep X (steamed
X4per
year)

Fabricupholsteredfurniture Vacuum

All Toys/shelving Clean& Disinfect

Sensonplay Clean& Disinfect X X(sand)
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WaterPlayTable Clean& Disinfect X
Playdough(store bought) Discard

Playdough(homemade) Discard X
Natural Items Discard

Cribscots Clean& Disinfect

Bedding/blankets Launder
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Section: QUALITY HOME CHILD CARE Policy Number:  5.16

Policy: Sleep Period/Extended Date Approved:  November2002
Care/Supervision
Date Reviewed:  April 3, 2023

Policy

Provides must periodically perform a direct visual check of each sle@piifdjaged 2 andinde. A direct visual
check require®rovides to go over to the sleeping child andkdor indicators of distress anusual behaviour.
This requirement applies to naptime or children who are in care overnight.

TheProviderregisteed with Family Space Licensed Home Child Care Program will ensure that each child has an

approprate space such as a bed, etc., which includes a washable sheet and bla@aiches cannot be used
for sleep.

Proceduresi Supervision

1. Daytime naps nekto have a visual check performed at least once everyfdroeiildren 2 andinder This
check must be documented with the date, time and observaiibiswill be recorded and available for the
Home Visitors during quarterly inspections. For overhigdre, a visual check needs to be performed a
mi ni mum of three times while the child is in bled
in the morning. The check must be documented with the date, time, and observations of wremfeHil
asleep, when checks are completed and what time children wake up.

2. Children sleeping overnight/extended care will have an extended care plan completed and approved by the
Provider, parent and Home Visitor. Consideration will be given to emgrgaacuation, sleep furniture and
supervision.When overnight care is provided, children 6 and older will sleep in a room with children of the
same gender. Mixed genders of children over 6 yrs of age is permitted for siblings with written authorization
from parents.

3. Sleep monitoring devices are to be checked daily to make sure they work. These monitors cannot be used ir
place of the visual checks.

4. Children 812 months are placed for sleep in a manner consistent with recommendations set out in the most
current version of thdoint Statement on Safe Sleep: Preventing Sudden Infant Deaths in Canada,
document endorsed by Health Canada. Parents must be advised of this requirement, and it can only be waiv
if a note from a medical doctor is submitted tjo

5. There must be sufficient lighting in the sleepingaaor room to conduct these direct visual checks.

Procedures: Sleep Period

6. Children will be assigned to individual cots or cribs (or mats where a director approval has been granted|for
children 18 months to 5 years old). A playpen or crib which complith the standards of the Hazardous
Products Act (Canada) and Consumers Protection Act shall be provided for each child under eighteen month
of age.

Cots, beds or sleep mats will be provided for childrérb3/ears
In the case where a child aged 5rgear less unexpectedly falls asleep, the provider is expected to move the
child to a sleep furnishing that meets the regjul
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@Famﬂy Family Space Quinte Inc.
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For children aged 6 years or older, there are no requirementsRedguation regarding the type of furniture
on which such a child may sleep or rest.

Air mattresses are not approved for children youngeréhears old to sleep/rest on.

There must be separate bedding for all children. Bedding must be launderedveedéfist When soiled,
bedding must be laundered daily.

Parents are responsible for providing and | aunide
Parents wil/l be consulted respecting a chil dds| s
otherppropriate time, such as at transitions bet we:é¢
Parents of children younger than 12 months wil]l

under 12 months old are placed for sleep in anmaaoonsistent with the recommendations set out in the Joint

Statement of Safe Sleep (i.e. placed on their backs)

Parents of children who sleep at the providerd
procedur es r egar ntludngrecorded bbdervatinnd sf then derimgs)eepiand may result
changes in which the child is supervised during sleep.

The Canadian Dental Association recommends that children not be put to bed with baby bottles (with mi
formula or juice) to presnt early childhood tooth decay
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Section: QUALITY HOME CHILD CARE Policy Number:  5.16

Policy: Sleep Period/Extended Date Approved:  November2002
Care/Supervision
Date Reviewed: March 3, 2023

JOINT STATEMENT ON SLEEP SAFETY

PREVENTING SUDDEN INFANT DEATHS IN CANADA

The Public Health Agency of Canada recognizes Suttdant DeathSyndrome $1DS) and other infant deaths
that occur during sleep as major public health concerns. The Joint Statement on Safe Sleep: Preventing Su
Infant DeathsiCanada is part of the Government of Canad
sudden infant deaths and safe sleeping environments. The purpbisestdtement is to provide health
practitioners with current evident®sed information so theyay offer parents androvides information and
support to prevent deaths due to SIDS and unsafe sleeping practices, in Canada.

SIDS is defined as the sudden death of an infant less than one year of age, which remains unexplained afte
thorough casevestigation, including the performancka complete autopsy, an examination of the death scen

and a review of the clinical history. Current medical and scientific evidence, explains SIDS as a multifactorial

disorder arising from a combination of gadnemetabolic, and environmental factorBerms such as sudden

dden
aob

r
e,

unexplained infant death (SUID) and sudden unexpected death in infancy (SUDI) have emerged in an attempt to

group all infantdeaths possibly related to the infant sleeping environment. Defigiof these terms have not
been consistent enough to make them universally acceptable.

The actual cause or causes of SIDS is unknown. In 2004, SIDS accfuuriédof all infant deaths (0 to 1 year
of age) and 17.2% gfost neonatadeaths (28 day®tl year of age). SIDS can occur at any time during the first
yearof life but peaks between 2 and 4 months, with fewer SIDS deaths occurring after 6 months. Infants wh
male, prematureyr of low birth weight, as well infants frosociaeconomicallydisadvantaged and Aboriginal

D are

populations have a higher incidence of SIDS. Further research is necessary to increase our understanding of the

biological causes and mechanisms that predispose some infants to sudden infant deaths relatffetbedon
infants in seemingly comparable circumstances.

Large scale epidemiological studies over the last two decades have increased our understanding of SIDS a
identified certain modifiable risk factors. The most important modifiable risk factors for SIDS arts sifseping
in the prone position and maternal smoking during pregnancy

In 1993, the Government of Canada, along with other international organizations, recommended thaginfants
placed on their backs to sleep and in 1999, reinforced this messagemblyihg the Back to Sleep campaign. The

rate of SI DS has been declining s,iCanadmbservedad0%t e 198

decrease in the rate of SIDS. This decline may be attributable, in part, to changes in parental behaa®ur su¢ch

placing infants on their backs to sleep and decreasing maternal smoking during pregnancy.
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Section: QUALITY HOME CHILD CARE Policy Number:  5.16

Policy: Sleep Period/Extended Date Approved:  November2002
Care/Supervision
Date Reviewed:  March 3,2023

Other causes of death that occur while an infant is sleeping may be difficult to distinguish from SIDS. While
studying SIDS, researchers have identified additional risk factors in the infant sleeping environment that ma

y

contribute not only t&IDS, but to deaths from unintentional suffocation due to overlaying or entrapment. Factors

associated with unsafe sleeping environments include infants sharing a sleeping surface with an adult or an
child, and the presenaé soft bedding.

PRINCIPLES OF SAFE SLEEP AND MODIFIABLE RISK FACTORIBIFANTS PLACED ON THEIR
BACKS TO SLEEP, FOR EVERY SLEEPAVE A REDUCED RISK OF SIDS.

Prone and lateral sleeping positions are linked to increased rates of SIDS, even for infants who regurgitate.
who nomally sleep on their backs and are then placed to sleep on their stomachs are at a particularly high r

other

Infan
sk.

This reinforces the importance to consistently place infants on their backs to sleep at home, in child care settings

and when travelling. Sleep ptishers or any other infant sleep positioning devices should not be used as they
pose a risk of suffocation. Once infants are able to roll from their backs to their stomachs or sides, it is not
necessary to reposition them onto their backs.

Infants will benefit from supervised tummy time, when they are awake, several times every day, to counterac

any effects of regular back sleeping on muscle development or the chance of developing plagiocephaly,
commonly referred to as flat head.

PREVENTING EXPOSURE TO TOBACCO SMOKE, BEFORE AND AFTER BIRTH, REDUCES THE
RISK OF SIDS.

Maternal smoking during pregnancy is an important risk factor for SIDS. The more a woman smokes during
pregnancy, the higher the risk of SIDS. Women who reduce the amount of cigarettes duanimigedregnancy

can reduce the risk of SIDS for their infants, and women who stop smoking can further reduce the risk. It is
estimated that one third of all SIDS deaths could be prevented if maternal smoking was eliminated.

—

Infants who are exposed tocemdhand smoke after birth are also at a greater risk of SIDS, and the risk incregses

with the level of exposure.

THE SAFEST PLACE FOR AN INFANT TO SLEEP IS IN A CRIB, CRADLE, OR BASSINET THAT
MEETS CURRENT CANADIAN REGULATIONS.

When infants sleep osurfaces that are not designed for them, such as adult beds, sofas, and armchairs, they are

more likely to become trapped and suffocate, in particular when the surface is shared with an adult or anoth
child. Other than a firm mattress and a fitted shbetg is no need for any extra items in a crib, cradle, or
bassinet. Soft bedding such as pillows, duvets, quilts and comforters, as well as bumper pads increase the
suffocation.
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épace Licensed Home Child Care Program

Section: QUALITY HOME CHILD CARE Policy Number:  5.16

Palicy: Sleep Period/Extended Date Approved:  February 24, 1999
Care/Supervision
Date Reviewed: March 3, 2023

Overheating is a risk factor for SIDS. Infants are safest when placed to sleep in fitf@damsleepwear that is
comfortable at roontemperature and does not cause them to overheat. Infants do not require additional blan
infantsd movements may cause their heads to becaqg
is needed, infants are safest with a thin, lighiive and breathable blanket.

Strollers, swings, bouncers, and car seats are not intended for infant sleep. When sleeping in the sitting pos

i nfant 6s forwaadchnddhaimairwaydan be constricted. This risk reinforces the importameeve
an infant to a crib, cradle, or bassinet to sleep, or when the destination is reached.

INFANTS WHO SHARE A ROOM WITH A PARENT ORPROVIDERHAVE A LOWER RISK OF SIDS.

Room sharing refers to a sl eepi ngassanetisplacgddnie same w h
room and near the parentProvideb s b e d. I nfants who share a room
from

room sharing for the first 6 months during the period of time the risk of SIDS is highest. Room shaitatefacil
breastfeeding and frequent contact with infants at night.

Bed sharing describes a sleeping arrangement where an infant shares a sleeping surface such as an adult
or armchair with an adult or another child. Sharing a sleeping surfaeasesrthe risk of SIDS and the risk is
particularly high for infants less than 4 months of age. Sharing a sleeping surface with an infant also increas
risk of entrapment, overheating, overlaying, and suffocation. The risk of SIDS and other umateatgaihs that
occur during sleep increase further when an infant shares a sleeping surface with a paosidemwho smokes,
has consumed alcohol, is under the influence of sedating drugs, or is overly tired.

Instructions:

As per theCCEYA, the Provider will perform direct visual checks hourly for children 24 months and younger
while children are sleeping and record the times. Children sleeping overnight will be checked a minimum o
times.Each child who is 18 months or older younger than 6 years old and who receives child care for six or
more hours has a rest period not exceeding two hours in length.

Visual sleep checks will be documentiadn the daily journal
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Section: QUALITY HOME CHILD CARE Policy Number:  5.17

Policy: Supervision: Provider6 s Ho me Date Approved:  November2002

Date Reviewed: March 2020

Policy

The Ministry of Education requires that every child in attendance is supervised by an adult at all times. An g
defined as a person 18 years of age or olBeovides who are registered with Family Space Licensed Home
Child Care Program must ensuhat children are appropriately supervised at all times while in their care.

Procedures
A. Supervision inProvider6 s Ho me

1.0
2.0
3.0
4.0

5.0
6.0

B. Outdoor Supervision

7.0
8.0

9.0

The adult dropping the child off at tiRgovideb s home must ensure that f
theProvider

At time of pickup, theProvidercan only release the child directly to the adult authorized on the
parentProvideragreement.

Provides are responsible to ensure that a child(ren) in their care is never left with anyone under the §
18 years of age.

Provides are not permittedbtvisit otherProvideb s h o me s .
Children will not be left in the car without an adult present.
Children are not to be on a balcony at any time.

A Home Visitorwill review all outdoor supervision requests made.

Healthy children are to play outside for a minimum of two hours per day under the supervision of the
Provider TheProvideris always required to remain with children under the age of six dartitapor

play. The supervision of outdoor play for children ages six and older shall be agreed upon by the pa
and theProviderand theHome Visitor TheProvidermust always know the whereabouts of the children
andmust have appropriate contact with themradated by the parent.

Outdoor play for children is to be supervised in accordance with the Outdoor Supervision Plan agree
upon by theProvider a parent and Home Visitor
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g

Section: QUALITY HOME CHILD CARE Policy Number:  5.17
Policy: Supervision: Provider6 s Ho me Date Approved:  November2002

Date Reviewed: March 2020

OUTDOOR SUPERVISION PLAN

I agree to the following outdoor supervision plan for my child{ren):
Child Name: [Click or tap here to enter text] Apge: [Click or tap here to enter texf]

Infants and toddlers must be seen; preschoolers seen or heard, School-Age — supervision for children 6 and
older mavy be discusszed and documented with the parent and Home Visitor.

Supervision Activities

Within Visual
and Auvdio Distance

Orther: Detailed
Explanation

X X

Parent Sansture | l Prosider Sianature

Date: Eclick or tap to enter a date] Date: [Click or tap to enter a date]

X

Home Visitor Sianature

Date: [lick or tap to enter a |:1a:e]

Crutdoor Supervision Phone(613) 266-9427 Page | 1
July 11, 2022 Email www familyspacequinte com
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Family Space Quinte Inc.

Section: QUALITY HOME CHILD CARE

Palicy:

Supervision: Walking To and From
School

Policy Number:  5.18

Date Approved:  November2002

Date Reviewed:  August 31, 2023

Policy

The parent is ultimately responsible for the child during the time that the child walks herself/himself to and fr
school. Childremunder 9 years of age must be escorted. Children 9 and older may walk to seiscottaa with
written approval from parents.

Procedures
1.0 An Escorting Children Consent Form must be filled out by the parent for all childremddmmendently

walk to and from school to therovided s
2.0 A Home Visitorwill review the Escorting Childre@onsent Form.
3.0 Parents must have requested and consented to children walking (or riding) unattended by an adult ir

writing prior to the child being allowed to do so.
4.0 TheProviderandHome Visitormust sign the consent form indicating that they support the consent for

5.0 TheProvideris responsible for the children only after they arrive intoRtevided s

home.

upon by both parties in tHerovidefparent agreement.

ESCORTING CHILDREN CONSENT FORM

A. Children Eight Years of Age or Younger
This/these child(ren) will be escorted to and from scbodlus stop as follows:

home or

Chil dés Name: Telephone: ( )
Name of School: Telephone: ( )
Escort: Telephone: ( )
Chil dos Name: Telephone: ( )
Name of School: Telephone: ( )
Escort: Telephone: ( )
Chil dés Name: Telephone: ( )
Name of School: Telephone: ( )
Escort: Telephone: ( )
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épace Licensed Home Child Care Program

Section: QUALITY HOME CHILD CARE Policy Number:  5.18
Palicy: Supervision: Walking To and From Date Approved:  November2002
School

Date Reviewed:  August 31, 2023

B. Children nine yearsof ageand older

] does not require an escort.
(I'nsert Child(ren)dés Name)

] does require an escort as follows:
(I'nsert Child(ren)o6s Name)

Chil dds_ Name: Telephone: ( )

Name of School: Telephone: ( )

Escort: Telephone: ( )

Chil dds_ Name: Telephone: ( )

Name of School: Telephone: ( )

Escort: Telephone: ( )

Parentdéds Signature: _ __ _ Date:

Providebs Signature: _ _ Date:

Home Visitobs Si gnatwure: Date:
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Section: QUALITY HOME CHILD CARE Policy Number:  5.19
Palicy: Equipment Date Approved:  November2002

Date Reviewed: March 2020

Policy

Equipment in theProvideb s home wi |l |l be safe and Provaasocegisteret with |
Family Space Licensed Home Child Care Program are requitgilize equipment necessary to providing care
for children

Procedures

1.0 TheChild Care and Early Yeanct requires that all indoor and outdoor toys and equipment for childrer
intheProvideb s h o me ato be clearapdiim goad depair.

2.0 A Home Visitorwill, as part of the home visit conducted, will include addressing the safety of all
equipment both indas and outdoors through inspection.

3.0 All equipment for children (i.e. car seats, cribs) is required to meet approved standards and any
government regulations. ltistieovidebs responsi bility to ensure
required safety standards.

4.0 Baby walkers are not permitted to be used irRtwvides home.

5.0 Provides are to ensure there are adequate developmentally appropriate toys to serve thefnumber
children receiving care to support the learning and development of each chite.niLis¢ be of sufficient

variety to allow for the rotation of the play materials in active use, and available and accessible to the

children throughout the day. They stbe of such type and design to allow the children to make choic
and to encourage exploration, play and inquiFamily Space will ensure through observation on home
visits that the play materialsguipmentand furnishings are maintained in a safediton and kept in a
good state of repair.

6.0 For each infant who receives home child care at the premises, a cradle or crib or playpen that compl
with the standards for cradles, cribs and playpens in the regulations made u@ieratia Consumer
ProductSafety Actand bedding.

7.0 For each child 18 months old up to and including five years old who receives home child care at the
premises for six hours or more, a cot or bed and bedilisnpilable.
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Section: QUALITY HOME CHILD CARE Policy Number: 5.20
Policy: Trips Date Approved:  November2002

Date Reviewed:  August 21 2023

Policy

Provides registered with Family Space Licensed Home Child Care must discuss with parents plans for outings

and trips that may involve their child.

Procedures

Permission to travel with children in theovided s v e hi ¢l e i s ongheregestnatioofgrm.t h e

piar

Trips outside of the Providers immediate community must be approved in writing by parents on a Family Space

provided form before the trip occurs.
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Section: QUALITY HOME CHILD CARE Policy Number: 5.21
Palicy: Water Quality Date Approved:  November2002

Date Reviewed: March 2020

Policy

Provides registered with Family Space Licensed Home Child Care in rural settings must test the quality of tk
waterseasonally The Hastings Prince Edward Health Unit states that well water is susceptible to pollution fr¢

numerous sources.

Procedures

1.0 All rural well water must be tested beforBraviderbegins providing care with the Licensed. Home

Child Care Program of Family Space Quinte Inc.

2.0 All rural well water must be tested seasonally alRlevideb s expense.

3.0 Water bottles can be obtained from aigstings and Prince Edward Health Unit Office.
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@Famﬂy Family Space Quinte Inc.

épace Licensed Home Child Care Program

Section: QUALITY HOME CHILD CARE Policy Number: 5.2

Policy: Water Safety Date Approved:  November2002

Date Reviewed: March 2020

Policy

Ministry of Education requires thab child under six years oldin licensed home child care is permitted to use @
have access to any standing or recreational body of {i@tepools ponds, hot tubs, beaches, ain)the
Providers premises

Children may have access tpeol off the Provideb s p r e miasdomgas someore,who meets the
gualifications for a lifeguard set out in Ontario Regulation 565 (Public Pools) is pies®rites are responsible
for following the safety rules an@gulations at the recreational facility.

Children who are six years old and over are permittesvitn at beaches with thedroviderwhere water quality
is monitored,and lifeguards are present.

Procedures

1.0 If water facilities are used there mustabeeaching tool near the water and measures need to be put in placg to

ensure children do not slip or falBwimming authorization forms need to gigned by parentandparentseed

to give authorization in the pareRtbvideragreemeritontractoutlining details regarding supervision.

2.0 Aphone needs to be within reach of the pool at all times.

3.0 TheProviderneeds to have a written agreement witlome Visitorto ensure the safety of all children before
the pool can be used for children .

4.0 All Providerhomes that have standing bodies of water/swimming pools are in compliance with et by
requiring private residences with standing bodies of water/gool® their catchment area to have an enclosure
(e.g., fence and a latched gate).

5.0 Children 6 and older may only have access to a pool on a Providers premises if someone who meets th
qualifications for a lifeguard set out in Ontario Regulation 565 (Public Pools) is present.

Water Safety Best Practices for all licensed childare operators.

1) TheMinistry of Educatiorsupports plasbased learning and sensory exploration and encourages the use of
on-premise splash pads, sprinklers, hoses or water tablasnder close supervision of adults at all time, as safe
alternatives dring cooling or play/sensory activities.

2) Parentgjuardians are advised of the field trip and have signed a consent form.
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Section: HOME CHILD CARE PROGRAM Policy Number: 6.1
OPERATIONS
Palicy: EmergencyAlternate Providers, Date Approved:  November 2002
Volunteers, Regular Visitors, Students
& Others Date Reviewed:  August 18 2023
Policy

Emergency kernateProvides can be used on a short and infreqlasiswhen theProviderhas an emergency or
an appointment. e Providermust ensure compliance with established guidelines for the eseavgency
alternateProvides. Parents must sign an agreement whhProviderstating allemergenclternateProvides

that may be usedAll emergencwlternateProvides, students, volunteers, residents over the age of 18, and arn
adults who may have interaction with children infltevided s h ome must r e v Peesonswho |
are used asmergencylternateProvides musthaveWSIB approved-irst Aid /and Level C CPRnd a VSC
Provides areresponsible for reviewing policies with ainergencylternateProvides, residents over the age of
18, andregular visitors annuallyA Home Visitorwill ensure sigroff from studentsregular visitorsand
volunteersA VSC must be submitted to and approved by the agency for regular visitors before they visit.

Procedures

1. The use of aemergencylternateProvideris to be for very short periods of time and is to be on aequint
basis i.e. medical appointments, whenRheviderwalks children to and from school while younger children
are sleeping, emergencids. special circumstances, when it is for a+@mnergency, &rovidermay make a
request to thélome Visitorto ue anemergencalternateProvider

2.  Emergencydternates may not transport children into their vehicle at any time. The intent is if an
emergencyalternate has to be utilized, it is thmergencylternate who stays in tirovideb s h o me
the Providerprovides the transportation of childrehe.: picking up children from school.

3.  No child is supervised by a persleiss tharl8 years of age.

4.  Providers should have procedures for emergency evacuaticGupedision that they review frequently.
Providers can contact Family Space for emergency supervision when necessary.

5. Vulnerable sectascreening checkasvery 5 years and statement Vulnerable Sector Screening Check
completed every 5 years. An offence declaration in every calendar year after initial vulnerable Sector
Screening Check and shall be current to within 15 days of the anniversary daterefibwsppoffence
declaration or vulnerable sector check and shall address the period since the most recent offence dec
or vulnerable sector check. This is for ®r@viderand anyone 19 years or older living in the home and an
emergencylternateProvides.

6. No person under the age of 18 is required to obtain a Vulnerable Sector Check. Haiteiveone month
after the person turns 18 years old, they are required to provide a statement that discloses every previ
finding of guilt under the Yatn Criminal Justice Act (Canada), if the person received an adult sentence.
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7.

@Famﬂy Family Space Quinte Inc.

épace Licensed Home Child Care Program

EmergencyalternateProvides and others over the age of 18 years living irPitevided s h o me mu
submit to the agency proof of current immunization or ctiga.

Section: HOME CHILD CARE PROGRAM Policy Number: 6.1

Palicy: Alternate Providers, Volunteers Date Approved:  November2002

OPERATIONS

Regular Visitors and Students
Date Reviewed: August 18 2023

10.

11.

12.

13.

14.

15.

16.

EmergencydalternateProvides must have curreMV/SIB approvedrirst Aid and Level C CPR

The individual plan (Family Service Plan) for a child with exceptionalities and/or anaphylaxis and the
emergency procedures are reviewed and signed off by alternate Providers or volunteers or others who
bepradA RAy3 OFNB 2N 3dzARFYyOS Ay GKS t NEPGARSNRA K
afterwards. These policies and procedures will be reviewed with alternate Providers or volunteers or oth
by the Provider registered with Family Space Liceksmde Child Care prograntamily Service plans will
not contain medical information without written consent from parents.

Students placed in the home offaoviderwill attend orientation with theHome Visitoibefore beginning
placement. Orientation will include review of all Family Space policies and procedures, program philosop
and the needs of individual childremuring orientation students will review and sign off on Alternate
Provides, Volunteers an&tudents policy as well @sogram statement including setégulationand
Anaphylaxis policies before placement iRvideQa K2YS o6S3Aya | yRudénts itz €
receive a Parent Handbook during orientation.

Students will not be left msupervised by th@rovideror alternateProviderwith any child.
Alternate care must be provided in tirovideQa K2YS GKIF G KFa 0SSy | LILINEZ

Alternate Provides are not to administer medication to a child unless in theeadsalife-threatening
emergency.

AlternateProvides or volunteers and students are expected to comply with all policies and procedures in
the Providerpolicy manualreviewannually

All parents who could be potentially affected on the given days miwst written approval of the use of the
alternateProvider

If parents do not approve of the alternaRroviderand choose not to bring their child to care on that day,
the parent will not be charged for that day.
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Section: HOME CHILD CARE PROGRAM Policy Number: 6.1
OPERATIONS
Palicy: Alternate Providers, Volunteers Date Approved:  November2002

Regular Visitors and Students
Date Reviewed:  August 18 2023

17. Parents must be notified in advance of all potential sktertn Providers. They must give written agreement
authorizing the alternate Provider to provide childcare to their child. These names will be listed on the

Parent/Provider Agreement and raube updated by the Provider when names are added or deleted. These

authorization forms must be completed and signed by the parent when any new alternate Providers are
added.

18. Family Space Quinte Inc. does not have to be notified each time gestodternateProvideris used.

19. Family Space will review the Alternairovider Volunteer and Students policy annually.

20. The AlternateProvider Volunteer and Student policy will be reviewed and signed with alterrtevides

by the registered primaRroviderbefore alternate care is providedlternate Providers will review policies
annually afterwards.

21. Regular Visitors are defined as semme who visits often enough that children in carecognize them.
Examples of a regular visitor would be a neigh
service etc. who are on the Providero6s premise

Parents of children in care are not considered regular visitors if they are only in care for drop off and pick

Any visitor staying in the home of a Provider for more thaosecutivaveeks must have a VSC submitted
to and approved by the agency befthey visit.

22. TheParent Handbook is available on the Family Space website.
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Section: HOME CHILD CARE PROGRAM Policy Number: 6.2
OPERATIONS
Palicy: Attendanceand late arrivals Date Approved:  November2002

Date Reviewed: June 3 2022

Policy

Provides registered with Family Space Quinte Licensed Home Child Care Program will record the daily
attendance of children as required by @ield Care and Early Years Aand Purchase of Service Agreement
with the County of Hastings.

Procedures
1.0 Provides will record the daily attendance of childmmtwo separate forms
1.1 Provider Invoice 1 verifying the days and times care is utilized. These are to be filledadyt

andare submittedwice per month according to the provided submissahredule onci has
been completed

1.2 Attendance Recordi to be filled out each day immediately as soon as children arrive, and
immediately upon departureThe time of arrival and departure is to be accurately recorded.

2.0 Hastings County Ch ithatdhe llowirg caBles musi be esed marithty toantiate
funding requirement in order to accutgtealculate client attendance.

3.0 Sick, absent, withdrawal, holidays, vacation dagd billable scheduled closure days to be recorded in
the following maner byProvides:

a) The code iS00 is used to indicate i f a chil

b) The code AAO0 is used when the child is abs

c) The c onmbkce df withdrawal (two week waiting period) is entered on the invoice as

Awd not an absent day. I n using this meth

yearly absent days.

The code AVO is used t o onrrom tealdyeare ard pagmenth e

is required.
d). The code ASCO is used to specify sche

** Providers must report any absences of 3 consecutive days to Family Space. **

SAFE ARRIVALS 1 Family Space considers the safety ofchildren,and familiesncludingat arrival and

departure Providers will contact families of any childrby phone or text who a®0) minutes late for a scheduled
arrival or pick upif they have not been notifieéfor older children who leave the Providé s house by
if going to school and the child does not arrive on time, the school will implement their own Late Arrival polic
For children | eaving the Pr oviidrindididual hgoeadsupon lyyrovidbere
andparent will contact the Provider to ensure safe arrival home.
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Section: HOME CHILD CARE PROGRAM Policy Number: 6.3
OPERATIONS

Palicy: Care Capacity and Placement Date Approved:  November2002
Limitations

Date Reviewed: March 2020

Policy

The maximum capacity of children in the care &fraviderwill be in compliance with th€hild Care and Early
YearsAct.

A Providerregistered witta Family Spaceitensed home child caRrovidercan care for a maximum of 6
children under the age of BB any one time

Provides must count their own children under the agé. of

Provides may cardor a maximum of only8 children under the age of 2 (including their own childrénjequest
form for caring for 3 children under 2 must be completed and submitted to the Agency for approval.

AProvidebs own children are count ed iftmeyaretuederd gears ahagen

TheProvidefAgency agreement witstablish a maximum capacity in accordance with the Act forleamhder
registered with Family Space Licensed Home Child Care Program.

Itis atthe Home Visitord s Di s cr et i ation filowihe Bxecutive Disectdr)tthe number and ages
of children eachProvider may have enrolled at any one given time.

The overall safe accommodation for the children in care will be the primary consideration when determining
number and ages ohitdren aProvidermay have. Other considerations include:

1. The ages of the children in the group.

2. Any medical orspecial needs of the children in the group.

3. The ability of each child to evacuate independently in an emergency.

4. The experiencend qualifications of the home child cd&evider

5. The physical environment of the premises, including the total amount and distribution of space in the prer
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Section: HOME CHILD CARE PROGRAM Policy Number: 6.4
OPERATIONS

Policy: Premium Care & Premium Billing Date Approved: = November2002
Days

Date Reviewed: October 13 2023

Policy

Providers registered with Family Space Licensed Home Child Care Pragamdependent micro entrepreneurs
may use their own discretion withgard to providing care on public holidays or premium days. The County of
Hastings through the Purchase of Service Agreement determines which days can be charged as premium d
as such Providers are able to charge a higher rate. If a public Halidisyon a day Providers do not offer care,

ays

no other day will be considered in lieu. The regulations of the Child Care and Early Years Act are to be folloyed

when a Provider chooses to provide care which the Caufity Hast i ngs deems as fApr

Procedures

Providers are required to complete and maintain an accurate Parent/Provider Agreement. A copy of this
agreement needs to be submitted to the agency.

1.0 The public holidays/ or premium days identified in the Province of Ontario and/Gotirgy of Hastings
are as follows:

New Y e a,GoclFridag, #aster Monday, Victoria Day, Canada Day, Civic Holiday, Labour Day
Thanksgiving Day, Christmas Day, Boxing Day and Family Day

It is assumed that care is not required on public holidays ameERs notice of the interruption in care is
not required.

2.0 Premium child care rates are charged if Providers provide care on these days. Premium child care rates

are also charged if care is provided on a Saturday or Sunday, or if the majority of casebetmnar 7:00
a.m. or after 6:00 p.m.

3.0 The Ministry of Education requires that when care is provided overnight, beds and mattresses are to
provided for children over 18 mos. of age.

4.0 Fire evacuation plans need to be discussed with a fire inspectoute #msy are adequate for extended
hours of care.

5.0 When abnormalities outside of Family Space general billing structure arise, the home childcare team
decide on each situation. This may apply to multiple drop off andypskn a given day.
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6.0 Provides will give 2 weeks written notice to families and the agency of any closures including Public

Holidays.
Section: HOME CHILD CARE Policy Number: 6.5
OPERATIONS
Palicy: BILLABLE SCHEDULED Date Approved:  June 21, 2023
CLOSURES

Date Reviewed: June 21, 2023

Policy

Effective August 1, 2023 CWELC guidelines allow 15 billable days of scheduled closures in a calendar year,
January I December 31. Agdependent micro entrepreneurs Providers may choose which scheduled days

they

close. These days cannot be accrued and cannot be carried over to the following year. If all 15 days are not use

in a calendar year they are forfeited, there is no compensaftpayment for unused days.
Billable scheduled closures applies to agency registered families only.
Under CWELCC guidelines, Providers may not close for more than 2 consecutive weeks at a time.

For c¢cl osures duPer otvoi deevrednst sc oonuttrsoild e( ia. e . |, natur al

strike) the days of c¢closure are not counted toward

In the event that parents and Providers want to schedule the same time off, notice wijpbedsicom whoever
submits it first.

If a provider schedules a billable closure day on a public holiday, the regular rate will be charged to families
Premium rates will be charged only if the Provider works on that day. If a public holiday landay®R@viders
donét offer care, they may not use them as a sch

Closures will only be charged to families that are scheduled according to their contract with the Provider.
Parent/Provider agreementsish be forwarded to the office prior to the scheduled closure outlining days atten
and the codes that are charggdy r eement s must be sent to the offi
and will not be accepted any other wdlya family has avarying schedule, the Provider will charge according to
the weekly average of the month prior. Without a Parent/Provider agreementatrifédeoffice, the Provider runs
the risk of not being able to charge.

Family Space offers a sample Parent/Provadgeement that Providers may consider when signing with familie

Individual families will not have to pay for more than 15 scheduled closures in a calendar year.
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In the event of a split family, each parent will submit their own registration form emdthn Parent/Provider
agreement.They will be considered 2 separate families in 2 separate files at the agen2yndividual families,
each parent may use up to 10 non billable scheduled clodesn a Provider is charging for their own billable

scheduled closures, each parent will be billed for the days they are responsible for according to their agreement.

Section: HOME CHILD CARE Policy Number: 6.5
OPERATIONS

Palicy: BILLABLE SCHEDULED Date Approved:  June 21, 2023
CLOSURES

Date Reviewed: June 21, 2023

Procedures

Providers are required to give 2 weeks written notice of billable scheduled closures to parents and the office.

Emailing childcare@familyspace.ds the only accepted methofinotice to the agency. Notice of all billable

scheduled closures must be given including any public holidays the provider chooses to close and charge far.

If a Provider is aware of any medical procedures or conditions with a minimum of 2 weekssiaiosy
consider them billable scheduled closures. Days a Provider closes due to illness without 2 weeks notice ca
considered billable scheduled closures.

When recording the closure days, Providers will complete invoices using the code S€ifyossheduled closure
days. For example, 9SC

If a family uses 2 or more Providers at a time, the 15 billable scheduled closure days will be charged by the
primary Provider. If a family switches Providers part way through the year, the famibtillvitinly be charged

for 15 days in the entire year; depending on how many they have paid for before switching Providers will
determine how many the second Provider may charge for.

Families using summer care only vk pro rated at approximately 1.25 days per month for the billable closure

days they will be charged foPart days will be rounded up-or example, a family using summer care only,
whose child is not in care at all the other 10 months of the yeanmjilbe charged for a maximum ®f
scheduled closures.

Once a Provider schedules billable closures, those days will be considered as used in their total allowable d
regardless of whether they comply with the policy or not.

For example, if a Prader schedules July@16 off as a billable closure, does not submit it in writing to agency
and families within a minimum of 2 weeks, or does not have current contracts submitted through Submit To
Office and is not approved to bill, that Provider will hetable to schedule those billable closure days again in
the future. Those 10 days will be forfeited.
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@Famﬂy Family Space Quinte Inc.

épace Licensed Home Child Care Program

Section: HOME CHILD CARE PROGRAM Policy Number: 6.6
OPERATIONS
Policy: Late Feesand Billing During Date Approved:  September2019

Uncontrolled Closures
Date Reviewed: November 2022

Purpose:

To giveProvides registered with Family Space Licensed Home Child Care the ability to charge late fees to
parents should they wish to implement and collect.

Policy:

Provides cancharge late fees to families to ensure that their time with their own family is respettes.
Provides set their own individual rules related to time charged, when charged and fee chargedvities
must collect the fees directly from the pagentt is not related to Family Space billing for care used.

Procedures:

5. Provides may consider developing and signing a separate contract, aside from the Family Space
ParentiProvideragreement outlining their late fee policy including fees and conditions

6. Provides will distribute a receipt for late payment fees to parents.
7. There will be no charge for the receipt.
8. Effective November 14, 2022 the event of an uncontrolled closure such as a pandemic, natural

disaster, school strike etc., 2 weeks notice of an interruption in care from families is not required.
Providers will receive compensation for one week from the beginning of the interraptording to
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their childrenbés schedul-evdluatedafter onaweek.andDham s i
ongoing basis.

9. Family Space wil!/ seek funding from Hasting
during this time.

Sectim: HOME CHILD CARE PROGRAM Policy Number: 6.7
OPERATIONS

Policy: Fees, No wait List, Provider Payment Date Approved: = November2002
Policy
Date Reviewed: March 232023

Policy

Provides registered with Family Space Licensed Home Child @awsgram are required to submit attendance an
billing information based on the defined process to ensure accurate and timely compensation for child care
services provided.

Parents with Family Space Licensed Home Child Care Program are required to [rasésken the defined
process to ensure continuity of childcare without disrupg®per our NSF policy.

For any NSF payments, a tweeek notice of termination of care will be given to the parents and providers
starting on the debit date of the invaitet i s t he parent 6s r esipfallbge bi | it
transfer to childcare@familyspace.ca the amount owing plus $30.00 NSF fee before the two weeks has lapg
to ensure that there is nderruption of care. If care is terminated, you will need to confirm space is still
available before you can return to care

If a parent has 3 NSF paymentare may be terminated immediately, without notice. Individual cases will
be reviewed by the agcyto determine whether care may continue or not.

Flexibility is offered through Licensed Home Child Care to families. As independent contrBctmisles are
able to determine whether or not they will take children who are looking for care. #dtatreere is no waiting
list for services.

Procedures forProviders Invoices:

1.0 A schedule of invoices, due dates, and payment dates, will be issued on an annual basis by Family Spa
Provides registered with the l@nsed home child care program
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2.0 All Provides must ensurmvoices aresubmitedon time or they will not begd on the scheduled day.
Provides will be charged a $25.00 administrative fee to have their payment issued individually after the
date.

3.0 The rate for the next age group (Infant to Preschool) will domoeeffect as of the first day of the month
following a childbés birthday.

Procedures for Administration:

1.0 Invoices will be received on thé®vorking day following the end of the invoice period.

2.0 Provides will be paid on the 0and 2% of the identified invoice period. If these dates fall on a wegtken
or holiday, they will be paid the day prior.
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Section: HOME CHILD CARE PROGRAM Policy Number: 6.7
OPERATIONS

Palicy: Fees, No wait List, Provider Payment Date Approved:  November2002
Policy
Date Reviewed: March 23, 2023

Procedures for ParentFees

1. Upon enréimentfee payingoarents must provide to the Family Space office the following:
o A void cheque or bank form for direct depayment of fees
2. Child care used from the'to the 15 of the month will be debited on the 28th of the same month.
Child care used from the 16th to end of the month will be debited on the 14th of the following month.
An invoice will be emailed to parents with amount to be debited prior to dee da

3. Parents with Family Space Licensed Home Child Care Program are required to pay fees based on tl
defined process to ensure continuity of child care without disruption as per our NSF policy. For any N
payments, a twaveek notice of termination of camwill be given to the parents and Providers. The 2 weé
notice of termination of care begins on the
that they pay in full by ¢ransfer tachildcare @familyspace.¢he amount owing plus $30SF fee before
the two weeks has lapsed to ensure there is no interruption of care. If care is terminated, parents wil
to confirm space is still available before they can return to care. If a parent has 3 NSF payments, caf
be terminated immedialy, without notice. Individual cases will be reviewed by the agency to determin
whether care may continue or not.

Procedures for Administration:

1. Invoices fromProvides registered with Family Space Licensed Home Child Care program are due to
Family Space office as specified on an annual basis.

2. Invoices will be received on thé“vorking day following the end of the invoice period.

3. Provides will be paid on the ¥0and 2% of the identified invoice period. If these dates fall on a
weekend oholiday,they will be paid the day prior.

The rate for the next age group (Infant to Preschool) will domoeeffect as of the first day of the month
following a childbés birthday.
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Section: HOME CHILD CARE PROGRAM Policy Number: 6.8
OPERATIONS
Palicy: Canada Wide Early Learning and Date Approved:  August 182022

Child Care system
Date Reviewed: October 142022

Policy
CWELCC i Canada Wide Early Learning and Child Caresystem

Family Space has opted in for the Canada Wide Early Learning and Child Care System. The CWELCC sys
will offer financial support for families accessing care within pragram.

In April 2022 the Ministry of Education put a fee freeze on licensed child care. Parents registered with Famil
Space, who pay fees to Family Space are paying the same rates as they were when the fee cap was put in

Parents that have a private arrangement with their provider (all financial arrangements including fees and
payments are between parent and provider, no financial involvement with the agency) should be aware that
private child care fees must be cappéthe providers rate as of March 27, 2022.

If the provider joined the agency after March 27 2022 the fee charged for this private arrangement must be
at the agency rate.
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Section: HOME CHILD CARE PROGRAM Policy Number: 6.9
OPERATIONS

Policy: Wage Enhancement/Home Child Care Date Approved: = November2002
Enhancement Grant (HCCEG) &
General Operating Grant (GOG) Date Reviewed: June 72022

Policy

Wage Enhancemerifome Child Care Enhancement Grant (HCCBGJ General Operating Grant (GOS&)
provided bythe County of Hastingand theirpolicies and procedures will be followed.

Procedures for Wage Enhancement Grants & General Operating Grants:
Providers

1.0 Wage Enhancement FundingGBEG)is granted through the County ldfstings and General Operating
Grant policies and procedures will be followed.

2.0 Wage=nhancement Funding (HCCEG) will be issue@tovides with each invoice based on the following:

In order to be eligible to receive the HCCEG, home child Paoides must:

A Hold a contract with a |licensed home child car
Providebs own chil dren).

To be eligible to receive tHell HCCEG of $20 per day, home child car@rovides must:

A Pr ovi defulldime sarvices6daues or more hours per day); and

A Recei v &659@er day in bagerfeéspeligible for partial HCCEG if betweer2$5.9D and $35.90per
day in base fees and ineligible for HCCEG if 28%.9 or greater in base fees)

To be eligible to receive thmartial HCCEG of $10 per day home child car@rovides mus:

A Pr ovi deparbtime sewiees(lasg than 6 hours per day); and

A Recei v d6ll54per day in bagerfeéseligible for partial HCCEG if betweerl$1.54and $771.54per
day in base fees and ineligible for HCCEG if &7 $.540r greateiin base fees)

If at any point a home child caRroviderstops serving children or earns more than the cap, the home child caf
agency must terminate the transfer of HCCEG funds t@tbeider

GOG is included in base ratesRmvides. EactProvide invoice payment outlines the breakdown between bas
funding, GOG funding and HCCEG Funding. Provige8.% of
Lump sum payments are discouraged; however, if at year end, there are excess GOG fundsbthey will
distributed to anyrovides who provided care with Family Space Quinte Inc. during that fiscal year based up
the care provided during the year

Every time Providers are paid they will see three separate lines of their total payment that aseimtitiéie
Telpay remittance details as follows:
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1. HCCEG:I this is the Provincial Home Child Care Enhancement Grant, $20 per day.
1. GOG this stands for general operating grant is displayed separately from the total daily earnings
1. The biweeklyProvider feemmount is the rate of earnings without the GOG included.

Family Space is required lmur funders to display these amounts separatelyrtoriders. If further GOG
funding is distributed at year endnibuld be labeled 2022 GOG top up.

Forexample:

Total Provider Payment: $2122.00
HCCEG $220.00
Provider Invoice Total $1902.00

12 % GOG included in Provider Invoice Total $203.79
Provider Fees before GOG $1698.21

October 132023 112




@Famﬂy Family Space Quinte Inc.
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Section: HOME CHILD CARE PROGRAM Policy Number:  6.10
OPERATIONS
Palicy: Provider Records Date Approved:  November2002

Date Reviewed: March 2020

Policy
Family Space Quinte Inc. will maintain a record of eBobviderin the Home Child Care Program.

Procedures

1.0 TheProviderrecord will contain the following information:

Application to Provide Home Child Care

Initial Home Evaluation

Fire Department Inspectio

Immunization

Criminal Reference ChetKulnerable Sector Screeniligvery 5 years)

Offence Declaration

Immunization Record dProvided s Own Chi | dr en

Written Proof of General Liability and Automobile Insurance

Written Proof of Pet Inoculation

Signed Oath of Confidentiality

Policy Sign Off for anyone over the age of 18, alterfaitevider regular & visitors.

AgencyProviderAgreement

Proof of current First Aid/CPR

Equipmentelease waiver

HighlandShores Child welfare check

AlternateProvider

Void cheque

Notice with respect to the collection of personal information

Home Visit ReportsQuarterly Home Visit Report€ommunications/Correspondence

Water sample records

Photo/video release

Reference Checks

2.0 Providerrecords are the property of Familp&e Quinte Inc.

3.0 Providerrecords are confidential and are kept locked in a filing cabing¢curely stored iRamily Space
data base, othe server Provider recordare the property of Familypace Quinte Inc. These records will
bemaintained fothreeyears after th€roviderhas left the agency.

4.0 Provides may review the contents of their record in the presence bfaime Visitor Information may
not be removed from the record. A copy of information inRreviderrecord will be provided to
Provider upon request.

S R N I I I I R I B R R R ]
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Section: HOME CHILD CARE PROGRAM Policy Number:  6.11
OPERATIONS
Palicy: Extended Care Date Approved:  November2002

Date Reviewed: March 2020

Policy

Extendcedhours of care may be availabRrovides and Parents will developp#an for extended hours, considering
health, safety and supervision. Consistent with the Child Care and Early Years Act, continuous care beyond
and 59 minutes requires Ministry of Education approval.

Procedures

1.0 Each parent requesting care beg 23 hours and 59 minutes will be reviewed on a case to case basis and v

be requested from the Ministry individually.

2.0 Each home operating extended hours has an evacuation plan that includes the extended hours portipn of

program.

3.0 Local fire departments will be advised of any homes operating extended hours and local protocols wijll be

followed.

4.0 Anaphylaxis-Individual extended hours plans will be created Braviderand the parents including after
hours contact information for childrevith life threatening allergies.

5.0 Bedtime/rest time routines

0 Children will engage in quiet activities to settle for bedtime.

0 Infants will be provided with cribs/playpens: toddlers, preschool and school age children will be
provided with amattress/bed/cot.

o] Children who changedm clothing to pajamas independently will be given privacy in a bedroom or
bathroom.

o] Children will brush their teeth in a bathroom before bed.

o] Toothbrushes will be stored separately.

0 Individual facecloths, towels, bedding and pillowcases will be used. A new face cloth and towgl wil
used daily and bedding washed at least weekly or more bfteceéssary.

0 All bedding including pillowcases will be washed/changed between children

0 Males and femalegver the age of 6 will sleep in separate rooms unless a parent provides written

consent for male and female siblings over the age of 6 to sleep in the same room.
0 Visual sleep checks will be done according to Family Space sleep check policy.
6.0 Maximum hours of care
7.0 Provides cansleep during the night shift and be available to provide care during the day
8.0  Building and accommodation
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Section: HOME CHILD CARE PROGRAM Policy Number:  6.11
OPERATIONS
Palicy: Extended Care Date Approved: = November 2002

Date Reviewed: March 2020

Entrance and exit areas must have adequate lighting

Family Space record of active homes will identify those in which extended hours of care is being provided.

FamilySpaceds insurance company i s aware that car ¢
Contact information for the Agency is available during extended hours

Chil dr eno6s e mastaways helude irdocnation adout how to reach a pguantlian,including
during the extended hours portion of the program.

Attendance records must confirm the actual hours of care of each child including AM or PM.
Emergency phone numbers including poison control, EMS and eetaiées is available during extended hours
Home Visitor- In addition to quarterly visits made during regular hours additional quarterly visits will be ma
by a Home Visitoduring the extended hours while children are in care

ade

The checklist used by thdome Visitorwill be inclusive of any additional requirements for extended hours care.

Supervision If the Providerwill be sleeping during the nighvhile providing care, a supervision plan must be

establishedbetween thérovider the parents ar@Home Visitorthat considers the location of where children g

sleepingand the process for monitoring children overnight

Nutrition Meals will be supplied if childttendsmealtime.

Menus will be planned in consultation witome Visitorand parent and available for review.
Progran®utdoor play for children participating in extended hours of care willpee during daylight hours.

Consideration will be given to seasonal conditions, time of day and adequate lighting for appropriate supe
Health and MedicalSecure storage for medical supplies and medication, as well as a firstaaid kitanual,
must be readily accessible to the Provider during extended hours program.
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Section: HOME CHILD CARE PROGRAM Policy Number:  6.12
OPERATIONS

Policy: Home Visits and Communication with  Date Approved:  November2002
Parents
Date Reviewed: June7,2022

Policy

The Child Gire and Early Years Act requirtihat theProvideb s H o m éng dutdaoi playdspace is inspected
by aHome Visitoremployed by Family Space Quinte Inc. These inspections are carried out without prior
(unschedulednoticeto theProvideb s home at | east one in.every qua

Home Visitors review all Family Space Licensed Home Child @alieies annually.

Family SpacdHome Visibrsstrives to make additional visits to edetovideb s home at a fr e
month. These visits will be a combinatiorscheduledind unscheduled visits.

Procedures

1.0 On a regular basig,Home Visitorwill conduct scheduled and unscheduled visitsBsavideb s h o m
conscientious effort will be made to visit each home montAlghecklist provided by the Ministry of
Education will be utilized to ensure that ac@a@te record is made of each inspection.

2.0 While children are being cared for, it is necessary foPttawiderto allowHome Visitos access to her
home.

3.0 Parentswill receive quarterly newsletters from the Licensed Home Child Care program.
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@Famﬂy Family Space Quinte Inc.

épace Licensed Home Child Care Program

Section: HOME CHILD CARE PROGRAM Policy Number:  6.13
OPERATIONS
Palicy: Inactive Providers Date Approved:  November2002

Date Reviewed:  April 3 2023

Policy

Provides registered with Family Space Licensed Home Child Care Prdapgetimrave completedegistration and
given approval to begin but are not currently pr
Procedures

1.0 Family Space Quinte Inc. consider®rovider approved by the agemdyo is not currently providing care
as inactive. Thigncludes Providers that are not providing care as they have had a baby and are takin
some time off, other personal or medical time off or approved to begin but do not have children startg
yet.

2.0 Inactive Providers are still on the Family Space roster ofifers.

3.0 Home Visitos and Executive Director of Family Space Quinte Inc. reserve the right to determine who
may return to the agency a®Peovider
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@Famﬂy Family Space Quinte Inc.

épace Licensed Home Child Care Program

Section: HOME CHILD CARE PROGRAM Policy Number:  6.14
OPERATIONS
Palicy: Insurance Date Approved: November2002

Date Reviewed:  April 18, 2023

Policy

Family Space Quinte Inmaintains arinsurance policyhat includesomprehensive general liability coverage
andabusecoverage

Family Space Quinte | nc &ovidemragisteredwithd-aniy SpdceeQuinte laay u i
Licensed Home Child Care Program acquire and maihtaime/tenant/condimsurancepolicy to cover their
personaliability, personatontents and building structure (if required). Providers should also let their insuran
company know that they are operating a daycare out of their home. Providers will spmojiriateautomobile
insuranceo the agency before travelling in their idbs with day care children.

Procedures

1.0 TheProvidermust provide t@ Home Visitorwritten proof from an insurance agency/broker of the
specifiedinsurance coverage.

2.0 Automobile liability insuranceubmitted tca Home Visitor

3.0 Itis theProvided s r ilitypt@moside written proof ta Home Visitorof the annual renewal of the
specified insurance coverage.
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@Famﬂy Family Space Quinte Inc.

épace Licensed Home Child Care Program

Section: HOME CHILD CARE PROGRAM Policy Number:  6.15
OPERATIONS
Policy: Interruption of Care & Vacation Date Approved: = November2002

Date Reviewed: October 13 2023

Policy

Written notice must be given by the Provider registered with Family Space Licensed Home Child Care Program
and/or parents to Family Space Quinte Inc. two weeks prior to any interruption of care.

Parents registered with Family Space Licensed Home Child Care Program may take nprtbilléble
scheduledaccording to parent/provider agreemeraationdays per year.

Procedures

1. The Provider and parents both must give two weeks written notibe gency and each other prior to
taking vacation, a day off, moving, terminating service, or any other reason that would result in an
interruption of care.Two weeks notice is not required for public holidays as it is assumed care will not be
required.

2. Failing to give two weeks written noticeayresult in the parent being charged for two weeks from the day
that written notice is receivedzamily Space will review situations case by case.

3. Afamily 618 non billable scheduled vacation days will be aseabupon between parents and Providers.

4. If a family is contracted fosummer care onjythe non billable scheduled vacation days will be pro rated at
.83 days pemonthand rounded up to 1 whole dag.family in care just for July and August will be elitgb
for 2 non billable days.

5. Inthe event of a split family, each parent will submit their own registration form and their own
Parent/Provider agreementhey will be considered 2 separate families in 2 separate files at the agency.
2 individual families, each parent may use up to 10 non billable scheduled clogvines. a Provider is
charging for their own billable scheduled closures, each parent will be billed for the days they are respagnsibl
for according to their agreement.

6. If a family takes billable vacation days beyond their 10 NON billable days, Providers will record a note n
the ANoteso section of their invoices informing
families 10 allotted NON billable days.
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@Famﬂy Family Space Quinte Inc.

épace Licensed Home Child Care Program

Section: HOME CHILD CARE PROGRAM Policy Number:  6.16
OPERATIONS
Palicy: Private Care Date Approved:  November2002

Date Reviewed: March 3, 2023

Policy

The Hastings and Prince Edward Health Unit requires immunization records for all children not yet enrolled
school. AProviderregistered with Family Space Quinte Licensed Home Child Care Program must inform th¢
Home Visitorof any private children adady in care to ensure compliance with Health Unit regulations.

Procedures

1.0 Before children are placed into tReovideb s home, copies of private
Assessment records must be provided lttome Visitorof Family Space Quinte Inc.

2.0 Children being cared for privately must be counted in the Ministry of Education ratios.

3.0 Children cared for privately, must complete and submit the follotdnibe Agency

A registrationform

immunization record

Any medical or individual service plans

Provides must submit any incident reports, serious occurrences, and attendance

= =4 =4 =9
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@Famﬂy Family Space Quinte Inc.

épace Licensed Home Child Care Program

Section: HOME CHILD CARE PROGRAM Policy Number:  6.17
OPERATIONS
Policy: Termination of Provider Agreement Date Approved: = November2002

Appeal Process
Date Reviewed: March 2020

Policy

A ProvidefAgency Agreement may be terminated for failure to comply with the conditions and/or the
policies/procedures of Family Space Quinte Inc.

Procedures

1.0 TheProvidefagency must inform the other party that the agreemsdatminated and the reasons for the
termination

2.0 A Providercan appeal a decision made by @me Visitoror Executive Director, to terminate the
AgencyProviderAgreement, the appeal must be made in writing to the Board of Directors within thirty
(30) days of termination of agreement.

D

3.0 The name, address and telephone number of the president of the Board of Directors of Family Spac
Quinte Inc. is available to thogrovides who wish to appeal a decision to terminate the Agémnoyider
Agreement.

4.0 In the written appeal, therovidercanrequest to meet the Board of Directors or a Board designated
committee.

5.0 The Board of Directors will respond to the written request for a meeting within seven (7) business da
The Executive Director will be part of this process.

6.0 After meeting with the Bard, there will be a written response within seven (7) business days.

7.0 The decision of the Board of Directors is final.
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@Famﬂy Family Space Quinte Inc.

épace Licensed Home Child Care Program

Section: HOME CHILD CARE PROGRAM Policy Number:  6.18
OPERATIONS
Policy: Quality Control Measures Date Approved: = November2002

Date Reviewed: March 2020

Policy

The County of Hastings through the Purchase of Service Agreement has requirements that must be met related t
Quality Control.

Procedures

A ServiceProvideris required to maintain a clear License with the Ministry of Education. Any revision to the
SaviceProvidebs | i cense stat us dhileCareand&arlg Yeaictmameadtd theo n |o f
termination of the Purchase of Service Agreement.
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@Famﬂy Family Space Quinte Inc.

épace Licensed Home Child Care Program

Section: HOME CHILD CARE PROGRAM Policy Number:  6.19a
OPERATIONS
Policy: Confidentiality of Information , Date Approved: = November2002

Borrowed Technology& Social Media
Date Reviewed:  April 3 2023

Policy

This policy offers guidance fdtrovides use of technology loaned to them by Family Space and to ensure that
professionalism and safety are maintained.

All staff, volunteers anérovides registered with Family Space Licensed Home Child Care Program are requi
to complete an oath of confidentiality.

Procedures

The following principles apply to professionaldapersonal use of technology and social media when referring t
Family Space Quinte.

1.0 Provides, emergency alternates and staff should maintain professional and ethical standards in posting
material that is neither inappropriate nor harmful to Familyc8gguinte, its caregivers, employees, families
or participants.

2.0 Comments, expressions, and other postings on social media must be honest and respectful of others, re
confidentiality, personal information, and comply with applicable local, proviraial federal laws and
Family Space Policies.

3.0 Although not an exclusive list, some specific examples of prohibited social media conduct include postin
commentary, content, or images that are defamatory, pornographic, proprietary, harassing, or thatiecan ¢
hostility.

40Rel ease of family/child information is done on
5OAccess to a childbés records without parental c
jurisdictions:Cor oner 6 s Of fi ce, Court s, in response to

vested in Provincial or Federal statutes (e.g. Public Health Nurse), minister of Education, and officials to
whom she/he has delegated the authority (i.e. programsajivi

6.0 All Provides must ensure that the parents have completed a/Rhugto/Social Media/Testimonial Release
form before utilizing t heProvidecclbsédlFacébsok groug)is ur e (i
recommended that Providers obtaintheirawni t t en per mi ssi on from par €
in the Providers own social media groups.
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@Famﬂy Family Space Quinte Inc.

épace Licensed Home Child Care Program

Section: HOME CHILD CARE PROGRAM Policy Number:  6.19a
OPERATIONS
Policy: Confidentiality of Information, Date Approved:  November 2002

Borrowed Technology & Social Media
Date Reviewed: January 26, 2021

Confidentiality Form

Provides will observe and hear many things of a confidential nature at FSpaige.

Care must be taken to ensure that these matters remain confid@rsalinal information about clients or their
families must be held in strictest confidence. Care must be taken regarding conversations in the home and i
community. Where confidentiality has been breached, serious action will result.
Confidentiality Agr eement

| understand that all information about the Licensed Home Child Care Program as it pertains to families is
confidential.

I owi || not divulge confidential agency informati

Parent 6s Signature Date
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@Famﬂy Family Space Quinte Inc.

épace Licensed Home Child Care Program

Section: HOME CHILD CARE PROGRAM Policy Number:  6.19a
OPERATIONS

Policy: Confidentiality of Information & Social Date Approved:  November2002

Media
Date Reviewed: March 2020

Photo/Video/Social Media/Testimonial
RELEASE FORM

| hereby granFamily Space Quinte Inpermission to use my likeness/testimonial in a Family Space Quinte Inc.

photograph/video/social media website, without payment or any other compensation.

If the participant is under 21, there must be consent by a parent or guardian, as follows:

lherety certi fy that | am the parent/guardian of ((C
and do hereby give my consent without reservation to the foregoing on behalf of this person
(Patent/Guardian Print Name)

(Parent/ Guardiands Sign@atar e)

| am 21 years of age and am competent to contract on my own behalf. | have read this release form before

below, and | fully understand thertents, meaning, and impact of this release.

(Print Name)

(Signature) (Date)
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@Famﬂy Family Space Quinte Inc.

épace Licensed Home Child Care Program

Section: HOME CHILD CARE PROGRAM Policy Number: 6.19b
OPERATIONS
Palicy: Borrowed Technology Date Approved:  November 2002

Date Reviewed: January 26, 2021

Policy

Home Child Caré’rovides will use technology on loan by Family Space to assist with documentation and
paperwork expectationsCareful use of borrowed technology will be a priority.

Procedures

1.0 Home Child CaréProvides will use technology provided by Family Space Quinte to assist in their daily
documentation, program planning and research to effectively create quality earlydeaogramming.

2.0 Technology will be used to maintain accurate record keeping and submit required paperwork.

3.0 Technology equipment is provided in good repair. It is expected the equipment will be returned upon rec
or at the termination of your agreemeavith Family Space.

4.0 It is expected that the equipment be used solely for work purposes and maintained in good working ordé

5.0 There is an agent installed on all Family Space owned and maintained computers and electronic device
agent alsallows the ability to remote in without consent. This agent also can provide MicidPaymily
Space IT company, at a glance, applications on computers and electronic devices internally and remote
Software records all copies of email messages seateived by addresses within the agency.

6.0 If technology is broken or in need of rep&rpvides will contacta Home Visitorto discuss next steps.

1. Item of technology borrowed

2. Date the technology was issued

ProviderSignature Home VisitorSignature
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@Famﬂy Family Space Quinte Inc.

épace Licensed Home Child Care Program

Section: HOME CHILD CARE PROGRAM Policy Number:  6.20
OPERATIONS
Palicy: Substance Abuse byroviders Date Approved:  November2002

Date Reviewed: March 2020

Policy

No Providerregistered with Family Space Licensed Home Child Program will provide care for children while
under the influence of alcohakcreational cannabs illegal drugs.

Procedures

a. Family Space Quinte Inc. may terminate &gencyProvideragreement even ilibstance abuse
does not result in a clear impairment but the consumption is noticeable while children are in car
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épace Licensed Home Child Care Program

Section: HOME CHILD CARE PROGRAM Policy Number:  6.21
OPERATIONS
Policy: Child Protection: Duty to Report Date Approved: = November2002

Date Reviewed: March 2020

Policy

Any staff, Providerregistered with Family Space Licensed Home Child Care Program, volunteers and studen
Family Space Quinte Inc. have a legal responsibility to report if a child appears to be in need of protection.

Procedures

Home
1.0

2.0

2.0

3.0

4.0
5.0

6.0

7.0

Child Care Program: Duty to Report

Persons must report directly CFSA s.72H8person who has the reasonable grounds to suspect that
child is or may be in need of protection mus
person must not rely on anyone elsedport on his or her behalf.

Upon suspicion of maltreatment Breviderregistered with Family Space Licensed Home Child Care

Program is to report the incident directly t
CAS guidelines state that you do not neebe sure that a child is or may be in need of protection to
make a report to a childrendéds aid society.

her training, background and experience, exercising hormal and honest judgemensuspeadd.

If a parent suspectsRroviderregistered with Family Space Licensed Home Child Care Program of
mal treatment it is their responsibility to c¢
inform the Home Child Care Visitor &family Space Quinte Inc. Ifldome Visitorsuspects &rovider
registered with Family Space Licensed Home Child Care Program of maltreatment it is their respons
to contact the Childrends Aid Soci eteync. and t
Parents are askedreport the incident to theome Visitor

The Home Visitor and Executive Director of Family Space Quinte Inc. will support both parties involyv,
until the Childrenbés Aid Soci ety nh a8chidremmpthee t
Providerdés home wil I be i mmedi ately removed,;

notified concurrently if any allegation or investigation takes place. Children will not be placed back in
care until the investigan is complete and all allegations have been cleared. The Provider will not

receive pay during the investigation period, since the parents will not be paying fees for that Provider

provide care.
Legal counsel shall be consulted in cases whersu$gected maltreatment occurred while the child was
in the care of an individual affiliated with the licensed home child care agency
The Executive Director will complete a serious occurrence report and submit to the Ministry of Educa
and/or the Countpf Hastings.
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@Famﬂy Family Space Quinte Inc.

épace Licensed Home Child Care Program

Section: HOME CHILD CARE Policy Number: 6.2
PROGRAM OPERATIONS

Palicy: Safety, Protection and Abuse Date Approved: February 6 2023

Date Reviewed: February 6 2023

Policy

Family Space has zero tolerance for any form of abusehiddaby any Provider, alternate Provider, resident,
volunteer or staff member.

Definition

The term Achild abusedo refers to the violence, n
of someone they trust such as a ch#éde provider, alternate provider, volunteer, parent or sédftise is defined
as emotional, physical, sexual or neglect.

Any individual suspecting a child may be in need of protection must report their concerns to Highland Shore
CAS. If allegations 6abuse by a Provider, alternate Provider, volunteer or staff are reported, a Program Co
Ordinator and the Executive Director of Family Space will be made aware of the report and events will be
documented in detailLegal consultation will be obtained afallowed.

Any allegations of abuse by a Provider, alternate Prowadunteer or staff will be reported to Family Space
Insurance company promptly.
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@Famﬂy Family Space Quinte Inc.

épace Licensed Home Child Care Program

Section: HOME CHILD CARE Policy Number:  6.23
PROGRAM OPERATIONS

Policy: SelfRegulation Date Approved:  November2002

Date Reviewed: March 2020

Policy

Staff, andProvides registered with Family Space Licensed Home Child Care Program will promote positive
approaches to managing behaviour that comply with the stetedards and requirements in provincial
government legislation and regulatiorstaff andProvides interact with childrein away which will encourage
them to interact and communicate positively and assist them to increase their abilityegudalt.

Definition

Selfregulationdefineshow a child is able to deal effectively with stressors. When children are involved calmly in

activities which engage their attention, they are much better equipped to deal with stressors which could res
negaive behaviour. The acquisition of salégulation skills for a child allows them to manage their emotions,

ultin

pay attention, ignore distractions, and exhibit impulse control. This allows them to increase empathy for others
whichin turnallows them to asss the consequences of their actions, and understand what others are thinking anc

feeling.

Procedures-Preferred Practice

1. Child guidancaused byProvides registered with Family Space Licensed Home Child Care Program, during

program operation should be

(i) related to the nature of the troublesome behaviour;

(i) appropriate to the development levels of the child;

(i) used in a positive and consistent manner;

(iv) designed to assist the child to learn appropriate behaviour;

(v) implemented as soon as possible aftetringblesome behaviour; and
(vi) discussed with a parent(s) if a difficult situation arises with a child.

2. Provides registered with Family Space Licensed Home Child Care Program are expegtedctdldren in
their care the skills and abilities to learn gelfjulation. Some examples of practices to aBsstides during
stressful times for children are as follows:

(i) channelling the child's energy to another areéaersion

(i) ignoring inappropriate behaviour

(i) positive verbal reminders regarding inapproprizbaviour

(iv) redirection to a closely supervised activity

(v) positive reinforcement of desired behavietwoth verbal and newrerbal

3. An environment filled with opportunities for exploration, ample resources, and positive interactions with
adults reduces the aé for intervention by thBrovider
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@Famﬂy Family Space Quinte Inc.

épace Licensed Home Child Care Program

Section: HOME CHILD CARE Policy Number:  6.23
PROGRAM OPERATIONS

Policy: SelfRegulation Date Approved:  November2002

Date Reviewed: March 2020

Prohibited Practices

Provides registered with Family Spat&ensed Home Child Care Prograstaff, volunteers, students who are
on an educational placement any persons who have interactions with a child during program operation sha|
NOT be permitted to inflict

(a) corporal punishment of the child;

(b) physical restraint of the child, such as confining the child to a high chair, car seat, stroller or other devic
the purposes of discipline or in lieu of supervision, unless the physical restraint is forgbsepof preventing a
child from hurting himself, herself or someone else, and is used only as a last resort and only until the risk
injury is no longer imminent;

(c) locking the exits of the child care centre or home child care premises for thegafmonfining the child, or
confining the child in an area or room without adult supervision, unless such confinement occurs during an
emergency and is required as part of the | icens

(d) use of harsh ategrading measures or threats or use of derogatory language directed at or used in the p
of a child that would humiliate, shame or frighten the child or undermine his or hees®dict, dignity or self
worth;

(e) depriving the child of basic neethcluding food, drink, shelter, sleep, toilet use, clothing or bedding; or

(f) inflicting any bodily harm on children including making children eat or drink against their will.

(g) time out
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Section:

Policy:

HOME CHILD CARE Policy Number: 6.23
PROGRAM OPERATIONS

SelfRegulation Date Approved:  November2002

Date Reviewed: March 2020

Monitoring of Practices

The following practices are in place to help ensureRhatides understand the ongoing goal of assisting childre
to buildtheir selfregulation skills. Communication with parents is a key piece of the successful acquisition o
these skills for children

5.

(i)

(ii)

(iv)

(v)

(vii)

A comprehensive discussion witovides registered with Family Space Licensed Home Child
Care Program before the agerghidercontract is signed to ensure compatibility with @tald
Care and Early Yeaw&ct requirements.These discussions will be ongoing, and reviewed at eag
home visit, and at annual policy review at a minimum.

Provides registered with Family Spat&ensed Home Child Care Program will be made aware
of the agency's policies and procedures through the review and sign off prametheerogram
statement, of which setegulation is a key component.

After reviewing the policies and procedureachProviderregistered with Family Space Licensed
Home Child Care Program and all persons living in their home that are over the agaraf 18,
alternateProvides must sign and dathe program statemeannually.

Parents are made aware of the@es$ regardingelf-regulationand are expected to not use
prohibited practices during the operation of the program.

All complaints regardingelf-regulation and prohibitegractices made by anyone including
Provides registered with Family Spacecensed Home Child Care Program will be investigated
and acted upon by thidome Visitor Executive Director and iiecessarthe Board of Family
Space. Serious occurrence procedures will be followed when required.

TheHome Visitorwill discuss with newProvides registered with Family Space Licensed Home Child
Care Program accepted and prohibjpeakcticesbefore signig the agencyrovidercontract, during
quarterly visits, and at annual policy review at a minimum.

All records rdated to the review and sigif programstatement including setegulation policywill be
kept on file at thé-amily Space Quinte Inc. for thrgearsafter the provider agency contract is
terminated.
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Section: HOME CHILD CARE

Policy:

PROGRAM OPERATIONS

SelfRegulation

Policy Number:  6.23

Date Approved:  November2002

Date Reviewed: March 2020

Contravention of Practices

6. ForProvides registered with Family Space Licensed Home Child Care Program, failure to comply wi
theprogram statement, including sedfgulation and prohibitegractices could result in:

(i)

Termination of Agency?roviderAgreement

7. For others including parents:

(i

A verbal warning.

(i) Written warning

(iif)

8. Failure ofProvides to comply with the requirements of tBhild Care and Early Yea#sct with respect
to the program statement, including sedfjulation and prohibited practicesy result in termination of
AgencyProviderAgreement. Various criteria will be considered when determining the disciplinary

the person not being permitted on the premises

measures to be taken. The criteria may include:

(i

(i)
(iii)

Seriousness of the offence;

Actual or potential risk, or harm to the child,;

(iv) Recent performance;
(V) Frequency of occurrence; and
(vi) Previous compliance issues

Past performance of staff Broviderin general,

Other action as deemed appropriate by the Executive Director/Board including, but not limite
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@Famﬂy Family Space Quinte Inc.

épace Licensed Home Child Care Program

Section: HOME CHILD CARE Policy Number:  6.24
PROGRAM OPERATIONS

Policy: Incident/Accident Reporting Date Approved:  November2002

Date Reviewed: March 3, 2023

Policy

Any incidentor accidentnvolving children/familiesProvides registered with Family Space Licensed Home Child

Care Program, will be documented. It is recognized that incidents may result in a serious occurrence that is
defined by the Ministry in th€hild Care and Early Yea¥sct.

Procedures

1. Anincidenfaccidenis defined asmoccurrence in which a child/pardptbvideris injured and/or
behaviour which presents either an immediate or potential threat to the safety and welfare of
children/familiesProvides registered with Family Space Licensed Home Child €eavgram.

2. TheProvides registered with Family Space Licensed Home Child Care Program who witnessed the
incidenfaccidentakes immediate action to handle the situation, ensuring safetyadifeingof the
parties involved. Action that could be taken ut#s providing immediate medical attention when
warranted; taking steps to address any contin
cases involving death the police are immediately notified.

3. TheProviderregistered with Family Spad.icensed Home Child Care Program infoatsome Visitor

The individual ensures that the person witnessing the iné¢aeidentor having the most knowledge of
the situation completes an incident refortithe incidenis documented in the daily jourdna

5. The Executive Director or designate will review incident reports to determine if any additional
information and/or action is required.

In situations of a serious incident, then the Serious Occurrence procedures are followed

Incident reports are mainteed on file by the anization for a minimum of thregarsafter the
termination of the Provider/agency contract or the withdrawal of the child.

Parentswill receive a copy of the incident repoProviders and Home Visitors have access to incident
documentation irsharePoint
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@Family Family Space

épace Licensed Home Child Care Program

Section: HOME CHILD CARE Policy Number:  6.24

PROGRAM OPERATIONS

Policy: Incident/Accident Reporting Date Approved:  November2002

Date Reviewed: March 3, 2023

Incident Report

Date:

Time;

Provider registered with Family Space Licensed

Home Child Care Program:

Date of Incident/Accident;

Time of Incident/Accident:

Location:

Description of Incident/Accident:

Person(s) Witnessing Incident:

Precipitating Factors:

Action Taken:

Further Action Recommended:

ProviderSignature

Date

ParentName Please Print

Date
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@Famﬂy Family Space Quinte Inc.

épace Licensed Home Child Care Program

Section: HOME CHILD CARE PROGRAM Policy Number: 6.25
OPERATIONS
Palicy: Serious Occurrence Reporting: Date Approved:  November2002

Licensed Home Child Care Program
Date Reviewed: March 2020

Policy

SERIOUS OCCURRENCE

Any serious occurrence that occurs during participation ihitensedHome Child Care Progranoperated by
Family Space Quinte Inc., must be reported taMim@stry of Educationwithin twenty-four (24) hours on the
Child Care Licensing System (CCLSJphis includes any serious occurrence on the premises of the home of th
Providerregistered with the Licensed Home Child Care Prograniading children who are deemed private
Provides must notify the agency as soon as possible and the agency will provide help as Asadatteview

of serious occurrences will be conducted bgnfaSpace with the intent to minimize the chance that incidents
will occur again in the future.

REPORTING PROCEDURES ON CCLS
1 Within 24 hoursHome Visitor(sy Executive Director or designate will file a report on the Child Care
Licensing system (CCLSyebsite using the Oreey identification for our account.

1 Instructions can be found in All &erveri Home Child Caré Licensing and Serious Occurrence
Reporting. Please follow thetepby-stepinstructions.

9 If the individual cannot access th€LS, they must notify their program advisor via telephonemag
within 24 hours of becoming aware of tineident anccomplete a Serious Occurrence report in the CCL
as soon as the system becomes available.

ONGOING MONITORING

Serious Occurrence Rredures are reviewed at orientation, and again annually by all chikicasiees,
employees, volunteers, and studeritamily Space will monitor our performance on an ongoing basis with
respect to reportingnanagemengnd followup of serious occurrees. Compliance will be reviewed at licensing
renewal time.
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@Famﬂy Family Space Quinte Inc.

épace Licensed Home Child Care Program

Section: HOME CHILD CARE PROGRAM Policy Number: 6.25
OPERATIONS
Palicy: Serious Occurrence Reporting: Date Approved:  November2002

Licensed Home Child Care Program
Date Reviewed: March 2020

A SERIOUS OCCURRENCE IS DEFINED UNDER THE CCEYA AS:

a. Thedeath of a childwho receives child care at a licensed home premises or child care centre;

b. Abuse, neglect or an allegation of abuse or negleat a child while receiving child care at a home premises
or child care centre;

c. A life-threatening injury to or a life -threatening illnessof a child who receives child care at a home
premises or child care centre;

d. An incident where a child wha ireceiving child care at a home premise or child care centrengssag or is
temporarily unsupervised

e. An unplanned disruption of the normal operationsof a home child care premises or child care centre that
poses a risk to the health, safety @llvbeing of children receiving care at a home child care premises or child
care centréncluding symptoms of COVID19.

PROCEDURES
Serious Occurrence ResponseActions to be taken if a serious occurrence has occurred or is suspected in
thefollowing:

a) The child will be provided with immediate medical attention when warranted.

b) Appropriate steps wil!/l be taken to address any
safety.

c) If there is a reason to suspect thahdd has been abused and/or is in need of protection, it is the person w
has reasonable grounds to be suspicious who is legally obligated to make a report to the CAS and/or po

d) If thereis reason to suspect that a child has been abused andfoeésliof protection, as a result of maltreatmer
by a Provider registered with Family Space licensed home child care program, the Home Visitor/Direc
designated person will ensure i mmediate contac

e) In dl cases involving death, regardless of the location or circumstances, the local Coroner is ng
immediately.
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@Famﬂy Family Space Quinte Inc.

épace Licensed Home Child Care Program

f) The Provider or any other person witnessing or having knowledge of the occurrence shall report the m
the Home Visitor/Executive Ditor or the person designated by the Executive Director to conduct a ser
occurrence inquiry

g) The Home Visitor/Director or designated person shall immediately begin a serious occurrence inqu
accordance with the following steps. The purpogh®inquiry is to gather information regarding actual or allege
occurrence(s).

h) The inquiry information gathered by the designated person will form the basisS#rtbasOccurrence and
follow up in the CCLS website. The inquiryshould include st many of the following details as possible at thi

time:

=A =4 =8 -8 -8 =9

= =4 =4

Description of the occurrence

Personés allegation (if applicabl e)
Date, time, place where it occurred

Time occurrence was reported

Reason for the occurrence (if known)

People involved The summary would not include identifying information (ie: names and ages
children, staff, Provider) and will contain gender neutral language.

Action taken

Current status

Parties notified (Chairperson, police, CAS, Coroner, parehtsas appropriate)
Further action recommended: Specific to the immediate situation; and/or related to potential unde
factor (e.g. review of particular internal policy/procedure, review of program, staff training né
modification of physical envbnment etc.)
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@Famﬂy Family Space Quinte Inc.

épace Licensed Home Child Care Program

Section: HOME CHILD CARE PROGRAM Policy Number: 6.25
OPERATIONS
Palicy: Serious Occurrence Reporting: Date Approved:  November2002

Licensed Home Child Care Program
Date Reviewed: March 2020

If the preliminary inquiry is conducted by a designated person, the Executive DireklimmerVisitorshould be
notified immediately.

UNDER NO CIRCUMSTANCES IS THE PROVIDER REGISTERED WITH FAMILY SPACE
HOME CHILD CARE PROGRAM TO LEAVE CHILDREN UNSUPERVISED.

Provides should always have an emergency baglkerson to help supervise other children and to provide
support following a serious occurrence. (If B@videts ownchild is injured or ill and must go to the hospital, the
emergency backip person wilkemain with the other children)

Where maltreatment byRroviderregistered with Family Space Quinte Inc. licensed home child care program,

alleged, the possible taination of theiProvidefagency agreement is to be reviewed by the Executive Directd
and the Board of Directors.

STAFF/PROVIDER TRAINING

These procedures will be reviewed with staff upon employment and at least annually thereafter and with
Provides duing orientation and at annual policy review.

Provides must contact one of the following to report a serious occurrence as soon as possible so that it ma
reported on CCLS. In the event that the serious occurrence happens outside of normal bus&débsHmme
Visitor/ED will ensure that staffs of Family Space are trained on CCLS to ensure reporting requirements are

Lisa Elliot, Home Visitor613966-9427 Ext. #223

Tracey WellsHome Visitor613-966-9427 Ext. #238

Nicole Whyte, Home Visitor613966-9427 Ext. #225

or Kelly Allan, Executive Director at Ext. #221

or press 0 and speak to any Family Space Staff

(C) 613848-8290- Lisa Elliot, Home Child Car€oordinator
(C) 61388542081 Tracey WellsHome Visitor

(C) 613242-62931 Nicole Whyte,Home Visitor

(C) 613885-7248i Kelly Allan, Executive Director

During Business
Hours Call:

After BusinessHours
Call:
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Section: HOME CHILD CARE PROGRAM Policy Number:  6.25
OPERATIONS
Policy: Serious OccurrenceReporting: Date Approved:  August 2016

Licensed Home Child Care Program
Date Reviewed: March 2020

POSTING SERIOUS OCCURRENCE

Serious Occurrences need to be posted iPtheided s home and i n the off iCare
in a conspicuous spaweethin 24 hours of being reportedhe Home Visitorwill fill out the form andensure that

it is posted for a minimum of 10 business days in each location. The form is part of this policy. If there are
updates with additiom@nformation such as additional actions taken by the operator, the form remains posted
10 days from the date of thpdatewith the updated informationThe form must be kepor at least thregears
from the date of the occurrence and the forms are available for current and prospective parents, licensing at
County of Hastings upon request.

Serious Occurrence Notification Form

Program name/Nom du programme: Click here to enter text.

Date: (yyyy/mm/dd)/(aaaa/mm/jj) Click here to enter text.

Date of occurrence: (yyyy/mm/dd) Dat e de | O(daaatmmfjeCihick here to enter text.

Type of serious occurrence: Click here to enter text.

Description:
Click here to enter text.

Action taken by Licensee/Outcome:

Click here to enter text.

Name/Nom: Click here to enter text.

Date: (yyyy/mm/dd)/(aaaa/mml/jj) Click here to enter text.

Signhature
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@Famﬂy Family Space Quinte Inc.

épace Licensed Home Child Care Program

Section: HOME CHILD CARE PROGRAM Policy Number: 6.26
OPERATIONS

Policy: Parent Issues Date Approved:  August 2016

Date Reviewed: March 2020

Policy
Family Space encourages parents/guardians to take an active role wittrthvédler and r egul ar Il|y
experiences. All issues and concerns raised by the parents/guardians are taken seriously by Family Space|and:
addressed.

Procedure

a) Issues/concerns may be brought forward verbally or in writing. Responsestaaches will be provided
verbally, or in writing upon requestssues/concerns from eithearent/guardiarrovidet or staff which
cannot be resolved through open communication that has not been successful the following steps may he
taken:

b) The persomho raised the issue/concern will be kept informed throughout the resolution predesy and
if requested in writing Investigations of issues and concerns will be fair, impartial and respectful to parties
involved.

c) A Home Visitoris contactedand the issue is discussel Home Visitor, if necessarycan convene a meeting
between the two parties if not initially resolved through phone or face to face cohtidome Visitorwill
respond to the complaint made by a paremrowriderwithin five (5) working days. The action taken
detailing the resolution, or if no resolution is found is recorded in the Daily Written Record at the office by the
Home Visitor, and the Daily Written Record at tReovideb s h o me i. fThegpgrgnfravidea b | e
involved will be verbally updated andneail resolution sent to all parties if deemed appropriate.

d) If resolution is not achieved, the Executive Director, or designate will be engaged to assist in the resolution of
the issue within fivé5) working days if theHome Visitorhas not successfully resolved the issilibis
outcome is recorded in thtéome Visitots Daily Written Record and the resolution, or of no resolution is
found, is emailed to theHome Visitor, and the parerRfoviderif deemed apropriate.

e) If resolution is still not achieved, a complaint, or appeal, in writing can be suthitdttee Board of Directors
of Family Space. The appeal must be made withinty (30) days of meeting with the Executive Director or
designate.The BoardChair shall convene a meeting of all parties to review the concern (within 10 working
days). A decision shall be rendered within five (5) working days from the date on which the meeting was
convened. Failing settlement:

f)  The complainant shall request a hearing of his/her appeal before the Board of Directors. This hearing shall b
no later than the next scheduled Board of Directors meeting. The decision will be recorded in the board|mint
The decision, which wilbe final and binding, shall be rendered within ten (10) days of the completion of the
hearing, and will be submitted in writing to the parties involved, including Executive Directddoanel Visitor
The final resolution will be recorded in thtome Vistorb s Dai |l y Wr i tten Recor d| a:
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Section: HOME CHILD CARE Policy Number:  6.26
PROGRAM OPERATIONS

Policy: Parent Issues Date Approved:  August 2016

Date Reviewed: March 2020

Confidentiality will bemaintainedand every effort will be made to protect all involved except when the

information must be disclosed for legal reasomrs. (MOE, College of ECE, CAS, Law Enforcementositive
communication & interactions will guide the process. Harassment andrdisation will not be tolerated from
any party. If anyone in this processlfeencomfortable, threatened, abused or belittled, they may immediately
end the conversation and report the situation tdithrae Visitorand/or Executive Director.

If at anytime during this process, a complaint about service standard falls into the category of serious occurfence
or child protection issues, the policies will be followed for reportifgr issueselated to compliance
requirements set out in CCEYA the Ministf Education Child Care Quality Assurance and Licensing Branch
should be contacted. Other concerns/issues can be reported to other relevant regulatory bodies.

Issues/concerns related to compliance with requirements set out in CCEYA should be tepdimestry of
Education Child Care Quality Assurance and Licencing branch
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Section: HOME CHILD CARE PROGRAM Policy Number:  6.27
OPERATIONS

Policy: Individualized plans for children with Date Approved: = November2002
medical needsAnaphylaxis Plan,
Dietary Restrictions and allergies Date Reviewed: February 6, 2023

Dietary Restrictions and Other Allergies

Providers will postang h i | dlietayréssictions and other allergies in their kitchen and playroom. They w|
alsobe recorded on emergency cards. Providerscivdtck with all families regularly to confirm if there have
been any changes or new restrictions/allergies.

Overview - Anaphylaxis

In our Licensed Home Child Care Program, we have at times childrearata risk for potentially
life-threatening allergies. Anaphylaxis is a severe allergic reaction that can be caused by foods, insect sting

S,

medications, latex or other substances. While anaphylaxis can lead to death if untreated, anaphylactic reactions

and fatalities can be avoided. Education awdrenesarekey to keeping children with potentially life
threatening allergies safe.

Provides registered with Family Space Licensed Home Child Care Program are expected to ¢reate &ne r ¢
safed environment. |t i s unfrreeael 6 setnivci,r ohnonweenvte.r ,

y
t o

Family Spacé.icensed Home Child Care Program anaphylaxis plan is designed to ensure that children at risk are

identified, strategies are in place to mirgmihe potential for accidental exposure, Bnavides registered with
Family Space Licensed Home Child Care Program are trained to respond in an emergency situation.

Signs and Symptoms of an Anaphylactic Reaction

A child having an anaphylactic reactionmight have ANY of the following signs and symptoms:
9 Skin: Hives, Swelling, Itching, Warmth, Redness, Rash

1 Respiratory (breathing): Wheezing, shortness of breath, throat tightness, cough, hoarse voice, chest

pain/tightness, nasal congestiorhas-fever like symptoms (runny, itchy nose and watery eyes, sneezin

trouble swallowing.

1 Gastrointestinal (stomach):Nausea, pain/cramps, vomiting, diarrhea.

9 Cardiovascular (heart): Pale/blue colour, weak pulse, passing out, digtytheaded
shock.

1 Otherranxi ety, feeling of Ai mpending doomo, hea
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épace Licensed Home Child Care Program

Section: HOME CHILD CARE PROGRAM Policy Number:  6.27
OPERATIONS

Policy: Individualized plans for children with Date Approved: = November2002
medical needs and Anaphylaxis Plan
Date Reviewed: February 23, 2023

Anaphylaxis - Identification of Children at Risk

At the time of registration, parents are asked about medical conditions, including whether children are at risk
anaphylaxis and asthma. Home Child Care SPafiyiders and their families must be aware of these children.

It is the responsibility of the parent to:

1.

2.

Inform aHomeVisitor andProviderof t heir c¢chil dbés allergy (and a
Before the child attends the program complete medical forms and the Anaphylaxis Emergency Plan whi
includes a photograph, description of the chil
consent to administer medication. The Anaphyl&igergency Plan will be posted in tReovideb s k i t

and in an easily visible locationrooms used forplayA copy wi | | be attached

cards.

Ensure that updated medications are provided t@tbeiderbefore existing medidimns reach their expiry
date. Children with expired medication will not be accepted into cang.child with an epi pen prescribed by
a doctor will not be accepted into care without the epi pen.

Parents are required to advise th@ioviderand FamilySpace in writing if their child has outgrown an allergy
or no longer requires an epinephrineauta j ect or . (A note from the ¢
required.) An auténjector is a medical device designed to deliver a single dose ofieutatifesavingdrug.

Parents should be encouraged to have their child wear medical identification (e.g. Medic Alert ® bracele
The identification could alert others to the ¢
epinephrinautcinjector. Information accessed through a special number on the identification jewelry cal
also assist first responders, such as paramedics, to access important information quickly.

Avalilability and Location of Epinephrine Auto -injectors

1.

Store out of reach of children but make easily accessiliteawides (i.e. not locked) Provides working
directly with the child may carry the avion j e ct or i n aProfidlea mustyknoyw thecldcatian of
the auteinjectors.When participahg in outdoor play, th@rovidermust bring the EPIPEN outdoors. It should
ideally be stored in a cool dark place at room temperal&rén 25 degrees Celsi(is. Thermos)
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@Famﬂy Family Space Quinte Inc.

épace Licensed Home Child Care Program

Section: HOME CHILD CARE PROGRAM Policy Number:  6.27
OPERATIONS

Policy: Individualized plans for children with Date Approved: = November2002
medical needs and Anaphylaxis Plan
Date Reviewed: February 6, 2023

2. If appropriate, a scho@ged child may carry their own asthma medication or emergency medication as long
as procedures established in the Child Care and Early Years Act is followed.

3. Posters which describe signs and symptoms of anaphylaxis and how to give an epinephimjecsartovill
be posted in thBrovided kitchen and in an easily visible location every floor of theProvideb Bome that
is used for child care. A copy will be attachled

4. Additional auteinjectors should be brought on field trips. If the location is remote, it is recommended that the
Providercarry acell phone and know the location of the closest medical facility

Emergency Protocol

1. An individual anaphyl axi s emer gencparemdhave thenptorito |b e
consult gphysician. A copy of the Plan will be posted ieBrovideb s ki t chen and i n Jjan
location on every floor of thBrovideb s home that is used for child|ca
chil dbébs emergency cards.

2. The individual Anaphylaxis Emergency Plan must be developed, signed adddatarent or guardian
before a child begins at the centre, or at the time the child is diagnosed with anaphiapian may be
made i n consul tat i o nrhewlart nust belreviewed uptated where dpplisable; and|n
signed again bthe parent or guardian at least annually. Where changes (other than the expiry date of the
epinephrine or the emergency contact information) are made to the individual anaphylaxis Emergency Plan it
must be signed and dated by the parent or guardian ohifde

3. Provides need to listen to the concerns of the child at risk, who usually knows when a reaction is occurring,
even before signs appedak.copy of the individual anaphylaxis plan and-ppin must be taken on all outings
and are part of an evacuatiplan.

4. To respond effectively during an emergency, a routine has been established and will be practiced, similar to
fire drill.

During an emergency:

1 The Provider stays with the child.

1 Before administering epinephrine check for;
0 the right medication
o0 the righ dose
o0 the right route of administration
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Section: HOME CHILD CARE PROGRAM Policy Number:  6.27
OPERATIONS
Policy: Individualized plans for children with Date Approved: = November2002

medical needs and Anaphylaxis Plan
Date Reviewed: February 6, 2023

Administer epinephrine at the first sign of reaction. The use of epinephringdteraially lifethreatening
allergic reaction will not harm a normally healthy child, if epinephrine was not required. Note time of
administration.

1 Call 911. Have theldld transported to an emergency room even if symptoms have subsided.
Symptoms may recur hours after exposure to an allergen. If the child haswplemikephrine auto
injector it should also be taken along.

f Contact the childbds parents.
1 TheProvideror alternatd’rovidermust stay with the child until a parent or guardian arrives.
Training

1 Provides registered with Family Space Licensed Home Child €asgram, persorig/ing in their home
that are over the age of 18 yearslunteers, studentand theHome Visitorwill review and sign the
anaphylactic policy before commencing care and at least annually thereafter.

1 When a child with an anaphylactic allergy is attendify@vide® Bome, there will be training provided
for thatProvider persons living in their home that are over the age of 18, artdotine Visitor This
training will provide a review of the chil dbo
monitoring and avoidance strategies for the child, sigmssymptoms of an anaphylactic reaction, the
emergency procedures to be followed in the event of an anaphylactic reaction, and a demonstration
administration of epinephrine for the child.
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Section: HOME CHILD CARE PROGRAM Policy Number: 6.27

OPERATIONS

Policy: Individualized plans for children with Date Approved: = November2002

medical needs and Anaphylaxis Plan
Date Reviewed: February 6, 2023

The training will be provided by the parent of the child with an anaphylactic allergy, an individual having received

the train the trainer model from Anaphylaxis Canada, a physician, a designate from the health unit or anothe

individual who has certificatn as an epinephrine aditgector instructor. It must be provided to tAeovider
Provides will in turn, provide this training to persons living in their home that are over the age of 18, and the
Home Visitorwho have not received training in the adistration of epinephrine by one of these individuals
within the past year.

T

1

T

The two components of training are;

a) Areview, with theProviderof t he c¢chil dés I ndividual Anaph
parent or physician: This plan provides information on signs, symptoms and responses to an
anaphylactic reaction. This training will be provided by the parent or physician of the dhildrwi
anaphylactic allergy, who in turn will provide training to fa@vider persons living in their home over
the age of 18 and théome Visitor

b) The demonstration of the administration of epinephrine:As there are standard methods of
administeringepinephrine, this training may be provide by the parent of a child with an anaphylactic

=

allergy, and individual having received the train the trainer model from anaphylaxis Canada, a physigian,

designate from the health unit, or and individual who h&gfication as an epinephrine atitgector
instructor. It must be provided to tReovider all persons living in the home that are over the age of 18
years, and thelome Visitor, if they have not received training in the administration of epinephrinady
of these individuals within the past year.

When a child with an anaphylactic allergy is receiving care in the homBrolvaerregistered with
Family Space Licensed Home Child Care Program the training outlined above will be provided for th
Providerand persons living in their home over the age of 18, andahge Visitorbefore care
commences and at least annually thereafteraifing sign-off sheet will be signed when training is
received byProvides, persons living in their home over the age of 18, anlitime Visitor

All Provides and alternatBrovides who provide or may provide care for a child with an anaphylactic
allergy for any period of time will review the anaphylaxis policy and be provided with training in the
details of childrenés individual Anaphyl axis
anaphylaxisllergy, a physician, a designate from thaltieunit or other individual who has certification
as an epinephrine auiogjector instructor. They will also be provided with training in the administration
of epinephrine to be able to respond in the event that a child has an anaphylactic reaction.

Providers registered with Family Space Licensed Home Child Care Program who are providing alterr
care for a child who is at risk for potentially liteh r eat eni ng al |l er gy must
Anaphylaxis Emergency Plan. They must follow Familyc®&panaphylaxis Policy.
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épace Licensed Home Child Care Program

Section: HOME CHILD CARE PROGRAM Policy Number:  6.27
OPERATIONS

Policy: Individualized plans for children with Date Approved: = November2002
medical needs and Anaphylaxis Plan
Date Reviewed: February 6, 2023

1 Parents are responsible for ensuring that alterateides have sufficient copies of the Anaphylaxis
Emergency Plan

1 Provides will have opportunities to practice using an anfector trainer, (i.e. device used for training
purposes) and are encourdde practice with the autimjector trainer throughout the year, especially if
they have a child at risk in their program.

9 Each parent enrolling their child in Family Space Licensed Home Child Care Program will receive a
parent handbook which includesammation regarding lifehreatening allergies including anaphylactic

allergies.
1 Parents will be made aware if a child with anaphylactic allergies is in attendance Pralvide s h o
and receive informasiadeotenpi omoamenan dall er

Creating an Allergy-Safe Child Care Environment

Special care is to be taken to avoid exposure to allemgging substances. Parents are asked to consult with th
Providerbefore sending food to thierovided s h o me . The risk of accident
significantly diminished byneans of such measures.

Given that anaphylaxis can be triggered by minute amounts of an allergen when ingested, children with a fo
allergy must be highly supervised and encouraged to follow certain expectations:

1. Wash their hands before and after eating
2. Not to share food, utensils or containers
3. To place food on a napkin, wax paper or plate rather than in direct contact with a table.

Each parent enrolled in any home d?mviderregistered with Family Space Licensed Home Child Care Program

that has a potentiallife-threateningllergy will receive a letter which includes information regarding life
threatening allergies including anaphylaxis allergies.
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Section: HOME CHILD CAR E PROGRAM Policy Number:  6.27
OPERATIONS

Policy: Individualized plans for children with Date Approved: = November2002

medical needs and Anaphylaxis Plan
Date Reviewed: February 6, 2023

ANAPHYLACTIC COMMUNICATION PLAN
Date:

DearParent/Guardian:

Within our Licensed Home Child Care Program there is a child who has a potentialydiégening allergy
(anaphylaxis) to foods, predominantly

We feel the best way to reduce the rislkacfidental exposure to this child is to ask for the cooperation of the
parents/guardians within our program.

Please avoid sending or products with liste
ingredients. All parents are asked toigdvtheirProvideri n advance of sending in
birthday or other special occasion.

We have attached our programbs anaphydafxe ® eroViirc
children at risk of anaphylaxis. dlse read the policy carefully.

If you have any questions, please feel free to contact Family Space. Your cooperation and understanding ir
matter is greatly appreciated.

Thank you,
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Section: HOME CHILD CARE PROGRAM Policy Number: 6.27
OPERATIONS

Policy: Individualized plans for children with Date Approved: = November2002

medical needs and Anaphylaxis Plan
Date Reviewed: February 6, 2023

INDIVIDUAL ANAPHYLAXIS PROVIDER TRAINING REVIEW

I have reviewed the individu&inaphylaxis Emergency Plan for
And have been provided with training on the procedures to be followed in the event of this child having an
anaphylactic reaction, including the administration of epinephrine.

Name (please print) Signature Date Training Provided By
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Section: HOME CHILD CARE PROGRAM Policy Number:  6.27
OPERATIONS

Policy: Individualized plans for children with Date Approved: = November2002
medical needs and Anaphylaxis Plan
Date Reviewed: February 6, 2023

Family Space INDIVIDUALIZED PLAN AND EMERGENCY PROCEDURES
FOR A CHILD WITH AN ANAPHYLACTIC ALLERGY

Chil dodos Name :
Chil dbs Dddd/em/gyyy); Bi r t h Photo of Child
List of allergen(s)/causative agents (recommended)
Asthma: | Yes (higher risk of severe reaction) T No

Location of medication storage

Epinephrine auto-injector brand name:

Epinephrine auto-injector expiry date (dd/mm/yyyy):
Other emergency medications*
EmergencyServices Contact Number911

A child having an anaphylactic reaction might have ANY of these signs and symptoms:
9 Skin: Hives,swelling, itching, warmth,rednesstash
9 Respiratory (breathing): Wheezing, shortness of breath, throat tightness, cough, hoarse voice, chest pain/tightng
nasal congestion or hdgverlike symptoms (runny, itchy nose and watery eyes, sneezing), trouble swallowing
1 Gastrointestinal (stomach):Nausea, pain/cramps, vaing, diarrhea
9 Cardiovascular (heart): Pale/blue colour, weak pulse, passing out, dizzyArgaded, shock
1 Otherr Anxiety, feeling of fAimpending doomd, headache

CHI LD6 S SPECIFI C SIGNCHILD6S SPECIFI C SI GNS AN
SYMPTOMS OF A LIFE THREATHENING ANAPHYLACTIC
NON-LIFE THREATHING REACTION : (specific to the child, e.g. inability to breathe,

ANAPHYLACTIC REACTION : (specifc to the ~ sweating)
child, e.g. wheezing and itchy skin)

DESCRIPTION OF PROCEDURE TO DESCRIPTION OF PROCEDURE TO FOLLOW IF

FOLLOW IF CHILD HAS A NON -LIFE CHILD HAS A LIFE THREATENING

THREATENING ANAPHYLACTIC ANAPHYLACTIC REACTION:

REACTION: Early recognition and i mmed
life.

Act quickly. The first signs of a reaction can be mild, but
symptoms can get worse very quickly A copy of this plan

and epipen must be taken on all outings and part of an
evacuation plan.

1. Give epinephrine auteinjector i at the first sign of a reactio
occurring in conjunction with a known or suspected contact w
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allergen. Give a second dose in 10 to 15 minutes or sooner I
reaction continues or worsens

2. Call 911.Tell them someone is having a lifereatening
allergic reaction. Ask them to send an ambulance
immediately.

3. Call contact Parent

STEPS TO REDUCE RISK OF EXPOSURE TO CAUSATIVE AGENT/ALLERGEN : (e.g. nuifree

environment)

ADDITIONAL NOTES (if applicable) : (e.g. use of otheemergency allergy medication(s) to implement the emergency
procedure)

Parental Statement
I (parent/guardian) hereby give consent for my child (childdés na
(check all that apply):

I ¢ a theirgmergency allergy medication in the following location (e.g. blue fanny pack around their waist):
I s eatinfinister their own medication in the event of an anaphylactic reaction

AND/OR

I (parent/guardian) hereby give s@mt to any person with training on this plan at the home
child care premises t o a d-mectoiandiorasthnmaynedcdtionlartdodollos the
procedures set out in my childbs indures.i duali zed
Parent/Guardian initials:

EMERGENCY CONTACT INFORMATION
Contact Name Relationship to Child Primary Phone Number Additional Phone
Number

HEALTHCARE PROFESSIONAL CONTACT INFORMATION: (optional)
Contact Name Primary Contact Number

SIGNATURE OF HEALTHCARE PROFESSIONAL ( optional)
Signature: Date:

SIGNATURE OF PARENT/GUARDIAN (required)
Print Name: Relationship to Child:

Signature: Date:
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Section: HOME CHILD CARE PROGRAM Policy Number:  6.27
OPERATIONS

Policy: Individualized plans for children with Date Approved: = November2002

medical needs and Anaphylaxis Plan
Date Reviewed: February 6, 2023

SIGN OFF FOR THE ADMINISTRATION OF EMERGENCY MEDICATION

Sign off for eachmedication given to child.

Chil dds

Name

Date and Time

Administered

Name of Medication

And Dose Given

Symptoms

Provideb s  NRaimbezl Providebs Signatur e
Chil dos
Name

Dateand Time
Administered

Name of Medication
And Dose Given

Symptoms

Provideb s Name Printed Providebs Si gnatur e

***After adminis tration of medication, child must go to hospital immediately.***
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Section: HOME CHILD CARE PROGRAM Policy Number:  6.27
OPERATIONS

Policy: Individualized plans for children with Date Approved: = November2002

medical needs and Anaphylaxis Plan
Date Reviewed: February 6, 2023

Individualized Plans for Children with medical and/or special needs

Policy

All children who have an identified special need or require extra support to be included in a licensed child care

setting must have adequate documentation to ensure that thecaeadthd developmental needs of the child are
met. The documentation will be either a Family Service PI&eveloped in coordination with Family Space
Resource Consultant Prograonan Individualized plan for children with medical needs

Procedures:

1.0 When achild with special needs has been identified by either the parent Brahieler a referral (with the

parentds consent) is made to the Family Space

Re

2.0 A Family Service Plan is developed within 3 months of the child being referred to the Resource Consultant

Program in coordination with the familprovider resource consultant, aktbme Visitor The Family
Service Plan must be updated at least every @hme@nd a copy of th@lan needs to be in tirovided s
home, and in the childés file at Family Space

3.0 For children who have ddentified medical, or other exceptional need, and the family is not involved in the

Resource Consultant Program, an indigiized plarfor a child with medical needaust becompleted A

copy will be kept at th@rovide s h andnee the Home Child Care office. These plans must be reviewed

on an annual basis.

4.0 In the case oévacuationthe Providerwill ensure individuaplansfor a child with medical needmd service
plans should be close to the door for easy retriéyaissible.
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INDIVIDUALIZED PLAN FOR A CHILD WITH MEDICAL NEEDS

This form must be completed for a child who has one or more acute* or chronic** medical conditions such that he or she
requires additional supports, accommodation or assistance.

Chi | d 6Mamé& [Click here to enter text.

Ch i | Dhie of Birth: Click here to enter text.
(dd/mmlyyyy)

L i ) Photo of Child
Date Individualized Plan Completed: Click here to enter text. (Recommended)

Medical Condition(s):
 Diabetes n Asthma
N Seizure i Other: Click here to enter text.

PREVENTION AND SUPPORTS

STEPS TO REDUCE THE RISK OF CAUSING OR WORSENING THE MEDICAL CONDITION(S): [Include how to prevent an
allergic reaction/other medical emergency; how not to aggravate the medical condition (e.g. Pureeing food to minimize choking)]

Click here to enter text.

LIST OF MEDICAL DEVICES AND HOW TO USE THEM (if applicable): (e.g. feeding tube, stoma, glucose monitor, etc.; or not
applicable (N/A))

Click here to enter text.

LOCATION OF MEDICATION AND/OR MEDICAL DEVICE(S) (if applicable): (e.g. glucose monitor is stored on the second shelf in
the program room storage closet; or not applicable (N/A))

Click here to enter text.

SUPPORTS AVAILABLE TO THE CHILD (if applicable): (e.g. nurse or trained staff to assist with feeding and/or disposing and
changing of stoma bag; or not applicable (N/A))

Click here to enter text.

SYMPTOMS AND EMERGENCY PROCEDURES

SIGNS AND SYMPTOMS OF AN ALLERGIC REACTION OR OTHER MEDICAL EMERGENCY: [include observable physical
reactions that indicate the child may need support or assistance (e.g. hives, shortness of breath, bleeding, foaming at the mouth)]

Click here to enter text.

PROCEDURE TO FOLLOW IF CHILD HAS AN ALLERGIC REACTION OR OTHER MEDICAL EMERGENCY: [Include
steps (e.g. Administer 2 puffs of cort icontad énmengencydesvices/peaentor gaardidn, o b s
parent/guardian/emergency contact information; etc.)]

Click here to enter text.
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PROCEDURES TO FOLLOW DURING AN EVACUATION: (e.g. ice packs for medication and items that require refrigeration; how
to assist the child to evacuate)

Click here to enter text.

PROCEDURES TO FOLLOW DURING FIELD TRIPS: (e.g. how to plan for off-site excursion; how to assist and care for the child
during a field trip)

Click here to enter text.

Additional Information Related to the Medical Condition (if applicable):
Click here to enter text.

AR This plan has been created in consultation wit

Parent/Guardian Signature:

Print name: Relationship to child:

Click here to enter text. Click here to enter text.

Signature: Date: (dd/mm/yyyy)
Click here to enter text.

The following individuals participated in the development of this individual plan (optional):
First and Last Name Position/Role Signature
Click here to enter text. Click here toenter text.
Frequency at which this individualized plan wil/

Individual plan will be reviewed at least annually

Special Instructions:

1  *Acute: a condition that is severe and sudden in onset that, if left untreated, could lead to a chronic syndrome.

1  **Chronic: a long-developing syndrome that can develop or worsen over an extended period of time.

1  Each child with medical needs requires their own individualized plan. If significant changes and updates are required to this
individualized plan, a new individualized plan must be completed.

1  An additional individualized plan is not required for a child with an anaphylactic allergy, if the child does not otherwise have a medical
need, as these children must already have an individualized plan under the anaphylactic policy.

T Childrends per satamahbuldibekadt comfidentialf o r m

EXAMPLES
Family Space Resource Consultant Program Individualized Plan for a child with medical
Family Service plan needs Ministry form
Referral made to Resource Consultant Program, ¢ Children with: diabetes, seizures asthma, other
a consultant is actively inlwed with the family acute or chronic medical conditions such that

he/she requires additional supports,
accommodation or assistance.
** Anaphylactic forms are separate
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Section: HOME CHILD CARE PROGRAM Policy Number:  6.28
OPERATIONS
Policy: Signage Date Approved:  August 2015

Date Reviewed: Oct 20, 2022

Policy

The Ministry of Education provides signage to be distributed terallides registered with Family Space
Licensed Home Child Care Program. This signage is to indicate tHatdweeris with a licensed agepc

Procedure:

The signage is to be posted in a conspicuous place Pravide6 s h ome at t he rfiome The
sign may never be duplicated or published.

Return of signage

A license or signage that was provided to a person for the purposes of the Act shall be returned, asimetheired
following circumstances:

1 Family Space shall return the ligenand signge within 30 days after the day the home child care leeens
expires and is not renewed;

9 the licensas revoked; or

1 Family Spacevoluntarily ceases operatittige agencyn respect of which the licenseas issued.

A home child carérovidershall return signage teamily Spacdefore finalrenumeration focare provided is
completedor within 30 days of termination of the contract with the agency, whichever comes first.
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Section: HOME CHILD CARE PROGRAM Policy Number:  6.29
OPERATIONS
Palicy: Administrative Penalties Date Approved:  October 2018

Date Reviewed: March 2020

*Subsection 13.2 Administrative Penalties

Child Care and Early Years Act, 2014 Notice of

administrative penalty

39(1) A director oinspector may issue a notice in writing requiring a person to pay an administrative penalt
in the amount set out in the notice if the director or inspector is of the opinion that the person has contrave
this Act or the regulations.

Content of notice ofadministrative penalty

39(6) A notice of administrative penalty shall,

(a) contain or be accompanied by information setting out the nature of the contravention including, if relevant,

date on which and location where the contravergitmurred;

(b) setout the amount of the penalty to be paid and specify the time and manner of the pagthent;

(c) inform the person of his, her or its right to request a review of the notice by a designated senior

employee.

Ontario Regulation 137/15

Amount of administrative penalty

78.(1) The administrative penalty for the first contravention of a provision set out in an item of Table 1 or
Table 2 to this section is the amount set out for that item in Column 3 of the Table.
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Section: HOME CHILD CARE PROGRAM Policy Number:  6.29
OPERATIONS
Palicy: Administrative Penalties Date Approved:  October 2018

Date Reviewed: March 2020

(2) If, within three years after the first contravention of a provision set out in an item of Table 1 or Table 2, a
subsequent contravention of the provision occurs, the administrative penalty

(a) for the second contravention, twice the amount set out for that item in Column 3rabteg

(b) for the third contravention, three times the amount set out for that it€wmlimn 3 of the
Table;and

(c) for each contravention after the third, four times the amount set out for that item in Column 3
of the Table.

(3) If a contravention of a provision set out in an item of Table 1 continues for two or more successive days, th
administrative penalty is the amount determined under subsection (1) or (2) multiplied by the number of
successive daytbat the contraventiczontinues.

(4) If the amount of an administrative penalty calculated under this section for the contravention aiarprovi
set out in an item of Table 1 or Table 2 exceeds $100,000, the amount is deemed to be $100,000, subject
any reduction of the amount under subsection 39 (4) éfdhe
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Item

*6.

Column 1

Contravened
provisions

Act, s. 6 (2),
read with s. 6
3)
subparagraph
i

Act, s. 6 (1),
read with s. 6
3)
subparagraph
iv

Act, s. 6 (1),
read with s. 6
3)
subparagraph
iii

Act, s. 6 (1),
read with s. 6
3)
subparagrapi
i

Act, s. 6 (1),
read with s. 6
(3)
subparagraph
2 iii

Act, s. 7

TABLE 1

Column 2

Description of contravention

Prohibitioni provision of home child
care, total number of children

Prohibitioni provision of home child
care, number of children younger than
two

Prohibitioni provision of home child
care, advising home child care agency

Prohibitioni provision of unlicensed
child care, totahumber of children

Prohibitioni provision of unlicense
child care, number of children
younger than two

Prohibitioni operation of home chil
care agency

Column 3

Amount of administrative penalty,
in dollars

2000 x number of children tha
exceedhe number specifidd the
Act

2000 x number of children thai
exceed the number specifiedthe
Act

1,000

2000 x number of children tha
exceed the number specifiedthe
Act

2000 x number ofhildren that
exceed the number specified
the Act

2,000
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7. Act,s. 8 Prohibitioni operation of multiple =~ 2,000
unlicensed premises
*8,. Act,s. 9 Prohibitioni past conduct, child 2,000
careProvides, etc.
9. Act, s. 10 Prohibitioni preventing parental 1,000
access to the child and premises
10.  Act,s. 11 Prohibitioni use of terms re 750
licensing
11.  Act,s. 12 Duty todisclose if not licensed 750
12.  Act,s. 14 Duties re posting, returning and 750
copying licences
13.  Act,s. 15 Duty to provide receipt for paymen 500
*14. Act,s.31(4)  Obligation to produce and assist = 2,000
15. Act, s. 35 Obligation to provide criminal 2,000
reference checks
16. Act, s. 76 Prohibitioni obstruction of inspectc 4,000
17.  Regulation, s. & Ratios and maximum group sizes, 2000 x number of children thai
child care centre exceed the numbepecified in
s. 8
18. Regulation, s. = Licensed family age groups 2000 x number of children tha

8.1

exceed the number specified
s.8.1
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19. Regulation, s. €

20. Regulation, s.
11

Home child care group sizes

Supervision by adult at all times

2000 x number of children thai

exceed the numbepecified in
s.9

2,000
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TABLE 2
Item |Column 1 Column 2 Column 3
Contravenegbrovisions | Description of contravention Amount of
administrative penalty,
in dollars
*0.1 |Regulation, s. 11.1(1) |Supervision of volunteers and 1,000

students at all times

*0.2 | Regulation, s.15(2) Designated spaces and items 1,000
inaccessible to children

*0.3 | Regulation, s. 30.1(1) |Bodies of water 1,000
and (2) (a)
*0.4 |Regulation, s. 31 Hazards 1,000

1. Regulation, clause 38 (Ij Reporting of serious occurrence {2,000

2. Regulation, subclause 4 Administration of drugs 2,000
(2) (b) (i) and clause 40 or medications

(1) (d)

3. Regulation, s. 48(1) Prohibited practices, licensee 2,000

*3.1 |Regulation, s. 60, 61.1 |Duty to obtain reference check 1,000

and 63
4, Regulation, s. 72 (1), (2] Records re children 750
3)
5. Regulation, s. 74 Records re home child caPeovides | 750
6. Regulation, s. 75 Copies of agreements 750
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Section: HOME CHILD CARE PROGRAM Policy Number:  6.29
OPERATIONS
Palicy: Administrative Penalties Date Approved:  October 2018

Date Reviewed: March 2020

Intent

As per the Act, administrative penaltiesare intended to encouragecompliance and prevent individuals
from deriving economic benefit fronsontravening the Act or the regulations.

Special Instructions

An administrative penalty can be issued to any person, including the licensee, home cRiid\ddes
Home Visitoror others.

Subsection 13.B Right to Review

Child Care and Early Years Act, 2014 Righ to

review

39 (7) A person who receivesatice of administrative penalty may require a designated senior employee
to review the notice by applying to the designated senior employee for a review in a form approved
by the Minister,

(a) within 15 days after the notice is served;

(b) within a longer peaod specified by the designated senior employee, if he or she considers it
appropriate in the circumstances to extend the timapiolying.

If no review requested

(8) If a person who has received a notice of administrative penalty does not applgviavg the
person shall pay the penalty within 30 days after the day the noticewasl.
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Section: HOME CHILD CARE PROGRAM Policy Number:  6.29
OPERATIONS
Palicy: Administrative Penalties Date Approved:  October 2018

Date Reviewed: March 2020

If review requested

(9) If a person who has received a notice of administrative penalty applies for a review, the designate
senior employee shall conduct the review in accordance witkdhtations.

Designated senior employeebs deci sion
(10) Upon a review, theesignated senior employasy,

(a) find that the person did not contravene the provision of this Act or regulations specified in the
notice of administrative penalty, and rescindribtce;

(b) find that the person did contravene the provision of this Aagulations specified in the
notice of administrative penalty and affirm the notare;

(c) find thatthe persondid contravenehe provisionbutthatthe penaltyis excessiven the
circumstancesr is, by its magnitudepunitivein naturehavingregardto all the circumstances,
andin thatcasethe employeeshallamendhenoticeby reducingthe amountof thepenalty.

Decision final

(13) The designated senior employeeds decisio

Intent

To provide a fair process, an individuallieensee has a legislated right to request a review of the notice of
administrative penalty.
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Section: HOME CHILD CARE PROGRAM Policy Number:  6.29
OPERATIONS
Palicy: Administrative Penalties Date Approved:  October 2018

Date Reviewed: March 2020

Subsection 13.4 Notice to Parents

Child Care and Early Years Act, 2014 Notice

to parents, etc.
39(10) Within 30 days after serving a notice of administrative penalty, a director shall,

(&) post a summary of the notice of administrative penalty nraaner approved by the Minister,
at the premises where the child care is provided;

(b) provide a summary of the notice of administrative penalty to the parents of the children for
whom the care igrovided.

Removal of posted notice

39(11) No persomther than a director or inspector, shall remove a notice posted under clause (10) (a) unless
the person is authorized to do so by a director or inspector or the circumstances prescribed by the
regulations exist.
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Section: HOME CHILD CARE PROGRAM Policy Number:  6.29
OPERATIONS
Palicy: Administrative Penalties Date Approved:  October 2018

Date Reviewed: March 2020

Intent

This requirement provides transparency for parents and access important information regarding the child @
program.

Subsection 13.5 Protection Orders

Child Care and Early Years Act, 2014

Protection orders

37(1) If, upon conducting an inspection, a director or an inspector believes on reasonable grounds that the
is an imminent threat to the health, safetyvetfare of any children for whom child care is provided,
the director or inspector shall make a protection order as follows:

1. If the child care is provided at a child care centreptder,

i. shall order the licensee to stop operating the child care aertit¢he director is satisfied
that the order has been complhwith,

ii. shall order the licensee to eliminate the threat by taking any steps set out in thenorder,
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Section: HOME CHILD CARE PROGRAM Policy Number:  6.29
OPERATIONS
Palicy: Administrative Penalties Date Approved:  October 2018

Date Reviewed: March 2020

Intent
iii. shall suspend thkcence.
2. If the child care is home child care or arhiome service, therder,
i. shall order the child caferoviderto stop providing the child care until the director is satisfied that
the order has been complieih,

ii. shall order the child caferoviderand the home child care agency to eliminate the threat by
taking any steps set out in txaer,

ii. may order the homehild care agency to stop operating until the director is satisfied that the order
has been complied witand

ivvmay suspend the hdidamce.chi ld care agencybobs
3. If paragraphs 1 and 2 do not apply, tnder,

i. shall order the child caferoviderto stop providing the child care that is the subject of the order until
the director is satisfied that the order has been compliedamith,

ii. shall order the child carferoviderto eliminate the threat by taking any steps set out iorither.

The purposef this provision is to eliminate the threat to the health, safety, or welfare of the children; or
to protect the children from such threat. A protection order requires that the provision of child care cease
immediately until such time as the Ministryassured that the threat is resolved.
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Section: HOME CHILD CARE PROGRAM Policy Number:  6.29
OPERATIONS
Palicy: Administrative Penalties Date Approved:  August 2015

Date Reviewed: March 2020

*Subsection 13.6 Offences

Child Care and Early YearsAct, 2014

List of offences

78(1) Every person who contravenes or fails to comply with any of the following provisions of this Act
is guilty of an offence:
1. Subsection 6 (1) (Prohibition re operation of child caetre).

2. Section 7 (Prohibition reperation of home child caegency).

3. Section 8 (Prohibition re operating multipieemises).

4. Subsection 9 (1) or clause 9 (3) (a) (Prohibition re past cond@cbeide).
5. Subsection 10 (1) or (2) (Prohibition re preventing pareteess).

6. Subsectin 11 (1), (3) or (4) (Prohibition re use of licensing terens.).

7. Subsection 14 (6) (Duty to return licence aighage).

8. Section 16 (Accrediting programs asefvices).

9. Subsection 17 (1) or (3) (Prohibition re use of accreditation tetm3,

10. Subsection 73 (1) (Prohibition re Ontario educatiombers).

11. Section 76 (Prohibition re obstructioningpector).

12. Subsection 77 (1) or (2) (Prohibition re false or misleattifagmation).

13. Any other provision of this Act or the regulatiomescribed by theegulations.
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Section: HOME CHILD CARE PROGRAM Policy Number:  6.29
OPERATIONS
Palicy: Administrative Penalties Date Approved:  October 2018

Date Reviewed: March 2020

Penalties for offences

79 A person convicted of an offence under this Act is liable to a fine of not more than
$250,000, imprisonment for a term of not more than one year, or both.

9 (1) No individual shall provide child care, operate a premises where child care is provided or enter
into an agreement described in section 7 if:

1. The individual has been convicted of any of the follovaffgnces:

i. An offence under thisct.
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Section: HOME CHILD CARE PROGRAM Policy Number:  6.29
OPERATIONS
Palicy: Administrative Penalties Date Approved:  October 2018

Date Reviewed: March 2020

Ontario Regulation 137/15

Prescribed Offences

*88.1 The following provisions are prescribed for theposes of paragraph 13 of subsection 78
(1) of the Act:

1.Section 12 of the Act (Duty to disclose if not licensed and to retain recdisiotdsure).

2.Section 15 of the Act (Duty to provide receipt patyment).

3.Section 8 of this RegulatidiRatios and maximum group sizes, child cagtre).

4. Section 11 of this Regulation (Supervision by adult airaks).

5. Section 48 of this Regulation (Prohibitpdactices).

6. Section 60 of this Regulation (Duty to obtain initial reference check®e@. 126/16, 18

7. Subsection 31 (4) of the Act (Obligation to produce asxist).

8. Section 35 of the Act (Criminal referencieecks).
Intent

The purpose of offences is to provide the Ministry with additional tools apart from the revocatlmenta

to protect the health safety and wiedling of children in all child care settings.
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