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Introduction
Welcome to Hawthorne-On-Essex Daycare
Our Family Handbook has been designed to introduce families to our daycare and to
provide a comprehensive view of our organizational policies and procedures including our
identity, philosophy, and program outlines, as well as our guidelines. We are pleased to
supply all of our daycare families with our detailed and up-to-date reference handbook for
each family’s home use.
Please take the time to carefully read through our handbook. We also ask that you please
feel free to speak with one of us at any time regarding any aspect of our daycare centre as
your questions, comments, and suggestions are welcome throughout the year.
We look forward to working co-operatively with your family in providing your child with
outstanding quality care and education.
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ALL ABOUT US
Hawthorne-on-Essex Daycare Program Statement
Hawthorne-on-Essex Daycare holds the view that children are competent and capable of
complex thinking, are curious and rich in potential. In order to support and act on this view,
Hawthorne on Essex Daycare uses the document How Does Learning Happen? (HDLH) as
the framework to guide programing and pedagogy to each of our programs.
Hawthorne-on-Essex Daycare has the following goals for children:
 Belonging: Every child has a sense of belonging when he or she is connected to
others and has the opportunity to contribute to their world;
 Well Being: Every child is developing a sense of self, health, and wellbeing;
 Engagement: Every child is an active and engaged learner who explores the world
with bond, mind, and senses; and
 Expression: Every child is a capable communicator who expresses him/herself in
many ways.
Hawthorne-on-Essex Daycare has the following expectations from our program.
 Belonging: Hawthorne-on-Essex Daycare cultivates authentic, caring relationships
and connections to create a sense of belonging among and between children, adults
and the world around them.
 Well Being: Hawthorne-on-Essex Daycare nurture children’s healthy development
and support their growing sense of self.
 Engagement: Hawthorne-on-Essex Daycare provides an environment and
experiences to engage children in active, creative and meaningful exploration, play
and inquiry.
 Expression: Hawthorne-on-Essex Daycare fosters communication and expression
in all forms.
These goals and expectations help our educators to strive to provide the best experiences
and outcomes for children and their families. These goals and expectations are intended to
be used by our educators in planning and creating environments, experiences and contexts
for children’s learning and development across all domains. They are also intended to guide
the process of observing, documenting, studying and discussing children’s experience with
families.
Hawthorne-on-Essex Daycare understands that recurring themes from research, theory and
practice suggest that high quality early childhood programs:
 Establish positive, responsive relationships with children and their families;
 Value children as individuals and as active and competent contributors with their own
interests and points of view;
 Recognize connection between emotional wellbeing and social and cognitive
development and the importance of focusing on these areas holistically;
 Provide environments and experiences for children to explore ideas;
 Investigate their theories and interact with others in play; engage with families and
support each child within the context of his or her family, recognizing that family and
child well- being are inexplicitly linked; and
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Provide ongoing opportunities for educators to engage in critical reflection and
discussion with others about pedagogy and practice to support continuous
professional learning and growth.

With respect to the above pedagogical approaches which provide the “how” for working
towards the goals for children, Hawthorne-on-Essex Daycare will be able to:
 Promote the health, safety, nutritional needs and well-being of the children
 Support positive and responsive interactions among the children, parents and staff
 Encourage the children to interact and communicate in a positive way and support
their ability to self-regulate
 Foster the children’s exploration, play and inquiry
 Provide child-initiated and adult-supported experiences
 Plan for and create positive learning environments and experiences in which each
child’s learning and development will be supported
 Incorporate indoor and outdoor play, as well as active play, rest and quiet time, into
the day, and give consideration to the individual needs of the children receiving care
at our centre.
 Foster the engagement of ongoing communication with parents about the program
and their children
 Involve local community partners and allow those partners to support the children,
their families and staff
 Support staff in continuous professional learning
 Document and review the impact of all strategies set out.
Organizational Identity
Hawthorne-On-Essex Daycare is a non-profit community-based daycare centre.
Hawthorne-On-Essex Daycare first began serving the community in 1982.
We are governed, inspected, and licensed annually by the Province of Ontario through the
Ministry of Education; Child Care Quality assurance and licensing under the requirements
of the Child Care and Early Years Act. Our license at Hawthorne-On-Essex Daycare gives
us the capacity to serve 100 children aged 2 ½ - 12 years. Toronto Children’s Services,
Toronto Public Health, and the Toronto Fire Department also regularly inspect our facilities,
policies, and procedures. All reports are kept on file at the daycare centre, currently located
inside Essex Public and Hawthorne II Bilingual Alternative Schools at 50 Essex Street,
Toronto On M6G 1T3.
The operation of Hawthorne-On-Essex is supported and assisted by a volunteer Board of
Directors. This Board is composed of parents along with others who wish to be actively
involved in the care and education of the children enrolled in our daycare centre. Board
members are elected by the general population of parents and daycare staff at our Annual
General Meeting (AGM) which is held in May or June of each year. As all parents are
members of the daycare centre, your attendance at the AGM is essential. The AGM
provides the necessary forum in which:
1) The Board of Directors, Management (Executive Director and Assistant Supervisor)
and Staff review the activities of the previous year;
2) Issues of concern and plans for the year to come are shared;
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3) A full report on the financial status of the centre is presented, including the approval
of the financial statement and auditor’s report;
4) The auditor for the upcoming year is appointed; and
5) Any special resolutions are presented, discussed and, when appropriate, approved.
These yearly meetings also provide the forum in which all parents may voice opinions and
suggestions regarding the operation and direction of the centre.
The Board of Directors, in conjunction with the Executive Director are the governing group
directly responsible for approving and overseeing all financial activities, policy direction, and
the general management of the centre such as approval of the annual budget plans, sets
the daycare fees, and authorizes policies such as our food restriction policy or withdrawal of
care policy. Officers are appointed by the elected Board of Directors and form an
executive committee that holds specific powers to act on behalf of the Board of Directors
and the daycare centre. Our executive committee is composed of a president, vice
president, secretary, and treasurer.
All parents, board members, and non-board members are invited to participate on the
various committees formed throughout the year such as our fundraising committee. Please
speak with the Executive Director should you have an idea you wish to share or if you are
interested in participating on the board, a committee, or in a manner not specifically stated
in this manual.

Board of Directors Meetings
The Board of Directors meets once monthly. All board meetings are held at Hawthorne-OnEssex with childcare provided. Visitors interested in contributing to discussions on specific
issues or in observing any meeting(s) are welcome to attend. Please contact the Executive
Director should you wish a specific topic to be submitted for discussion or to confirm the
date and/or time of an upcoming meeting.

Population and Groupings
We provide our excellent childcare services to the families in neighboring communities as
well as to the populations of Hawthorne II Bilingual School and Essex Public School. Our
preschool children usually live within the community and our school aged children (junior
kindergarten through grade 6) usually attend either Hawthorne or Essex schools.
Our licensed groupings at Hawthorne-On-Essex Daycare are as follows:
 Toddlers (18months-2 ½ yrs)
 Preschool (2 ½ - 4 yrs.)
 JK/SK (4 -6 years)
 School Age (grade 1 and up)
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Integration and Inclusion
Integration and inclusion are words used to refer to a set of values and beliefs regarding the
incorporation or involvement of people with varying physical or intellectual abilities. These
words refer to the acceptance of all individuals and their differences, and the bringing
together of people with varying developmental and physical abilities in a harmonious,
supportive, and respectful consolidation. The meanings of these words go beyond
"tolerance" which can be interpreted as simply "putting up with" variations of abilities.
"Integration" and "inclusion" are used to express the view that all people, including, in this
instance, children with special needs, hold rights and responsibilities as equal and essential
members of our community. We also believe that integration and inclusion support the
development of the whole person, a main component in high quality childcare experiences.

We believe that these views are necessary in order to foster the full participation of our
population and for our programs to promote and be faithful to a welcoming acceptance of all
people. Our beliefs encourage positive attitudes towards diversity; allow opportunities for
people to learn about, understand, and become comfortable with a variety of human
differences; and benefit not only children with special needs, but also typically developing
children, parents, siblings, teachers, other caregivers, and society in general. The
exclusion of individuals based upon their physical or intellectual capabilities is
discriminatory and segregating and would open our centre to the possibility of limiting every
person's experiences, exposure to, and involvement with an important portion of our
society. Our beliefs regarding integration and inclusion are embedded in all of our
programs and provide further opportunities for the following:







exposure to people with a range of abilities;
acceptance and the formation of relationships and respect for others;
the participation of every child and family irrespective of current ability levels,
which leads to the development of self-esteem, confidence, and capability;
peer interactions and expectations which provide social incentives to implement
or use "new" skills and knowledge;
teaching staff to become more aware and focused on the strengths and needs of
all the children, their own teaching style and methods, and on the program, itself;
and
the enrichment of our communities through direct experiences with people with
diverse strengths and needs.

As defined by the Child Care and Early Years Act, an integrated day nursery or daycare
centre "is licensed by the Minister to provide services for both handicapped children and
children who are not handicapped". [DNA 1] Such a day nursery must also provide specific
separate space(s), specialized services, and extra resource teachers in order to qualify for
the designation of "integrated". [DNA 7, 52 (vi), 55 (4)] Due to the fact that our centre is
unable to provide the extra components of separate spaces, specialized services, and
resource staff, we are not specifically licensed as an "integrated day nursery". However, all
of our Early Childhood Educators (ECEs) have successfully completed course(s) and
teaching experience placements in specialized settings working with children who have a
range of special needs. Some of our teaching staff have also successfully complete
additional courses on a variety of subjects, such as working with children and families with
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special needs, assisting and supporting families in crisis, and working with children
exhibiting difficult behaviours.
We feel that it is incumbent upon us to strive towards providing all children with equal
access to our educationally based programs in a manner most appropriate to their needs
and within the scope of our abilities. With these considerations in mind, we welcome all
children and their families to contemplate becoming part of our organization, regardless of
ability. We will individually assess the resources and facilities at our disposal such as the
physical space, accessibility, and staffing, as well as our ability to meet the specific
developmental and/or physical needs of each child. We will attempt to place the
exceptional child in an appropriate grouping and with his/her peers as much as possible.
We will also work towards finding appropriate ways to provide our superior level of care and
teaching to all families and to provide the needed support for each child to grow and
flourish. If we find that our resources and/or skills are inadequate in meeting the specific
needs of the child, we will work towards assisting the family in their search for a more
appropriate educational or care setting for their child.
Our Staffing Team
Hawthorne-On-Essex Daycare, is proud to be an equal opportunity employer with a
unionized staff. All of our staff members are fully qualified to teach and work with children.
They have been carefully interviewed and selected to fill the essential role of caring for and
educating young children in partnership with parents as well as for the very important part
they will play in your child’s daily life. Personal and police reference checks have been
conducted as well as a complete physical/medical checkup, including a TB test. Staff
performance assessments or reviews are conducted on a regular basis and we routinely
review our policies and practices. (e.g. behaviour management policy.)
Our staff is a friendly, caring, and considerate group who hold a specialized understanding
of child development and learning, and of child behaviour and guidance. Together we
possess a remarkable amount of experience and expertise in the exceptionally important
field of early childhood education. We access this collective expertise through our team
approach, assisting and supporting one another in guiding children and in presenting
ourselves as appropriate, courteous, respectful and responsible role models.
The majority of our teachers have earned their Early Childhood Education Diploma and are
registered with the College of ECE. While our minimum standard is one early childhood
educator and an assistant teacher per group, most groups have two early childhood
educators. All staff members hold valid first aid and emergency CPR certificates which we
update annually.
Many of our teachers have gone on to further their education by completing advanced
related courses at university or college and by attending workshops associated with the
education of children.
Hawthorne-On-Essex Daycare is proud to have a trained cook who holds a Food Handler’s
Certificate. Our cook researches, develops, and prepares our menus and vegetarian meals
and snacks. Our kitchen and our cook’s methods and practices are regularly and
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thoroughly inspected by the Toronto Public Health as well as Toronto Children’s Services
and by the daycare Executive Director or the Assistant Supervisor.
Children in the Kindergarten and School age programs are required to bring their lunch
from home throughout the school year as well as during the summer months. HawthorneOn-Essex Daycare provides a morning and afternoon vegetarian snack for all children in
our care. Snacks are prepared by our cook or our teachers and are served in the daycare
classrooms by our daycare staff.
Our daycare management team at Hawthorne-On-Essex Daycare consists of an Executive
Director and an Assistant Supervisor. All management team members hold their Early
Childhood Education Diploma, valid first aid and emergency CPR certificates, and daycare
management experience. The Executive Director oversees and is responsible for all
aspects of the centres' operations, while the Assistant Supervisor assists the Executive
Director in the office. We are proud of our low staff “turn over” history; many of our team
members have been with our centre for over more than 10 years.
Supply teachers replace regular teaching staff who are sick or taking holiday time
throughout the year. All of our supply teachers are screened and hired by the management
team. Our supply teachers are most frequently Registered Early Childhood Educators who
have recently graduated or current college students who have successfully completed a
field placement at our daycare centre.
Police reference checks will be conducted for all adults having any contact with the
children.

Field Placements
As part of our commitment to Early Childhood Education, we host student teachers
throughout the year from the Toronto Board of Education’s senior high school students’ cooperative work experience program or from a community college, such as George Brown
College or Seneca College. It is essential to their skill development that students gain
important first-hand experience and guidance with us in a controlled and supervised setting.
These student teachers are an asset to our program as they bring to our daycare a variety
of skills, styles, program ideas, and approaches. Student teachers help staff remain current
with the colleges’ teachings. Field Placement Students are never counted in the ratios or
are left alone with the children at any time.
**********

11 | P a g e

GENERAL OVERVIEW OF PROGRAMS
We are proud of the fact that all of our programs and learning environments meet or
surpass the requirements of both the Child Care and Early Years Act (DNA) and the
Toronto Operating Criteria.
We provide:
 Child-teacher ratios which comply with or exceed DNA standards.
 Opportunities for individual exploration and peer interactions as well as child-adult
interactions; small and large group connections; indoor and outdoor activities; and
active and quiet play.
 Opportunities to participate in activities that are designed to promote and further
stimulate the child’s skills in the areas of language, gross and fine motor skills,
cognitive skills, and social and emotional development.
 Opportunities to experience success while participating in a variety of challenging
activities. These activities encourage and guide children toward building upon their
foundation of knowledge and acquiring an assortment of desirable fundamental
skills.
 Preparation for, and continued support in, the child’s participation in the elementary
school curriculum.
Our daily routines provide the structure needed in order to foster a sense of security and
comfort within each child’s day. We also structure and divide our daycare rooms to
facilitate distinct play areas such as the dramatic centre, block play, couch and book
“comfy” area, messy art area, table activity areas, etc. The furniture, equipment, and the
play areas themselves are periodically rearranged to suit the needs of the group and to vary
the play and discovery.
Our Philosophy, Role, and Environment
We believe that all children are entitled to high quality care and education delivered in a
non-discriminating, multicultural environment. We believe that an optimum environment is
one that promotes and values active learning, autonomy, responsibility, mutual respect, and
the inclusion of all people.
We know that children learn naturally and spontaneously. We believe they learn best
through play that is relevant or meaningful to them; play that will engage and satisfy the
children’s innate curiosity; and through play that is based upon “hands-on” experiences and
explorations. We employ and encourage this natural curiosity and desire to explore in
many settings throughout our programs.
Play is an exceptionally important part of a child’s social, emotional, physical, and
intellectual development. For example, the elements of social interactions are learned
through many different types of play and for children of all ages. These elements include
essentials such as how to join in and interact with others; how to then develop, sustain and
nurture peer relationships; the nuances of individual and personal emotions, feelings and
boundaries and those of others; and about becoming a socially independent person. Social
interactions also provide opportunities for a child to develop the use of their concentration,
imagination, and problem-solving skills.
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Current research and our own studies in child development form the foundation of our
comprehensive educational children’s programs.
Our role within these programs is to offer a wide range of challenging opportunities and
settings that will positively stimulate learning and growth. We often approach this role
eclectically, searching for the most appropriate and effective components of the various
teaching and learning methods and adapting them to the distinct and unique needs of each
child and of each daycare grouping.
We provide these learning opportunities in the secure and loving home-like atmosphere of
our daycare rooms and programs. Here, each child is exposed to situations that stimulate
choice, initiative, independence, and co-operation. Our healthy, safe, and trusting childbased environment encourages the development of social relationships and supports the
exploration of a wealth of enriching and inclusive experiences.
We also provide a structured and orderly environment that employs the consistent use of
clear and age appropriate expectations, routines, and transitions. We know that this is
essential for children’s development, comfort, and security within any setting and that it
helps foster feelings of familiarity, self-confidence and thus, successful and continued
participation within the program. We encourage and support the positive attitudes of
children while expressing our own positive attitudes towards learning and towards the
varying talents and ability levels within us all.
We retain relative flexibility within the programs in order to meet the children’s various
needs, challenge each child, and facilitate the cultivation of healthy, child-appropriate work
and play habits.
We value children’s individuality and strive to promote their self-esteem, respect, and
independence while providing for the broadening of the child’s overall social, emotional,
physical, creative, and intellectual development.
Individual diversity, as well as the diversity found within various configurations of family
units, relationships, and society as a whole is celebrated, respected, and supported. Your
family is entitled to and will receive our welcoming acceptance, good communication, and
appropriate confidentiality.
Staff members work closely with parents and each other in co-operative partnerships to
provide the best possible support in nurturing a child’s progress towards their developing
maturity and education.
Goals
In keeping with our philosophy, the goals of our programs are to positively respond to the
children’s experiences, needs, and interests and to challenge their developing abilities while
promoting healthy, child-appropriate work and play habits.
We do this within the context of a setting that fosters and upholds courtesy, respect, and
caring for oneself, others, and our environment, while building upon the child’s sense of
self-confidence and responsibility.
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We offer a comprehensive, enriching set of carefully planned and prepared age-appropriate
activities using a variety of materials and equipment. In response to the children’s needs
and interests, child-initiated activities are incorporated into our existing program and/or our
planned activities on a frequent basis. These activities, which are often spontaneous,
complement and balance our programs in terms of providing opportunities for child-direction
and therefore, a child’s personal “ownership” of his/her program.

Program Objectives
Our programs have been designed to stimulate and support each child in his/her personal
growth and development. Each program is organized to build upon the previous program’s
growth and learning in a consecutive manner and within our small group settings. We
employ a wide range of opportunities and experiences to expand upon the child’s existing
skills. Assorted activities, play-based tasks, and individual achievements assist in the
child’s development as a distinct and important part of the group and provide further
personal and academic support for the child’s upcoming or current school experiences. A
pronounced emphasis is placed upon upholding courteous, respectful, and responsible
conduct. Our classrooms are healthy, safe, and welcoming places where children are
valued as individuals, are free to talk, think, and express themselves, and free to become
immersed in many hands-on learning situations, as well as form and nurture friendships.

Developmental Areas or Domains
Our programs boast recurrent “cross-over” elements in that the activities we offer frequently
employ inter-related developmental domains and put forward occasions on which children
can expand existing knowledge or skills. We accomplish this by employing the use of
activity themes on a fairly regular basis and by providing related activities that are designed
to stimulate, build upon, or boost age-appropriate understanding or skills.
We consistently host and link the many areas or domains of learning and development
including: Cognition, Language, Literacy, Numeracy, Exploration, Science, Art and Creative
expression, Gross motor(large muscle) Fine motor (small muscle), Sensory, Dramatic play,
Personal and Social developmental areas.
Please refer to our individual room routines and our weekly program plans for the specific
planned daily and weekly activities being conducted with your child’s group. Individual
room routines and program plans are posted just outside or inside the daycare classrooms.
**********
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SPECIFIC OUTLINES OF EACH AGE GROUP
TODDLER
Most of our toddlers and families are new to daycare and we strive to provide a bright,
clean, safe and nurturing environment for them. The qualified staff get to know each of our
toddlers as individuals and work to program so that each one’s needs are met within the
group setting. Self help skills such as feeding, serving self, dressing and undressing are all
skills that are worked on from the beginning. Toddlers feel pride when they are able to
accomplish these tasks on their own. Toddlers also work on social skills such as turn
taking, sharing and empathy. The teachers strive to build a trusting and reciprocal
relationship with parents/guardians so that the toddlers have good role models and a
stronger bond with those who are shaping their future.
PRESCHOOL
Our preschool programs provide a vast array of opportunities for children to build upon their
existing strengths and skills and discover new ones. We nurture and guide children in their
budding development as they explore learning experiences, develop self-control, and
become more self-directed. Ultimately and on a daily basis, we work towards guiding and
supporting these young people as they expand their “world” and become more empathetic,
nurturing, friendly, respectful, self-reliant, responsible, and empowered individuals. We also
work towards preparing and supporting each child academically, socially, emotionally, and
physically for his/her upcoming involvement in the junior kindergarten curriculum. Children
are encouraged to utilize a wide assortment of educational toys, props, and tools to explore
our stimulating learning environment. Our programs warmly and supportively invite
participation in all activities on a variety of levels, taking into account a child’s
developmental level, individual style of participation, his/her comfort level, and any possible
inhibitions. Allowances are made for a range of individual input in order that all children
participate to their fullest in a manner that is reassuring and agreeable to them. Our playbased curriculum is dynamic in that its content changes in response to the children’s
interests and levels of learning, and that it embodies a range of diverse and
developmentally inter-connected skill-building activities geared to engage and challenge the
preschool child.
JUNIOR AND SENIOR KINDERGARTEN
All of our kindergarten programs continue to stimulate and promote each child’s growth,
development, and independence while supporting and encouraging the child in his/her early
school experiences. We continue to utilize play as a vehicle for exploration and learning
while incorporating the expansion and maintenance of developing friendships, the
furtherance of each child’s growing maturity, evolving independence from adults, and the
children’s blossoming self-help skills for example we will have special helpers at snack. The
children are eager to be “helpers”, enthusiastically and co-operatively assisting other
children and staff with such tasks as decorating the daycare rooms with children’s artwork
and helping to keep the room tidy. Children can be observed engaged in music activities;
developing language through conversation, early reading, and printing; playing with
manipulative learning toys, construction toys, and puzzles; as well as painting, drawing,
dramatic play, and many other productive ventures. An example of encouraging the
children’s growing empowerment was illustrated in the senior kindergarten group’s
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incorporation of their own child-based and highly successful “peacemaker” system which
children regularly used when resolving conflicts or other peer issues.
SCHOOL AGE
Teacher/Child-planned and child-initiated activities for these groups are fun, balanced,
creative, exciting, stimulating, and enriching. Program activities are designed to promote
each child’s feelings of accomplishment, pride, respect, self-esteem, and increasing levels
of responsibility and independence through individual projects as well as through small and
large team or group activities. Children choose from activities which often include a range
of arts and crafts, science exploration, sports, reading, pursuing homework assignments,
listening to appropriate music, using puzzles, playing educational board games, dress-up
and putting on fashion shows, or cooking international foods for their group’s snack. Our
school age programs strive to be in harmony with the school curriculum through our active
promotion and development of leadership skills, co-operation, teamwork, communication,
problem-solving, and personal responsibility. With the help and support of their daycare
teachers, the school age group generates, adjusts and abides by a set of appropriate rules
and consequences firmly rooted in their beliefs regarding personal responsibility and
respect for self and others. Children are encouraged to help one another, make all
attempts to change negatives into positives, and to resolve problems or conflicts
independent of other peers and adults. If a conflict remains unresolved, a teacher is asked
to intervene and support the children in finding appropriate solutions.
**********
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OPERATION OF THE DAYCARE
We provide all families with an ideal supervised learning environment throughout the year,
as well as on PA Days and other school holidays, during the summer months, and before
and after school hours.
Hours and Days of Operation
Hawthorne-On-Essex Daycare operates Monday through Friday from 7:30 am to 6:00 pm
all year round, with the exception of the following thirteen days of closure:
New Year’s Day
Family Day
Good Friday
Easter Monday
Victoria Day
Canada Day
Civic Holiday
Re-Organization Day* (The last Friday before Labour Day weekend)
Labour Day
Thanksgiving Day
Christmas Eve- December 24th
Christmas Day
Boxing Day
*Re-organization Day is a day which has been set aside for the necessary staff meetings,
end-of-summer cleaning, and fall and winter program preparations.
We provide half day of care on December 31st New Years Eve Day (7:30 am to 1pm).
The Daycare charges regular fees for all days of closure and half days of care.
Daycare operation during the Christmas holiday season will vary depending upon the
schools’ holiday closure schedule. Parents will be notified of the specific hours of operation
well in advance.
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Extreme Weather Closures
On the rare occasion, extreme weather conditions will prevent us from offering full hours of
care. We will strive to provide regular daycare hours for families. However, if severe
weather conditions persist and the decision is made to close the centre prior to 6:00 pm,
you will receive a call to arrange to have your child picked up early.
Other Types of Closures
Due to our location within Essex Public School, if there is a labour disruption with the school
administration and/or staff (i.e., teachers), a public health outbreak (re: SARS) or other
unforeseen circumstances (Re: police evacuation of the neighborhood) which could require
the school to close, we may not be able to provide you with your current services. We will
strive to provide regular daycare hours for all of our families. However, if a labour
disruption, public health outbreak or situation persists, and a decision is made to provide
reduced hours, no refunds will be provided unless they are specifically approved by the
Board of Directors.
**********
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FEES/ PAYMENTS
Fee Payment and Subsidized Fees
Hawthorne on Essex Daycare provides year round program for our preschool to school age
families.
This means that in order to guarantee your spot for preschool to school age children, fees
must be paid regardless if your child is here or absent. This includes sick days and vacation
or holidays.
For preschool children this is for the 12 months period unless there is a change to the
program. This means for those children who are moving into junior kindergarten in the fall, if
a child is withdrawn from the preschool daycare program over the summer, kindergarten
before and aftercare cannot be guaranteed, regardless of whether it was already granted
during kindergarten registration. Priority will be given to those on the waiting list.
For the school age and kindergarten programs (children who have completed JK and up)
who register for the summer camp program, children must attend a minimum of one week
in order to guarantee their spot for September. Please speak with the Executive Director for
clarification.
Fees, which are due in advance, are set by the Board of Directors and are balanced and
coordinated with the on-going operational costs specific to the centre. If there are any
changes to the daycare fees set by the Board of Directors, the Executive Director will
provide one month notice prior to these changes.
Fees are to be paid one month in advance and are due on the first of each month. A PreAuthorized Agreement (PAD) with parents is used for paying child care fees. A PAD is a
signed agreement between the “payor” and the daycare centre granting the Hawthorne on
Essex Daycare access to an individual’s bank account for the purpose of allowing
Hawthorne on Essex Daycare to debit such account for amounts owed. (see PAD
information at the end of the document).
Families will also be informed by the Executive Director of any changes to fees prior to your
child moving to a new age category (i.e. from preschool to before and after kindergarten
care).
For full fee policy details, please see the Executive Director or the Assistant Supervisor.
Hawthorne-On-Essex Daycare has a “purchase of service agreement” with Toronto
Children’s Services. To find out if your family qualifies for a subsidized childcare space or
for further information, please call 416-397-1452.
 Vacation time and fee payments for subsidized spaces:
Toronto Children’s Services allows for 35 absent days per year (Jan-Dec). If you are
going to be taking 30 consecutive days or more you must contact your children’s
services representative in order to get permission. Payment of your regular fees as set
out by children’s services during absent days is the responsibility of the parent. You
will be charged full fee for any days taken over the 35 allowable days. Please note:
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Toronto Children’s Services’ regulations are subject to change. Clients and
management will be notified of any such changes.

Late Payments
Daycare fees are due on the first or 15th of each month, as agreed to in the PAD
agreement. A $25 late payment charge will be applied to fees that are more than 30 days
past due, or if we are unable to debit your account due to insufficient funds. This fee may
be waived at the discretion on the Executive Director or the Assistant Supervisor in
exceptional circumstances only. Please note that if you are unable to make payments on
the first of each month please speak to the Executive Director or the Assistant Supervisor to
make arrangement for an alternate date.

Nonpayment of Fees
The Executive Director or the Assistant Supervisor will notify the parent/guardian in writing
of any overdue fees. If payment is not received within the week, the parent/guardian will be
notified in writing as the date by which payment or a payment schedule must be received.
Failure to do so by that date will result in the withdrawal of service from Hawthorne-OnEssex Daycare. The President as well as the Treasurer of the Board of Directors will also
receive a copy of the notice.

Income Tax Receipts
Receipts for income tax purposes will be available for pick-up each year during the month
of March. Should you require any additional information or receipts please contact the
Executive Director.
**********
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PLACEMENTS
School Age Room Enrollment
Hawthorne on Essex Daycare recognizes the need of children of all ages for quality
childcare. Hawthorne on Essex Daycare is licensed to provide care for children ages 2.5 to
12 years of age. Children are grouped according to ages: preschool 2.5 to 4, JK 4-5 years,
SK 5-6 years and School Age 6-12 years.
Children enrolled at Hawthorne on Essex Daycare in the school age program are not
guaranteed enrollment in subsequent years. If the requests for enrollment exceed the
spaces available, children will be admitted by a lottery subject to the following admission
priorities.
1. Younger children will be given first priority. Age will be determined by the year of
birth ( i.e. all children born in 2000 are deemed to be the same age)
2. Children with siblings enrolled in Hawthorne on Essex Daycare will be given priority
with in their age group.

Example one:
The school age room has two spaces remaining after accommodating all children up to the
age of nine. There are five children aged 10. The two children that are age ten who have a
younger sibling enrolled in the daycare will be given the space. The other three will be given
priority on the waitlist.

Example two:
The school age room has two spaces remaining after accommodating all the children up to
the age of eight. The is one nine year old child with no siblings in the daycare and three ten
year olds each with siblings. The nine year old would be enrolled first and a lottery held to
determine which of the ten year olds would get the remaining spaces.
In the event that a child already in the care of Hawthorne on Essex Daycare cannot be
accommodated, the child will be given priority on the waiting list. The daycare will provide
the names of any recreation programs and local daycares at parents request.
Group Placement and “Move Ups”
Considerations such as a child’s age and his/her developmental readiness for a specific
daycare group are two of the major determining factors when placing a child or when
moving a child up to an older grouping. Each child’s placement and progress to the next
group is ultimately decided by the Executive Director, taking into account available spaces
as well as the parents’ and teachers’ views and opinions regarding the children’s needs.
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Part-time Status/ Care
Priority for placements in each room in the daycare centre is given to children attending on
a full-time basis and then to families on the wait list that request full time. Part-time care for
children will only be considered if there is no demand for the spaces in each classroom.
This means that if there is a waiting list for a room with children requesting full-time care,
priority will be given to these children.
If a spot does becomes available, then a maximum of 4 spaces for the school age rooms
and 2 spaces in the preschool and kindergarten rooms maybe considered for part-time care
for children, but only if the Executive Director can match up requests for part-time care in
the same room. Therefore two families would split an individual space in the room. Once
specific days or times (re: only morning care) have been set and agreed upon, these days
or times can only be changed with one month’s written notice provided by both families to
the Executive Director. Temporary changes to the selected days or times are not permitted.
If the Executive Director can match requests for part-time care, both families would need to
provide a written commitment for one year for children in the preschool room or from
September to June for children enrolled in school. As the availability of part-time care is
assessed each year, based on the demands of each classroom, part-time care is not
guaranteed, even if it has been previously offered.

Withdrawal
When withdrawing your child from our care, we require one month’s written notice, in
advance. This notice entitles you to apply your $100 registration deposit to your final
month’s fee payment. If proper advance written notice is not given, you will be charged your
full regular monthly fee plus your $100 deposit, regardless of whether your child attends
daycare.
If a child occupies a subsidized child care space, it is the responsibility of that child’s
parent(s) to inform Metro Children’s Services of withdrawal from care. Please speak with
the Executive Director or Assistant Supervisor for further details.
MISCELLANOUS
Summer Programs
The summer months of July and August allow us to offer many more outdoor activities,
some large group trips, more recreationally based programs. As is the case during the
remainder of the year, our summer programs are geared towards your child’s age group
and interests, are planned well in advance, and are approved by the Executive Director
and/or the Assistant Supervisor. (see Summer Camp Policy for more details)
School Communication / Involvement
While all of our programs uphold the philosophy of learning through experience, we also
aspire to bolster and complement the teachings of the schools as set out by the Ministry of
Education and the Toronto Board of Education.
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We strive to sustain an open forum of strong communication with all parties involved. We
feel that an integrated approach to a child’s day at school, daycare, and at home is
beneficial for all and is essential when meeting a child’s needs.
We maintain our comfortable and co-operative relationship with both schools and often
participate in “cross-over” school and daycare events throughout the year, benefiting both
the families in our daycare centre and those attending the school.
Parent Communication / Involvement
We greatly appreciate both informal and formal parent communication and involvement.
Teachers speak with parents in person or by telephone on a regular basis in order to
exchange information and to work together in providing the best possible care for the child.
Occasionally schedules will not allow for personal contact. In this case, we will usually
communicate through the exchange of letters or notes until the more desirable “in-person”
contact can be made. The occasional group meeting, individual interview, and/or workshop
supplement parent and staff contacts.
The Executive Director or the Assistant Supervisor and staff frequently send written
information home or post this information on the daycare’s website
(www.hawthornedaycare.ca) throughout the year. Emails are also sent to parents who
have sign up on the daycare website to receive this information. Examples of such are
upcoming holiday events, playground construction updates, summer programs and staffing
changes.
We request that any changes in the structure of your family unit or in the normal routine of
your child be explained to the Executive Director, Assistant Supervisor, and/or your child’s
teacher in order for us to be able to effectively deal with your child’s needs. All confidential
information will be treated accordingly and with complete professionalism and discretion.
Please see our Privacy Policy for further details.
We value your perspective, observations, and reflections regarding our program and
conduct. Any concerns, comments, or questions about your child’s program should be
discussed with the teacher(s) in his/her room.
Should you wish, you may also direct inquiries, remarks, and/or address issues with the
management team.
We strive to answer all parental phone calls and inquiries, but it is impossible to speak to
everyone during program hours, as we are busy with the children. When calling to speak
with a member of our team, please leave a detailed message on our answering machine,
including the time you called and a phone number where you can be reached, and
someone will return your call as soon as possible.
Parents are welcome to visit or observe our program and activities at any time, providing
that it is not disruptive to the program and that it is not upsetting for your child to separate
from you when you leave.
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Parent Volunteer Guidelines
We greatly appreciate your taking the time to participate in our program. In order to enable
you to meet any challenges that may occur when accompanying your child on a field trip or
when joining his/her program, we ask that you use the following guidelines:
a) Follow the teachers’ instructions and use them as role models.
b) Follow the outlined schedule.
c) While on the outing, please do not offer your child or any other child any special
treats or privileges not available to the entire group. (e.g. ice cream, amusement
rides, etc.)
Try to keep in mind that having a parent join a child’s group can be very exciting for that
child and may, at times, lead him/her to display some undesirable behaviours. Many
parents have found the following to be quite effective when dealing with this type of
situation:
 Let your child know before the field trip commences that you will be caring for other
children as well as him/her.
 Reassure your child that you will stay with his/her group for the duration of the trip.
 Explain that he/she is still part of the daycare group and, just like you and the other
children and adults, he/she needs to follow the daycare procedures as usual.
 Thanks again for taking the time to join us on our outings.
Fundraising

☺

Hawthorne-On-Essex Daycare is a non-profit organization and as such, we
conduct a variety of fundraising activities throughout the year. Proceeds
raised from these events are used to subsidize the costs of field trips, special
program purchases, etc. We greatly appreciate your participation and support
in these ventures and welcome parent involvement and suggestions.

Registration Process and Checklist
The following items are required in order to complete your child’s registration in our
program. All items must be in place a minimum of one week prior to your child’s
attendance at Hawthorne-On-Essex Daycare:
 Completed registration package.
 Medical health form including child’s immunization records.
 Signed Family-Daycare Contract, which includes all signed waivers, policies, and
consent forms. (e.g. medical waiver, behaviour management policy, field trip
consent forms, etc.)
 A non-refundable $100.00 deposit to reserve your child’s space. The deposit is held
for you until your child’s final month of enrollment in the daycare and is then applied
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toward your final fee payment. Should you withdraw your child from care without
submitting the required one-month written notice, this deposit will not be refunded.
 A completed pre-authorized agreement (PAD agreement)*.
*Please see the Executive Director if you need to make alternative payment arrangements
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POLICIES AND PROCEDURES
Privacy Policy
The nature of relationships between families and the daycare centre requires families to
share certain personal information and/or details of their lives. Hawthorne-On-Essex
Daycare is committed to protecting the privacy of your family and personal life. However,
we may, on occasion, be obliged to proceed with compulsory documentation and/or
reporting of specific incidents or events to law enforcement agencies, the Ministry of
Community and Social Services, or to one of the Children's Aid Societies. These examples
constitute the only situations in which a portion of your personal information may be shared
without your express consent.
Under all other circumstances, individually identifiable information will not be knowingly
made available to any other member of our daycare or to anyone outside of our
organization without your express permission. For example, if we feel that it is necessary to
seek assistance from an “outside” support agency such as The Child Development Institute
in order to best meet a specific child's developmental needs, we must do this in an
anonymous manner unless accompanied by the parent’s consent.
Even within our organization, the only individuals who will have access to any portion of
your personal details are those requiring specific information in order to effectively provide
care and safety for your child(ren). This will be carried out in full confidentiality and at the
discretion of the Executive Director.
The personal information we collect is used to maintain contacts and for internal purposes
only. We do not sell, trade, or share families’ information with any external organization or
individual. Therefore, your involvement with Hawthorne-On-Essex Daycare will not result in
your name or any other information being distributed or added to any organization's mailing
list.
The daycare Executive Director is directly responsible and accountable in ensuring that all
personal information remains confidential.

Personal Information Policy
You are required to maintain updated and accurate personal information, including
telephone numbers (home, work, school, cell phone, pager, etc.), address, custody details,
medical information, employment location, etc., as well as detailed information regarding
emergency contact people other than yourself. This is essential in order to ensure prompt
and appropriate communication should a situation arise in which contact is deemed
necessary. All confidential information will be treated accordingly and with complete
discretion and professionalism.

Child Custody Policy
Hawthorne-On-Essex Daycare does not have the authority to deny a parent access to his
or her child unless a court order has been issued and a copy of that court order has been
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filed with the daycare. The child’s best interests are always a priority for staff and
management. Thus, it is essential that the Executive Director is kept informed of any
access restrictions and that the most current custody information be kept on file at the
daycare. All confidential information will be treated accordingly and with complete
discretion and professionalism.
**********
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ARRIVING
Drop Off
The Daycare operates Monday through Friday from 7:30 am to 6:00 pm. Please drop your
child off with a staff member at 7:30 am or any time thereafter. The morning staff may
arrive prior to 7:30 am in order to prepare for their day on their own time, however the staff
shifts begin when the daycare opens at 7:30 am. We appreciate your co-operation and
understanding in this matter.
An adult must escort children directly into any daycare room or grouping. The adult informs
the staff of the child’s arrival, any pertinent information about the child (e.g. different pick up
person, a little tired from a late bedtime or an early morning, extra sweater in knapsack,
etc.), and the staff records the child’s arrival on our attendance sheets. Staff members
cannot ensure the child’s safety or be responsible for a child if they are unaware of that
child’s arrival. Therefore, the drop off person and the child must be visible and make verbal
contact with a staff member. This will ensure your child’s safety and everyone’s peace of
mind.
Slow Intake Policy for Preschool Children
Through extensive feedback from parents, people’s experiences in childcare settings other
than our own, and from our own years of experience with children and families, we have
developed and refined a gentle, smooth, and highly effective support system for families
entering our care. It provides opportunities for the development of trust, bonding,
familiarity, and security for the child as well as the parent, while easing the child into what
are initially unfamiliar routines with new people.
While occasionally an older child may require some support, we have found that it is the
preschool child who benefits most from this needed “slow intake” period. The young child is
eased into the program by his/her preschool teachers who soothe, reassure, and
encourage as the child becomes familiar and, subsequently, secure with the staff, the other
children, and the daily routines. The Executive Director or the Assistant Supervisor and
preschool teachers, in co-operation with the family, arrange for a period of slow intake,
which usually occurs over a 2 or 3 day span.
Slow intake is conducted in the morning of the child’s first day in our care and begins with a
two-hour period in the child’s daycare room. The parent stays with the child for
approximately the first 20 to 30 minutes. The parent then leaves the room/centre for the
remainder of the two-hour period. The child’s teachers will assist, support, and guide the
parent and child throughout this process. The parent returns at the pre-arranged time to
receive the child and speak with his/her teacher(s) about the child’s comfort level thus far.
Arrangements are then made for the next period of time the child will spend at the daycare.
The amount of time the child spends with his/her group and without the parent will increase
as the child’s comfort level increases and will be dependent upon the arrangements made
with the child’s teachers. For example, the child may stay for lunch on the second day, for
naptime on the third day, and for a full day on his/her fourth day. The needs of the child
shall determine the length of slow intake and every effort will be made to assist and support
the family throughout this process. Please speak with your child's daycare teachers for
further details on this process.
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Saying Goodbye
Parents with younger children often feel challenged by “goodbye” time. It is grueling for
both the child and the parent when saying “goodbye” is prolonged or drawn out or if
“goodbye” is said and then the parent returns. This kind of “going and coming” is very
confusing for the child and creates unnecessary stress. These “mixed message” actions
actually hinder the child’s progress towards his/her inevitable adjustment to being dropped
off at the daycare by the parent.
It has been our experience that the kindest and least disruptive manner in which to leave
your child with us is the “short and sweet” approach. Our experienced staff members will
support and assist you and your child throughout this sometimes difficult process, an
example of which is outlined below.
We ask that you spend anywhere from 5-10 minutes in the daycare room with your child
while telling him/her that you will be leaving in a few minutes. (e.g. 2 minutes.) Make sure
you reassure your child that his/her teachers will be with him/her until you return. When the
2 minutes have passed, calmly restate that the teacher(s) will be with your child, you will
return for him/her, kiss your child, say “goodbye”, and then leave promptly.
Your child may be upset or crying at this point, but you can feel secure in knowing that our
staff member will stay with your child, providing the comfort, cuddling, reassurance, and
security he/she requires during this challenging transition.
Children often have a short period of upset that varies in intensity and lasts anywhere from
1 to 10 minutes. This is a normal and developmentally appropriate reaction for a young
child who is being required to enter a relatively unfamiliar or new environment and is being
temporarily separated from his/her parent(s). Learning to separate from a parent,
expanding upon social experiences, and growing to trust “new” caregivers and others are
very important and necessary steps in each child’s growing life experiences. Our
recognition and respect of this sometimes difficult, though essential process is reflected in
our compassionate response to each child. Upon your arrival at pick up time we will give
you a full update as to how your child settled in after you left or, if you prefer, you may call
us for an earlier update.

After School Programs
If your school aged child would like to become involved in any extra-curricular (after school)
activities, please speak directly with the Executive Director or the Assistant Supervisor
and/or your child’s daycare teacher prior to the registration and commencement of the
activity. We strive to accommodate all after school programs held in the school building,
but are unable to escort or retrieve children from such programs due to staffing.
We ask that families make arrangements with the school or the adult in charge of the after
school program and then inform us in writing of that arrangement, including the anticipated
duration of the program, the location the name of the adult in charge of escorting the child
prior to the child's attendance in the program. It is our policy that, without this written
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permission, we will not be able to release your child to the program adults. We appreciate
your understanding in these matters.

Escorting Children
Escorting a child to and from school by a person who is unrelated to the child (other than a
daycare staff member) requires written permission from parents and discussion with the
Executive Director or the Assistant Supervisor.

Child picked up from school
Please note that you need to notify the daycare if you or someone else is picking up your
child directly from school. i.e doctor’s appointment and child will not return to school, early
pick up, play date. As your child is in our care after 3:30 we are required by the Ministry of
Children’s services as well as Toronto Children’s Services to know the whereabouts of the
children in our care. If at pick up time the school teacher is unable to verify your child was
picked up by you and we are unable to place your child’s whereabouts we need to call the
children’s services serious occurrence line and report a missing client. We are also required
to notify the police.

Attendance



If your child is sick, late, or absent for the day, the Executive Director or the
Assistant Supervisor or your child’s teacher(s) need to be notified through the
daycare communication book or by telephone prior to 10:00 am.
**********
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DEPARTING
Pick Up
We ask that you please be punctual and conscientious regarding the pick up of your child.
As explained in the previous section entitled "Drop Off", it is for the children's safety and the
staff's peace of mind that we ask you to please ensure that you have informed a staff
member of your arrival when picking up any child.

Alternate Pick Up Arrangements
When making alternate pick up arrangements, it is essential that we be notified, either in
writing or by telephone, of the pick up details.
This notification needs to take place when a person other than yourself will pick up your
child, or when alternate arrangements have to be made, as is the case if you anticipate
being unable to arrive by 6:00 pm.
Staff cannot and will not allow a child to leave the daycare centre with anyone other than
the regularly designated people, (e.g. parent or parent’s partner), unless both of the
following conditions have been met:
1. The parent has arranged for another person to pick up their child and has put it in
writing or has spoken to a staff member directly, by telephone, or by leaving a
message on the office answering machine.
2. The pick up person is recognized by a staff on duty or is able to provide
identification. We strongly recommend that identification be available in order to
avoid any delays and/or uncomfortable situations.
It is our policy that Hawthorne-On-Essex Daycare will not send children home alone in
taxicabs.
**********

31 | P a g e

LATE PICK UP
Definition of “Late Pick Up”
Arriving any time after *6:00 pm constitutes a late pick up. If you know you are going to be
late and alternate pick up arrangements have not been made, please call ahead to advise
the staff on duty. This call does not exempt you from the late fee.
Please note that Children’s Aid will be called after 7:00 pm if we have been unsuccessful in
contacting all of your emergency contact people and arrangements have not been made for
your child to be picked up.
*Please note the time is according to the clocks in the school.
Late Fee Policy
The daycare closes promptly at 6:00 pm. After 6:00 pm, you will be required to fill out a late
fee form and you will be charged the late fee of $2.00 per minute, payable to the daycare
office. If payment is not made the matter will be referred to the Board of Directors.
Definition of “Consistent Late Arrival”
Consistent late arrival shall mean failure to arrive at the daycare by 6:00 pm for three or
more days over a period of one week, or two or more days each week over a period of one
month.

Consistent Late Arrival
The Executive Director or the Assistant Supervisor will make every effort to assist the family
in resolving the problem of an adult consistently arriving late. Should the problem persist,
the Executive Director will inform the Board of Directors who will then meet with the family
and will resolve the problem.
**********
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SUMMER CAMP POLICY

Hawthorne on Essex Daycare
Summer Camp Policy
Duration of Summer Camp
Summer camp will run on a weekly basis beginning the week of July 2 nd and ending August
29th, There will be no camp on July 2nd in lieu of July 1st(Canada Day), August 5th (Civic
Holiday) and August 30th (re-organization day) As such these weeks will be considered a 4
day week. We are not offering part time camp, only registration on a week-by-week basis.
New!
This year we are offering our preschoolers who are starting Kindergarten in September and
have turned 4 years of age a choice to either attend the summer program in the preschool
room or to join the kindergarten camp.
Summer camps offered to
JK/SK children: children who were enrolled in JK and have turned 4 by the beginning of
Camp/SK (September 2019-June-2020)
School Age children: children who were enrolled in grade 1 and up (September 2019-June
2020)
Policies
Policies outlined in the Hawthorne on Essex Family Handbook are in effect and are
applicable to the summer camp program. A copy is available on our website:
hawthornedaycare.ca/for-daycare-families/family-handbook.
** Please see attendance policy for saving your spot for the fall on the next page
Fees, Deposit and Cancellation Policy





School Age fees : $215 for 5 day week / $175 for 4 day week
JK/SK fees: $255 for 5 day week/ $230 for 4 day week
During registration, families must leave a 50% deposit per week/ per child, to hold a space
for summer camp
The deposit will be deducted from your account within a couple of weeks of registration
using the PAD(pre-authorized agreement) information previously provided. The balance
owed for the camps will be deducted from your account, again using the PAD, on June 1st
for July camps and July 2nd for August camps

Families who must cancel their week(s) may do so at any time up until Friday May 24th ,
minus your 50% deposit. We are unable to offer a refund after this date.

Substitutions
If families find they require different weeks during the summer, we may be able to change
their requested weeks if space is available. Requests for changes to summer camp weeks
must be sent in writing by June 1st 2019.
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Subsidy
Families who have City of Toronto Subsidy must check with the daycare office regarding
the number of eligible vacation days. if a family uses more than the allowed number of
days, or if they are off more than 20 days consecutively, the full fee rate will be applied.

Fall enrollment
In order for campers to save their daycare spots come fall:
JK/SK must attend a minimum of any 4 weeks during the summer (does not apply to
subsidized children)
School Age must attend a minimum of 2 weeks during the summer (does not apply to
subsidized children)
Please note that due to a longtime daycare policy, we prioritize our youngest members for
spaces and children who fall into the oldest age group may be informed that a space is not
guaranteed for September. Affected families will be notified personally and fall spaces will
be confirmed by June 1st

Note: the policy outlined in Hawthorne-on-Essex Daycare Family Handbook still
applies during the summer months- The Daycare still requires one months written
notice (i.e. August 1st ) if not returning to daycare in September.

Communication
Communication regarding summer camp schedules and important news are now electronic.
Sign up for our email alert service www.hawthornedaycare.ca
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HEALTH, SAFETY, AND NUTRITION
Health, safety, and nutrition policies have been set in place in order to protect children from
harm and to promote their physical well-being.
Current evidence from pediatricians, child welfare organizations, public health and nutrition,
and the Child Care and Early Years Act all shape our health and safety practices. They
include, but are not limited to diligent hygienic practices (e.g. consistent hand washing,
disinfection of equipment, etc.) and “Universal Precautions” which refers to a set of
guidelines to help prevent the transmission of disease through bodily fluids. (e.g. blood,
urine, feces, mucous, or vomit.) For further details, please refer to documents posted in
each daycare room, which state our health and safety policies and procedures.
Our strong health, safety, and nutrition policies and practices are fundamental to the
excellent childcare programs we offer.
HEALTH
Illness Policy



We are responsible for:

1. supporting the children’s overall health;
2. meeting and adhering to all health-related requirements;
3. responding appropriately and promptly to health issues;
4. actively preventing the spread of illness from one child or adult to other children or
adults in the program through reducing exposure to illness, employing proper and
thorough sanitary practices, etc.
Health-related requirements in the Child Care and Early Years Act state that all daycare
staff are responsible for observing each child “before the child begins to associate with
other children in order to detect possible symptoms of ill health or abuse.” [DNA 34(1)] The
DNA also states that when a child “appears to be ill, the child is separated from other
children and the symptoms of the illness (are) noted in the child’s records.” The supervisor
“shall ensure that a parent of the child takes the child home” immediately. [DNA
34(2)(3)(a)]
Hawthorne-On-Essex Daycare will not accept children into our care or allow children to
remain in our care if any illness is suspected.
Weather permitting, the Child Care and Early Years Act requires outdoor play for a
minimum of two hours daily. [DNA 53(4)(d)] Outdoor play is not provided simply for the
purpose of releasing physical energy, but is a vital component, as well as an extension, of
our indoor programs. It is the policy of Hawthorne-On-Essex that a child will not be allowed
to remain indoors during outdoor time unless that child is being isolated while waiting for a
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parent or caregiver to pick him/her up. Therefore, if your child is not well enough to go
outside, he/she is not well enough to be at daycare or school.
A child’s parent(s) will be notified as soon as any sign or symptom of ill health is detected.
The parent will then arrange to have his/her child picked up from daycare immediately. It is
our policy that in the event of a parent disagreeing with our decision to isolate a child whom
we suspect may be ill and the parent feels that his/her child is well enough to attend
daycare, that parent will be required to provide a doctor’s note stating: 1.) the child is not
contagious and, 2.) the child is able to participate fully in all daycare activities. This needs
to occur before the child will be re-admitted to our care. The doctor’s note will be kept in
the child’s file. The daycare reserves the right to request a doctor’s note for a child’s readmission to our care whenever illness is suspected.
The Executive Director ultimately makes the final decision as to whether a child, whom we
suspect may be ill will remain in the childcare setting. That decision will be based upon
what is best for the child’s care as well as for the other children in the daycare centre. It is
imperative that parents have a “back up” plan in place for the care of their ill child. A parent
must be able to be contacted and/or emergency numbers must be kept current if your
child’s health needs are to be met. Please understand that our primary concern is the
welfare of all the children in our care and that the children’s best interests may require that
your child be taken home until he/she is in full health.
Conditions Preventing Attendance



In the best interests of your child, the other children in our care and all of the daycare
staff, families are advised to make alternative care arrangements and seek medical
attention if the child displays any of the following conditions:

 An illness that hinders or prevents day-to-day functioning or the child’s ability to
participate in regular daily activities or if the child’s attendance could be harmful to
themselves or others.
 A persistent (non-asthmatic) cough or difficulty breathing.
 An undiagnosed or unexplained pain, including complaint of ear ache, stomach
ache, head ache with stiff neck, or sore throat and/or difficulty swallowing.
 Discharge of any mucous that is not clear in colour from eyes, ears, nose, etc.
 Swollen neck glands.
 A temperature of 38 degrees C or 100 degrees F or higher. (If temperature is taken
under the arm, please add one degree for accuracy.)
 Vomiting, diarrhea, or abdominal cramps.
 Severe itching of body and/or scalp.
 Any undiagnosed or unexplained eye or skin rash or eruption.
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 The presence of any head lice or nits. (Please see our Head Lice Policy below.)
 Any known or suspected communicable or contagious diseases or conditions.
If you are unsure as to whether your child may attend daycare due to health complications,
please consult the Executive Director and/or Assistant Supervisor.
When a child is absent due to illness or suspected illness, the parent is required to promptly
communicate the symptoms, probable causes, and any possibly relevant information to the
Executive Director and/or Assistant Supervisor. This allows us the opportunity to alert that
parent to any illnesses or complications currently being experienced by other families and
helps us assist other parents with ill children.

Exclusion Policy
A child should be excluded if the illness:
 prevents the child from participating in program activities;
 results in greater need for care than the staff can provide;
 is an infectious disease (e.g. impetigo, ringworm, hepatitis A, strep throat, etc.); or
 results in a fever of 38 C / 100 F or higher.
A child is not automatically excluded for certain illnesses or conditions unless a physician
requests the caregiver to do so. (e.g. colds, fifth disease, mild fever, candida diaper rash.)

Re-Admittance After Exclusion:
 The child will be re-admitted after being checked by a physician, the illness has been
treated, and the doctor has confirmed that the child may return to daycare.
 Depending on the illness, in some cases may be readmitted after first dose or 24
hours after first dose of antibiotics or in the case of fever 24hours fever free without
temperature reducing medication
Outbreak Plan
An outbreak may have occurred if the number of children/staff are ill (or away due to illness)
exceeds what is normally expected for a certain time period, age group, program,
classroom, or geographic area.
When a suspected outbreak occurs, Hawthorne-On-Essex Daycare will:
1. Isolate all ill children or send ill staff home.
2. Notify parents or emergency contacts to pick up ill children as soon as possible.

37 | P a g e

3. Exclude ill children/staff.
4. Record names, all symptoms, and the date/time children/staff became ill.
5. Contact Toronto Public Health Regional Office to report the outbreak or contact the
Communicable Diseases Surveillance Unit at 416-392-7411.
6. Step-up sanitizing procedures and increase frequency of cleaning and disinfecting.
7. Suspend water play activities or other activities such as sand, playdough, etc., which
may transmit illness.
8. Reinforce the importance of thorough and frequent hand washing with staff and
children.
Hawthorne-On-Essex Daycare adheres to all Toronto Board of Health policies and
procedures.

Drug and Medication Policy



The Child Care and Early Years Act states: “A drug or medication is
administered to a child only from the original container or package as supplied
by a pharmacist … (and that) … the container or package is clearly labelled
with the child’s name, the name of the drug or medication, the dosage of the
drug or medication, the date of purchase and instructions for storage and
administration”. [DNA 37(e)] The labeling must be clearly legible.

Prior to its administration, each prescription drug or medication must be accompanied by
“written authorization … (and include) … a schedule that sets out the times the drug or
medication is to be given and amounts to be administered”. [DNA 37(d)] The parent will
meet these requirements by completing our Permission to Administer Medication Form. (A
sample of this form may be found at the back of this handbook.)
Whenever possible, we ask that medication be placed in a plastic container and in a plastic
ziplock-type bag. This allows us to store all medication safely. Many parents have the
pharmacist divide the medicine into two containers: one for daycare and one that remains
at home. Please ensure that a legible prescription label is affixed to the daycare container.
All drugs or medication are to be “inaccessible at all times to children”. [DNA 37(1)(iii)]
Therefore, we insist that all drugs or medication be given directly to a staff member who will
then store them appropriately and safely.
If any medication requires on-going or long-term administration, we require a doctor’s
authorization note, valid for one year, giving permission for the daycare to administer that
particular drug to your child. This note will be stored in your child’s file. We also require a
completed Permission to Administer Medication Form as stated above.
Non-Prescription Drug and Medication Policy
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The parent(s) and physician are required to provide written authorization by
completing our Request for Administration of Non-Prescription Medication
Form in order for any non-prescription drug or medication to be administered
by the daycare. (A sample of this form may be found at the back of this
handbook.)

Non-prescription drugs or medication are administered to a child only from the original
containers or packages. The name of the substance, dosage, date of purchase, date of
expiry, and instructions for administration and storage of the drug or medication must be
clearly legible. All drugs or medication must be clearly labeled with the child’s name and
given directly to a staff member for proper storage. We reserve the right to request that a
child be checked or re-checked by his/her doctor if a parent or guardian wishes us to
administer a non-prescription drug or medication for more than 5 days.
Full ability to participate in the daycare’s program and routines, including outdoor play, is
expected of all children, regardless of drug or medication administration.
Special Health Conditions Policy



Children may have special health care needs ranging from precautions and
monitoring, as is the case with some mild heart conditions and moderate
allergies, to the administration of medications, as is the case with asthma,
eczema, or severe allergies.

At the time of enrollment, a family whose child has special health care needs will be
required to provide a medical form completed by the child’s doctor. This form will include
detailed information regarding the child’s health care need(s), including the allergen or
condition details. It will outline the management of the condition including steps to be taken
to prevent irritation of the condition or prevent an attack through exposure. Indicators or
symptoms of which program staff should be aware and actions to be taken when child’s
condition requires attention, as well as details, warnings, or possible side-effects of any
medication(s) prescribed by a physician, are all essential. If a child is prescribed an
adrenalin kit (“epipen”) to be used in the case of an anaphylactic allergic response, the kit
will be kept in the group’s first aid bag, which travels everywhere with the children.
In the case of a child with a special health issue, we require the parent(s) to inform us, in
detail and in writing, as to how they wish us to handle an emergency situation.
It is imperative that parents keep the daycare informed of any recent attacks or
developments in their child's health.
If your child develops a condition after joining our daycare, please ensure that you
communicate all details pertaining to your child’s physical well-being and that the required
written information from you and your child’s physician(s) as listed above is submitted
promptly.
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We require and appreciate your full co-operation in upholding all aspects of our health
policy.
Head Lice
Due to the alarm this "nuisance" condition may cause for some parents who have not yet
been exposed to the presence of head lice, we have included some basic information to aid
in your understanding.
Head lice are tiny insects (about 1 mm to 2 mm in length) that live only on the hair and
scalp of humans. The head louse bites the scalp which often causes itching. It lays very
tiny eggs, called nits. Nits are located along the hair shaft about 2 to 7 cm or 1 to 3 inches
from the scalp. They are cemented into place with a hard glue-like substance. Nits are
oval or teardrop-shaped and are not easily removed which makes them distinguishable
from skin flakes or dandruff, which are easily removed. An adult louse will live
approximately 20 days and will lay 4 or more nits per day during this time. Nits left on the
hair shaft will result in more lice being hatched, thus intensifying the infestation, the
person's discomfort, and increasing the number of times a person is required to be absent
from school or daycare. In order to survive, head lice require a warm environment such as
the human head. An adult head louse can survive away from the head and at room
temperature for no longer than about 48 hours.
Anyone can become infested with head lice. Head lice are completely unrelated to a
person's level of cleanliness, socio-economic background, etc. and are unaffected by the
frequency of regular shampooing. They do not transmit illness, nor do they fly or jump.
Head lice are transmitted mainly by head-to-head contact. This type of contact occurs often
in a group setting, such as school or daycare, which explains why children are especially
susceptible. Transmission of head lice can also take place through the sharing of personal
use items such as combs, brushes, hats, hair ties, earphones, pillows, etc. At HawthorneOn-Essex, we strongly discourage the sharing of personal use head or hair items due to the
high risk of transmission of head lice.
The only manner in which to properly and completely eliminate an infestation of head lice is
by following these two steps thoroughly:
1. Wash in hot water, dry clean, or isolate in a plastic bag for two weeks all items
that may harbor lice or nits.
2. Carry out the meticulous removal of all nits combined with the use of an
approved pharmaceutical head lice treatment.
Currently, drug stores and pharmacies offer both chemically sourced and naturally sourced
approved pharmaceutical head lice treatment products. These products are available
without a prescription. Live nits may continue to hatch for up to seven days after treatment
as the nits are encased in a hard, cement-like substance. Therefore, a second treatment
may be necessary.
A doctor or pharmacist will be able to provide you with detailed advice as to which product
best suits your family. In addition to medical resources, many families have benefited from
the services of organizations such as "Nit Pickers" and "Lice Busters".
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Head Lice Policy
It is the policy of Hawthorne-On-Essex Daycare that the presence of head lice or nits (eggs
of a head louse) will result in that child or staff member being sent home in order to be
properly treated for this highly transmittable condition. This is done promptly in order to
control and/or prevent the spread of head lice to other individuals. You will receive a fact
sheet with details on how to properly treat and eliminate the problem from your home. Your
child will be re-admitted to daycare after your child has had treatment combined with the
meticulous removal of all nits from your child's hair. Because head lice poses such a high
re-infestation possibility, your child or the staff member will also receive daily "head checks"
for the following 7-10 days in order to maintain control of this sometimes very persistent and
recurring nuisance. Any future presence of nits or lice will result in the person being sent
home to repeat the process.
At Hawthorne-On-Essex Daycare, we strongly discourage the sharing of personal use head
or hair items due to the high risk of transmission of head lice.
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SAFETY
Maintaining the children’s safety is always our priority. We have emergency, fire, and
evacuation safety plans in place, which are reviewed and inspected regularly. Our distinct
and strongly enforced personal safety, supervision, accountability, and inspection rules for
all staff, management, and students as well as for our programs, the physical space we
occupy, and the equipment we utilize are also regularly reviewed, assessed, and, when
required, adjusted to better satisfy our high safety standards. This allows us to ensure that
our protection of the children and their absolute security remain our primary focus.
Should you have any specific questions regarding our safety rules or if you would like to
discuss an aspect of our safety maintenance, please speak with the Executive Director,
Assistant Supervisor, or a teacher.
Child Injury



If a child is injured, parent(s) will be notified and staff and management will
ensure that the child receives appropriate and prompt first aid and, if
necessary, medical attention. An accident/incident form will be completed,
signed by attending staff, Executive Director, Assistant Supervisor and parent,
and will be filed in the centre’s records for the following:
1. any injury to the head or face;
2. any injury elsewhere on the child’s body which leaves a mark;
3. any injury that staff or management view as potentially more serious or
possibly requiring attention at a later point in time.

The parent will receive a copy of the accident/incident report for their records.
If your child requires medical attention, staff or management will immediately contact the
parent(s) or emergency contact person if the parent is not available, in order to make
arrangements for the child to be seen by a doctor.
Serious Accident




If a child has a serious accident, he/she will be taken to a hospital by
ambulance and the parent(s) will be notified immediately. Arrangements will
be made to meet the parent(s) at the hospital.
Please ensure that all consent forms and emergency contacts are current.
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Behaviour Guidance Policy
Behaviour guidance sets and reinforces limits that are necessary to the safety, security, and
healthy functioning of any group care program. Logical and consistent boundaries,
approach, and guidance are essential components in the advancement of co-operation and
respect and in the promotion of each child’s growing autonomy. Our behaviour guidance
policy and practices rely heavily on the use of logical set-up and natural consequences to
indicate and uphold boundaries, limits, and rewards. This permits us to ensure and
preserve personal and group safety boundaries, while allowing us to maintain and further
develop a child’s sense of personal responsibility, respect for self and others, as well as
respect for our environment, equipment, and diversity.
We guide children’s behaviour in a positive and respectful manner at a level that is
appropriate to their actions, their ages, and their developmental levels.
Our behaviour guidance policy and procedures are based upon the following goals:
1. ensuring the health and safety of all members of the daycare;
2. supporting the development of self-respect, respect of others, and respect of our
equipment and environment;
3. enhancing self-discipline and self-control;
4. promoting the concepts individual and group rights;
5. maintaining our equipment and surroundings;
6. leading by example.
Prohibited Practices
As stated in the Child Care and Early Years Act, the following are prohibited practices
a) Corporal Punishment (which may include but not limited to, hitting, spanking,
slapping, pinching etc)
b) Physical restraint of a children, such as confining the child to a high chair, car seat,
stroller or other device for the purpose of discipline or in lieu of supervision, unless
the physical restraint is for the purpose of preventing a child from hurting himself,
herself or someone else, and is used only as a last resort and only until the risk of
injury is no longer imminent.
c) Locking the exits of the child care centre for the purpose of confining the child, or
confining the child in an area or room without adult supervision, unless such
confinement occurs during an emergency and is required as part of the Licensee’s
emergency management policies and procedures
d) Use of harsh or degrading measures or threats, or use of derogatory language
directed at or used in the presence of a child that would humiliate, shame or frighten
the child or undermine his or her self-respect, dignity or self-worth
e) Depriving the child of basic needs such as 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
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Incidents of Discrimination Policy
Hawthorne-On-Essex Daycare upholds and honors the Canadian Charter of Rights and
Freedoms and the Ontario Human Rights Code. We actively discourage and will not
tolerate any expression of discrimination by adults or children based on ability, race,
culture, religion, gender, sexual orientation, social or economic background, or any other
freedom.
Incidents of Discrimination Procedures
1. Staff members will respond immediately to any incident of discrimination.
2. Staff will speak clearly and respectfully to the individual. In the case of a child’s
expression of discrimination, the staff will use behaviour guidance strategies
appropriate to the children’s level of understanding and development to redirect
children’s behaviour and language.
3. Staff will indicate to the child or adult the specific expressions or behaviours which
are not acceptable. When appropriate, staff will put forth the reason(s) why the
expression or behaviour is considered offensive and will suggest other, more
acceptable pro-social alternatives.
4. Staff will document and report, in a professional and confidential manner, all
incidents of discrimination to the Executive Director and/or Assistant Supervisor.

Child Maltreatment and Suspected Child Abuse
Ontario’s Child and Family Services Act (CFSA) promotes the best interests, protection,
and well-being of children, including children who are or who may be victims of child abuse
or neglect.
In CFSA s.72(1), the term “child in need of protection” is specifically defined and sets out
what must be reported to a children’s aid society, including any suspected forms of
physical, sexual, and emotional abuse or neglect.
The CFSA also states clearly that all members of the public, including professionals, such
as early childhood educators and those who work with children, have legal and ethical
obligations which compel them to report promptly to a children’s aid society if they suspect
that a child is or may be in need of protection. Any suspected abuse or neglect will also be
reported to the Executive Director (supervisor) and/or Assistant Supervisor.
Any abuse or formal accusations of abuse of a child either physically, verbally, or
emotionally by any daycare employee, student, or other person under the supervision of
Hawthorne-On-Essex Daycare will result immediate suspension until a thorough
investigation has been conducted.
All confidential information regarding any aspect of suspected abuse or maltreatment shall
be treated with complete professionalism and discretion.
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NUTRITION



We value good nutrition and the important role it plays in a child’s ability to
concentrate and his/her readiness to learn, as well as the role nutrition plays
in a child’s healthy overall physical development. We promote balanced
nutrition, not only through the meals and snacks we provide, but also through
our activities involving educating children about food’s origins, uses,
preparation methods, etc. Our food activities centre on the exploration,
preparation, and sampling of a variety of foods from many areas around the
globe.

As stated in the Child Care and Early Years Act [Schedule 1], the food we serve at all
meals and snacks has been carefully selected from the Canada Food Guide’s four food
groups as follows: milk and milk products; meat, fish, poultry, and alternates; breads,
grains, and cereals; and fruits and vegetables.
We avoid serving salty snack foods such as potato chips and pretzels and do not serve
sweet snacks such as candy, highly sweetened cookies, or drinks with sugar (e.g. fruit
“drinks”, pop, etc.) since they offer little food value and promote tooth decay. We also avoid
serving large portions of raisins and other dried fruit as these foods contain a high
concentration of sugar and stick to the teeth.

Food Policy



At Hawthorne-On-Essex Daycare we provide an interesting, child-appropriate
rotational and seasonal menu plan based upon the lacto-ovo vegetarian
model (milk products and eggs are consumed, but no meat or poultry) with
fish being served approximately once per week. Hawthorne-On-Essex
Daycare employs a trained cook. Please see the section entitled Our Staffing
Team for further details regarding our food preparation arrangements.

Children in kindergarten and older grades are required to bring their lunch from home
throughout the school year as well as during the summer. Hawthorne-On-Essex Daycare
provides a morning and afternoon snack for all children in our care. Snacks are either
prepared by our cook or our teachers and are served in the daycare classrooms by our
daycare staff.
Our meals are nutritionally balanced according to the Canada Food Guide and we use
foods that are prepared using nutritionally sound “homemade” methods.
We use a minimal amount of processed or prepared foods and foods containing
sweeteners, salt, excess fats, additives, and/or preservatives.
Meals are child-oriented, allowing some food choices by providing a variety of foods, tastes,
and textures.
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Children are gently encouraged to feed themselves and, while staff maintains respect for
individual children’s likes and dislikes, we respectfully promote the tasting of all foods.
We employ a gradual and varied approach when introducing “new” foods to children.
Assessments by children, staff, our cook are the main factors considered when planning
and/or changing the menus.
Our teachers strive to ensure that mealtimes are calm and have a warm, family-type
atmosphere. Staff members encourage age-appropriate child participation in the serving,
eating, and tidying up of our snacks and lunches. Teachers use these mealtime
opportunities to help children practice and experience the positive effects of appropriate
table manners, to help children learn about various foods and their growth, preparation,
popularity with certain cultures, and to learn about the various foods’ value to us as
growing, healthy human beings.
We strive to foster healthy and appropriate life-long eating habits, the development of the
necessary mealtime social skills, and respectful attitudes towards food and the people who
prepare and serve it.

Meals



Hawthorne-On-Essex Daycare provides a light breakfast-style snack, a hot
vegetarian lunch (preschool groups only), and a nutritious afternoon snack
daily.

“Breakfast” is served to all children from approximately 7:45 am to 8:45 am. The staff on
duty are responsible for all aspects of the morning program, including escorting children to
school. Due to this time of high transition, breakfast will not be able to be served to children
arriving after 8:40 am. If you would like your child to be offered our daycare “breakfast”,
please ensure that he/she arrives and is settled into the morning daycare room before 8:40
am.
Our hot vegetarian lunch is served to the toddler and preschool children. School age
children (kindergarten through grade 5) bring a nut-free nutritionally balanced lunch from
home throughout the entire year, including P.A. days, March Break, summer program, etc.
We discourage the consumption of “junk” food and ask that you please do not send gum,
candy, or pop with your child. When necessary, teachers in the school age program will
assist children in compiling lists of nutritionally sound lunch and drink ideas, including such
items as juice, milk, or water; raw vegetables and dip; fruit; pita pockets or other types of
bread and filling sandwiches; food in a thermos container; hard boiled eggs; pizza; yogurt;
etc.
All daycare children are served an afternoon snack between 3:00 pm and 4:30 pm.
Full menus are posted in each classroom and outside the daycare kitchen area and the
daycare office as well as on line at www.hawthornedaycare.ca.
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Food Restrictions





Please notify the daycare, in writing, if your child requires a special dietary
consideration, as is the case with a food allergy or cultural food restriction.
This will allow any necessary precautions to be taken. Please attach a copy
of the allergy test results to support any requests for special dietary
considerations. We have found many creative food substitutions necessary to
meet food allergies and/or dietary restrictions and would be happy to discuss
these with you. It may be necessary for a family to provide some items that
are not easily found by the daycare.
Due to life-threatening nut allergies, Hawthorne-On-Essex Daycare strives to
be NUT-FREE ZONES. This includes peanuts, pinenuts, and all members of
the various nut families. Consequently, we do not serve nut products, any
products labeled as possibly containing traces of nuts, or products without a
sufficiently detailed content or ingredient listing. If your child has eaten
something with nuts (e.g. peanut butter on toast), it is essential that before
coming into daycare you ensure that his/her teeth have been brushed and you
have washed your child’s hands and face thoroughly. Please keep in mind
that even a tiny amount of residue from a nut product can trigger a lifethreatening allergy. We greatly appreciate your co-operation and
understanding in this matter.

“Outside” Food Policy
The safety of the children in our care demands that we supervise and maintain complete
control over all food ingredients in the daycare centre. We are required to classify any food
that is brought into the daycare by someone other than our cook or a member of the staffing
team as “outside” food.
In order for “outside” food to be served on any occasion, an ingredient list must be supplied
with any and all foods (other than raw fruit or vegetables) which are brought into the
daycare centre. Parents are responsible for checking ingredients of all food items they
bring into the center and for making sure that foods are free of all nuts and traces of nuts.
Staff are required to screen and will double-check all food products before they are served
to any child or group. We will not serve, but will dispose of any products containing nuts or
traces of nuts.
This practice is in place to ensure the safety of all of our children.
To avoid any disappointments, please make sure you consult your child’s teacher for all the
details regarding celebrations and “outside” food.
Please remember that the children’s health demands that we be strictly NUT-FREE.
We look forward to celebrating other special days during the year and we appreciate the
generosity and willingness of parents to offer extra treats for these events. However, all
costs for special occasions, including decorations and treats, need to be assumed by the
families providing such items. Due to our concerns regarding children‘s allergies and in
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order to ensure that content and ingredients are in full compliance with our food policies,
staff are required to screen and will double-check all food products before they are served
to any child or group. We will not serve, but will dispose of any products containing nuts or
traces of nuts. We appreciate your understanding in these matters.

Birthdays and Other Celebrations



On special occasions, such as your child’s birthday, food may be brought into
daycare and served during afternoon snack. Any arrangements for special
occasions should be discussed and scheduled with your child’s teacher
beforehand to ensure that all nutrition and safety restrictions or requirements
will be met. Healthy choices are strongly encouraged with the emphasis being
placed on the celebration rather than on the food “treats”. Please speak with
your child’s teacher for appropriate snack suggestions. Please save all party
favours, goody bags, etc. for celebrations outside of the daycare.

Please note that birthday celebrations at daycare are not a requirement. Plans for
celebrations at home or another location may have been made or a parent or child may
simply not wish to celebrate. In any event, the family's decisions will be respected and
honored.
The following is an example of how a birthday is often celebrated in the preschool or junior
room. Prior to the birthday, the parent consults teachers, fruit is chosen and brought in by
the child and parent, if necessary, and the teachers prepare it, and it is arranged on our
special “fancy birthday tray”. The “birthday fruit” is decorated with birthday candles, we all
sing our 3-verse birthday song, the child blows out the candles then distributes the birthday
fruit, and joins his/her friends in the “feast”.
Older groups may allow food other than fruit when celebrating special events and conduct
their celebrations in a variety of ways appropriate for their age group. Please speak with
your child’s teacher for full details.
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MISCELLANEOUS
Field Trips



Throughout the year, Hawthorne-On-Essex Daycare conducts field trips to a
variety of destinations or special places of interest to our children. PA Days
and other days of school closure allow us to host trips involving TTC travel
and walking trips, depending upon the capabilities and interests of the specific
children in each group. Summer months allow more freedom in day trip
planning and so it is during this time that the majority of our “big” trips are
conducted. Advance notice will be given for all excursions, including
information regarding the date, time, destination, method of transportation, the
number of adults accompanying your child’s group, and any other pertinent
information.

You are welcome to join us on our trips providing that:
1. Staff have asked for parent volunteers.
2. There is available space, as is the case with a group ticket purchase
3. You have read, agreed to and signed our Parent Volunteer Guidelines form.
Please speak with your child’s teacher regarding requests to accompany a group on a field
trip. You may also direct any field trip questions, concerns, suggestions, or comments to
the Executive Director and/or Assistant Supervisor.
Please note: If a field trip is planned for all daycare groups and a parent does not wish their
child to participate, it is the family’s responsibility to make alternate child care arrangements
for that day.

Book and Video Policy



We classify videos into two categories:

1. Educational (e.g. science based, social lessons, etc. such as “The Magic
School Bus”, “Kratt’s Creatures”, “Bear In The Big Blue House”, or the “Arthur”
series.)
2. Entertainment (e.g. “Shrek” or Disney videos such as “The Little Mermaid”
and “Aladdin”.)
Books and videos used or shown at Hawthorne-On-Essex Daycare are primarily chosen
from the educational category and meet the following criteria:
1. age appropriate in content, style, and length.
2. has some easily identifiable learning value.
3. related to current program being explored.
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4. is free of bias including racism, sexism, classism, etc.
5. is free of glorification of weapons, violence, and “power is ruler” mentality.
6. has been screened by teacher(s) before being read by or to children or, in the case
of videos, before being viewed by children.
7. title or name of video is posted on program plan.
8. children have the choice of participating in other quiet activities during the viewing of
the video.
9. duration of video follows guidelines as set out by Toronto Children’s Services in the
Operating Criteria for Child Care Centres.
Our goals:
1. include books and videos that steer away from stereotypes by providing a variety of
“types”.
2. provide a balance between fiction and non-fiction and between animation and live
action videos.
3. set a reasonable limit as to the frequency of video use. (e.g. maximum of one video
shown every 2 weeks.)
4. provide for an opportunity for parental input.
5. understand, support, and be able to help children understand the concepts portrayed
within the books and videos used in our daycare centre.
6. utilize educational programming in the style of TVO, CBC, YTV, The Learning
Channel, The Discovery Channel, PBS, NFB, etc.
7. utilize Public Library services as a resource and/or for support.
Videotaping and Photographs



Periodically, staff members will videotape and take photographs of the
children. The photos are used for display on bulletin boards in our rooms or
hallways, art activities, or other daycare purposes, while the videos are played
for daycare children and families or used as an observation and professional
development tool for staff members and students. For safety reasons, all
photos displayed outside of the daycare rooms will hold no type of name
identification of children. College students may need to take photos or other
types of recordings of child participation to meet their academic requirements.
Those students wishing to make recordings of any daycare child are required
to obtain advance written permission from parents.

50 | P a g e

Smog, Extreme Heat, and Extreme Cold Policy



Should a smog, extreme heat, or extreme cold alert be in effect in the Toronto
area, the children’s outside time will be shortened or cancelled and alternate
activities will be provided. In addition, trips involving longer walking distances
or long exposure to areas with little or no shade will also be cancelled.
Parents will be notified of such cancellations upon drop off or pick up of their
child. The Executive Director and Assistant Supervisor will notify staff as
alerts are announced. We understand the disappointment inherent in
cancellations of events, however the health of the children will take
precedence.

Sun Safety Policy
Nut-free sunscreen with an SPF (sun protection factor) of at least 30 will be used each time
the children go outside. Sunscreen will be applied to all exposed areas and will be reapplied every 2-3 hours thereafter, especially after swimming. Staff will also ensure that all
children wear their hat each time they go outside.
We encourage parents to provide their children with loose clothing as another aid in heat
and sun protection and we ask families to assist us by ensuring that their child's labelled
sunhat and nut-free sunscreen are at the daycare each day.
Whenever possible, the children will not be in the direct sun after 11:30 am and before 3:00
pm when the rays of the sun are the strongest. If direct sunlight is unavoidable during this
time, staff will limit the children's period of exposure to approximately 30 minutes or less.
On very hot or humid days, staff will actively seek shade or other forms of heat relief for the
children. Staff are aware that the sun's harmful rays can penetrate haze, light clouds, and
fog and will practice sun safety in these weather conditions as well.
Outdoor Time, Clothing, and Seasonal Weather



The Child Care and Early Years Act states that the children’s outdoor playtime
is to be conducted year round and the duration of the playtime has been set at
a total daily minimum of two hours. Outdoor playtime is often scheduled for
both morning and afternoon.

Please make sure your child has appropriate clothing available in order to remain
comfortable.



Please label all clothing and any other items with your child’s name.

Each child is assigned a hook and/or a “cubby” in or near their daycare room for his/her
belongings.
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Please note: Our Board of Directors, students, and/or any members of our staffing
team cannot be held responsible for the loss or damage of any personal effects left
at the daycare centre. Please leave all valuables and/or cherished items at home.

 Throughout autumn, winter, and spring:
Many parents have found that dressing their child in layers during the seasons of autumn,
winter, and spring is the most effective way in which their child is able to stay comfortable.
An extra sweater and a fall/spring jacket or windbreaker will often keep your child
sufficiently warm during the cooler changeable weather of spring and autumn. Throughout
the winter months, we feel it is best to be prepared for the coldest weather. In very cold
weather, your child will require snow pants and a winter coat (or a snowsuit), warm winter
boots and a pair of indoor shoes, a hat, a scarf, and warm mittens. Keeping in mind that
the teachers are dressing or are assisting with the dressing of 12-20 children daily, we
gratefully request that you provide younger children with mittens rather than gloves.
 Throughout late spring, all summer, and early autumn:
During the warmer seasons, we ask that you provide your child with t-shirts and/or tank
tops, shorts and/or skirts, or warm weather dresses (e.g. sundresses) daily. Please see our
Clothing section for further details.
 During the much warmer months, your child will need the following labelled items:
 some type of sunhat with a brim. (e.g. baseball cap, etc.) Please write your child’s
name somewhere on the inside of the hat.
 nut and peanut-free sunscreen in a leak-proof container. Some sunscreens contain
traces of nuts or nut oils. Please check ingredients before applying to child’s skin
and before bringing to daycare. Please see our Sun Safety Policy for further details.

Each day throughout the summer, your child will also require:

☼
☼
☼

swimwear,
towel,
water shoes or shoes that can get wet and are appropriate for outdoor water
play.

In summer months, we limit exposure to heat and sun as much as possible. Consequently,
our outside time is often conducted before 11:00 am and after 3:00 pm. All-day field trips
with some outdoor time are scheduled during summer months. However, staff ensure that
children are protected from extended periods of exposure to direct sun and/or heat during
these peak hours whenever possible. Please see our Sun Safety Policy for further details.
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More About Clothing
In addition to the above clothing details, each child requires 2 or 3 complete changes of
weather-appropriate and functional clothing to be left in his/her cubby at the daycare. This
is to ensure that your child remains comfortable. Please include an adequate supply of
diapers, if appropriate.
Children are required to wear shoes at all times for health and safety reasons. We have
found that flip-flops and other clog-style footwear greatly limit a child’s ability to participate
fully in all activities, especially running, gym, outdoor play, water sprinkler play, etc.
Therefore, we ask that all children’s flip-flop-style footwear stay at home.

Diapers
An adequate supply of 4-6 diapers per day is required for any preschool child using diapers.
Diapers are to be provided by the parent(s). We follow all public health regulations in our
diaper changing routines. The diaper change area is disinfected after every diaper change
and the teacher and child wash their hands after every change. We ask that you feel free
to use our change table area and that you please speak with a teacher regarding our
diapering health and safety policies or follow the sanitizing instructions posted in the rooms
with diaper-changing areas. This will help to maintain a safe and sanitary environment for
all children in our care.

Smoke Free Environment

Please be aware that Hawthorne on Essex daycare is a smoke free environment
both in the class rooms, hallways as well as the playground.

Nap Time



Provincial licensing under the Child Care and Early Years Act requires each
child under 6 years of age "that is in attendance for six hours or more in a day
(to have) a rest period not exceeding two hours in length following the mid-day
meal." [DNA 53(5)(a)] Further to this, "a child who is unable to sleep during
the rest period … (shall be required to rest on their bed for no) … longer than
1 hour." [DNA 53(5)(c)]

Nap or rest times are scheduled to occur shortly after lunch. We provide a calm and
relaxing nap area with full staff supervision and, when possible, a separate “wide awake”
room. In the nap room soothing music is softly played while staff members gently pat or
stroke the children’s backs to assist them in resting their bodies.
The nap room is used by our preschoolers from 12:45 pm to 3:00 pm all year round.
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We provide each child with their own child-sized cot and all sheets. Please provide your
child with a labelled cot-sized sleep blanket. Please do not send duvets or comforters as
these impede the proper stacking and/or storage of the children's cots. Your child's blanket
will stay with your child’s cot at the daycare for his/her exclusive use. All sheets are
washed weekly by daycare staff. Blankets will be sent home for laundering on a regular
basis. Due to our restricted laundry facilities, all soiled bedding, as in the case of a child
"wetting" their cot, will be bagged and sent home with the child's family for laundering at
home. Children are invited to bring a small soft, cuddly, quiet sleep toy from home (e.g. a
stuffed animal) that he/she may require for this rest period. Please label all items with your
child’s name.
Children are not required to sleep in the nap room. After resting for approximately 30
minutes, children who are not asleep will be provided with quiet activities such as looking at
books on their beds while they continue their one-hour rest time. [DNA 53(5)(c)] An adult
may read a few quiet stories and then provide hushed table and carpet activities, such as
drawing or puzzles, for all children who are awake.
For the health and safety of all children, please keep all bottles and pacifiers for home use
only.

Toys From Home



In keeping with both schools’ policies on violence and weapons, we do not
allow violent toys, violent play, toy weapons, or toys with weapons of any kind
in our daycare centre.

Staff and management request that all toys remain at home, except on specified “toy from
home day” or on “show and tell” days. You will be notified in advance of any of these
special days.
Occasionally a child may have difficulty separating from a “home toy” before coming to
daycare as this can often be a big transition for a young person. The child may need that
connection with home in order to help soothe him/herself during their shift into the daycare
setting. Should this situation arise with your child, please let him/her know that the toy may
be brought to daycare as a “traveling toy”. He/she will be given a few minutes with it at
daycare and then the toy can either leave the centre with the parent or it can go into a
“Toys from Home Bin” or another safe-keeping location. The child may retrieve his/her toy
when leaving at the end of his/her day.
Please assist us in maintaining peace in our rooms by encouraging your child to leave all
his/her toys at home.

Money From Home



Periodically the schools or daycares will conduct events allowing the school
aged children to bring and spend a small amount of money. An example of
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this type of event is a school bake sale. Families of the children who will be
participating in the event will be notified well in advance of the event.
Your fees, in conjunction with everyone’s fundraising efforts will cover all costs associated
with field trips, etc. Therefore, we request that children refrain from bringing any money to
the daycare centre, including on “trip days”. The school age group may occasionally plan a
trip that involves the privilege of using a small amount of spending money. In cases such
as this, parents will be notified directly by the teacher well in advance.
Cause for Termination of Service
Hawthorne-On-Essex Daycare reserves the right to terminate service to your child or
children under the following circumstances:
1. Failure to follow policies
If a parent/guardian is unable to follow the policies of Hawthorne-On-Essex Daycare as set
out in the family handbook, the Executive Director or the Assistant Supervisor will contact
the parent/guardian in order to clarify or explain the policy. If after meeting with the
Executive Director or the Assistant Supervisor the parent/guardian is still unable to follow
one or more of the centre’s policies, the Board of Directors will give notification of
withdrawal of service from Hawthorne-On-Essex Daycare
2. Program unsuitable for the child
The staff at Hawthorne-On-Essex Daycare are trained to program for the individual needs
of every child within the whole group. If the centre finds that the program is unsuitable for
your child, the Executive Director or the Assistant Supervisor will notify the parent/guardian
of withdrawal of service.
Please note: The staff along with the Executive Director or the Assistant Supervisor will
meet with parents prior to such notice, in an attempt to discuss the suitability of the program
or the need for an outside agency to assist within the daycare program.
3. Safety
Where a child’s or parent/guardian’s behavior is deemed to be unsafe toward others (i.e.
children/staff/parent), the Executive Director or the Assistant Supervisor along with the
Board of Directors member will meet with the parent/guardian regarding the behavior. The
Board of Directors will decide if service will be withdrawn and the parent/guardian will be
notified.
Please note: In some cases immediate withdrawal of service may occur.
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SAMPLE FORM
Parent Volunteer Guidelines
We greatly appreciate your taking the time to participate in our program. In order to enable
you to meet any challenges that may occur when accompanying your child on a field trip or
when joining his/her program, we ask that you use the following guidelines:
a) Follow the teachers’ instructions and use them as role models.
b) Follow the outlined schedule.
c) While on the outing, please do not offer your child or any other child any special
treats or privileges not available to the entire group. (e.g. ice cream, amusement
rides, etc.)
Try to keep in mind that having a parent join a child’s group can be very exciting for that
child and may, at times, lead him/her to display some undesirable behaviours. Many
parents have found the following to be quite effective when dealing with this type of
situation:
> Let your child know before the field trip commences that you will be caring for other
children as well as him/her.
> Reassure your child that you will stay with his/her group for the duration of the trip.
> Explain that he/she is still part of the daycare group and, just like you and the other
children and adults, he/she needs to follow the daycare procedures as usual.
Thanks again for taking the time to join us on our outings.
------------------------------------------------------------------------------------------------------------------------PARENT’S NAME (Please print): __________________________________
PARENT’S SIGNATURE: ________________________________________
DATE: ___________________________
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SAMPLE FORM
Hawthorne-On-Essex Daycare
Permission to Administer Medication Form
Date___________________

Child’s Full Name_______________________________

I hereby give my permission to the staff of Hawthorne-On-Essex Daycare to administer:

____________________________________________________________________
Name of medication /
Prescription number
To my child according to the medical physician’s instructions printed on the
prescription container or on the request for administration of non-prescription
medication completed by the physician.
Medication needs to be refrigerated?
YES __________

NO __________

____________________________________________
Signature of Parent / Guardian
____________________________________________
Parent / Guardian's Name (Please print)
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SAMPLE FORM
Hawthorne-On-Essex Daycare
Request for Administration of Non-Prescription Medication Form
To be completed by Parent / Guardian
Name of Child

_____________________ Birth date

Parent / Guardian

______________________________________________

Phone: Home

______ Work

Physician

________________

______________

___________ Cell ______________
Phone _________________________

Parent / Guardian’s Signature_______________________________________
To be completed by physician (or attach doctor’s note and/or documentation.)
Condition requiring medication
_________________________________________________________
_________________________________________________________
_________________________________________________________
Name of Medication

_________________________________________

Dosage:

Drops

Pills

Tsp

Time: A.M.

P.M.

To be given with

_______________

Ounces

Date to start /

mls ____

/

Date last dose

/

/___

Milk, water, juice

To be refrigerated? Yes __________

No __________

Additional Comments (possible reactions, consequences of missing medication,
additional instructions for administration of drug, etc.)
________________________________________________________
________________________________________________________
________________________________________________________
________________________________________________________
Date ____/____/_______ Physician’s signature ______________________
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PRE-AUTHORIZED AGREEMENT (PAD)
Effective January 1, 2015, Hawthorne on Essex Daycare will implement a Pre-Authorized
Agreement with parents for paying child care fees. Please read and sign the following
agreement.

The Payor agrees to grant Hawthorne on Essex Daycare access to their bank account for
the purpose of allowing Hawthorne on Essex Daycare to debit such account for amounts
owed pursuant to this Pre-Authorized Agreement.
The Payor hereby authorizes and agrees as follows:
1. Authority to Debit Account- The Payor understands that the transaction
amount may increase or decrease from time to time, based among other things
on the number of days in the month. The Payor hereby authorizes Hawthorne
on Essex Daycare to draw on the Account for the purpose of paying
Hawthorne on Essex Daycare amounts owed.
2. Cancellation of Agreement- This PAD Authorization may be cancelled only
with at least 1 months’ notice. We acknowledge that, in order to revoke this
Authorization, written notice must be provided to Hawthorne on Essex Daycare.
3. Disclosure of information Consent- The Payer consents to the disclosure of
any personal information that may contain that may be contained on this
Authorization to the financial institution and/or financial services partner at
which Hawthorne on Essex Daycare maintains its account to be credited with
the PAD’s as far as any such disclosure of personal information is directly
related to and necessary for the proper application of RULE H4 of the Canadian
Payments Association.
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Sample Form
PAYOR’S PAD AGREEMENT
Personal Pre-Authorized Debit Plan
Authorization of the Payor to the Payee (Hawthorne on Essex Daycare) to Direct Debit an
Account
December 2014
Instructions:
1.
2.
3.
4.

Please complete all sections in order to instruct your financial institution to make payments directly from your
account.
Please sign the Terms and Conditions of this document
Return completed form with a blank cheques marked “void” to the daycare office
If you have any questions please call 416-393-9291 or info@hawthornedaycare.ca

PAYOR INFORMTION (PLEASE PRINT IN CAPITAL LETTERS)
Payor Name(s)



Address:



Telephone:



Signature of Payor (s)

Date:


PAYOR FINANCIAL INSTITUTION/BANKING INFORMATION (PLEASE PRINT)
Branch Number

Institution #

Account Number


Name of Financial Institution



Branch and Address


City /Province

Postal Code

PAYEE INFORMATION

Hawthorne on Essex Day Care Corporation
50 Essex Street Toronto Ontario M6G 1T3
Phone: 416-393-9291

Fax:416-393-8519 Email:info@hawthornedaycare.ca

PAYMENT INFORMATION (PLEASE CHECK)

60 | P a g e

Fix Amount (Full Time Full Fee)

Preschool

Variable amount SUBSIDY___ or Part time___
Occurring at

JK/SK
Preschool

School Age
JK/SK

School Age

the first of each month(or first business day after the first) _______
th

the 15 of each month (or the first business day after the 15 ) _______
Are adjustments permissible when given notice by the payee i.e. change in fees? Yes____ No____

I/We understand that this agreement will be cancelled when notice of withdrawal is given and all
monies owed have been paid to the payee. (one month written notice)

I/We understand the terms and conditions hereof and acknowledge and agree to participate in the
PAD Plan with Hawthorne on Essex Daycare. We understand and guarantee that all persons whose
signatures are required to sign on our account have signed this authorization.

_________________________

______________________

___________________

Client name (please print)

Signature

Date

_________________________

_______________________

___________________

Client name (please print)

Signature

Date
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Policies added January 2018

Hawthorne on Essex Daycare understands the valuable impact volunteers and
Student Placement contribute to the overall quality and richness of the programs
we offer. However, in order to better safeguard the safety and well-being of all the
children in our care, all volunteers and students will now adhere to a
volunteer/student placement policy. A definition of a volunteer will include
parents assisting a classroom during a field trip and students being placed by a
Post-Secondary Institution for fieldwork.
Before the start of a placement, the Director/ Assistant of the centre will conduct
an orientation with the volunteers/Students. At this time, along with all relevant
policies, the volunteer/Student supervision policy will be discussed. All
volunteers/students will sign off on a policy before commencing their volunteer
work. Employees of the centre will also review this policy annually and sign off on
it.


All volunteers/students will be supervised at all times by an employee of
Hawthorne on Essex Daycare



At no time will volunteers/students be permitted to be left alone with children
unattended including taking children to use the washroom.
Volunteers/Students are not part of the ratio, and therefore will not be included in
adult to child ratios.
Only employees of the centre can be left unattended to care for children.
all student placement/ volunteers will be required to have a police background
check completed.
Volunteers/Students will be required to read and sign off on the behavior guidance
policy before commencing work with any children.
Volunteers who volunteer consistently over a one-year period will be required to
have a behavior monitoring assessment.







At the time of orientation, the Director/Assistant will go over with student
volunteers the following information






An introduction to the centre
A tour of the centre
Expectations of volunteers at the centre
Important information that includes allergies, medication, fire procedure
Sign off on relevant policies

The Director will review this policy annually, and changes to the current policy will
be implemented if and when needed
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HAWTHRONE ON ESSEX DAYARE
WAITING LIST AND ENROLLMENT POLICY

When spaces become available at Hawthorne on Essex Daycare, children are enrolled under the
following.
PRIORITY FOR TODDLER
1. Staff working at Hawthorne on Essex Daycare
2. Sibling(s) of children already attending Hawthorne on Essex Daycare
3. Children placed on the waiting list by the by D.O.B. /then by date of getting on the
waiting list.
PRIORITY FOR PRESCHOOL

1. Staff working at Hawthorne on Essex Daycare
2. Children from the Toddler room who have turned 2.5 and need to move up from the
toddler room
3. Siblings of children already enrolled in our program
4. Children placed on the waiting list by date i.e. child on waiting list January 4 th will
have priority over child placed on waiting list January 9th

PRIORITY FOR JK/SK BEFOR AND AFTER PROGRAM
1. Staff working at Hawthorne on Essex Daycare
2. Children moving up from the preschool program into the JK/SK B/A program
3. Siblings of children already attending Hawthorne on Essex Daycare
4. Children placed on the waiting list by date.
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PRIORITY FOR SCHOOL AGE B/A PROGRAM
same as above for all items

Hawthorne on Essex Daycare does not charge a fee for being placed on our waiting list.
Waiting list information is kept confidential and locked in the daycare office. The Executive
Director or assistant will be the only staff to use the waiting list information to contact
families, to enquire if they are still interested in a space or to offer a space for their child.
As the waiting list has confidential information each child will be assigned a number that
corresponds with their name. This will ensure confidentiality when parents request the
waiting list be made available.

Children are kept on the waiting list until


they are offered a spot and are enrolled



they declined the spot and ask to be taken off the waiting list



both phone call and/or email offers are not returned by the parent with in the time
limit given



The child is too old for the program

Once a space becomes available and your child is offered a spot, parents/guardians are
invited in for a tour (or earlier by request) orientation.
The enrollment form is provided for filling in and a start date is agreed upon.
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Emergency Management Policy
Hawthorne on Essex has an emergency management policy which will be used in the event
of a lock down, disaster on the premises or evacuation.
Once the Executive Director has been informed or determines an emergency response is
required in any situation, the staff will be instructed to follow the emergency management
protocol.

Staff will contact parents one by one via phone and informed about the emergency along
with any other instructions. i.e. pick up immediately from emergency shelter etc.
Staff may not be able to contact each parent before evacuating the centre in which case the
staff will contact you once they are at the evacuation shelter.

The Executive Director will contact the board of directors, Ministry of Education and/or
Children’s services to advise of the emergency and if an evacuation has had to take place.
The executive director will also send out a group message on TODLOG for those parents
who are signed up.
An outgoing message on the daycare’s line will indicate that we have been evacuated and
the location where to pick up children. As well a notice will be posted on our web site, so
parents receive immediate notice.

Please ensure all contact information is up to date (phone, email etc)
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HAWTHORNE ON ESSEX DAYCARE
PARENT ISSUE AND CONCERN POLICY AND PROCEDURE
DECEMBER 2016

Parents and or Guardians are encouraged to take an active role in Hawthorne on Essex
Daycare and regularly discuss what their child(ren) are experiencing with our staff. We
support responsive and interactions among the children, parents/guardians, child care staff
and foster the engagement of and ongoing communication with pare4nt/guardians about
the program and their children.
All issues and concerns raised by parents are taken seriously by Hawthorne on Essex
Daycare and will be listen to and addressed appropriately. Every effort will be made to
address and resolve issues and concerns to the satisfaction of all parties and as quickly as
possible.
Issues/concerns may be brought forward either verbally or in writing. Responses and
outcomes will be provided verbally or in writing. The level of detail provided to the
parent/guardian will respect and maintain the confidentiality of all parties involved.
An initial response to an issue or concern will be provided to parent/guardian within 5
business days. The person who raised the issue/concern will be kept informed throughout
the resolution process.
Investigations of issues and concerns will be fair, impartial and respectful to all parties
involved.

Confidentiality
Every issue and concern will be treated confidentially and every effort will be made to
protect the privacy of parents/guardians, children, staff, student except when information
must be disclosed for legal reasons, ( e.g. Ministry of Education, Collage of ECE, Law
enforcement authorities or Children’s Aid)
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Conduct
Hawthorne on Essex Daycare maintains high standards of positive interaction,
communication and role modeling for children. It is with this in mind that all communication
during the investigation be in a positive and respectful manner. Harassment and
discrimination will therefore not be tolerated from any party.
If at any point a parent/guardian or staff feels uncomfortable, threatened, abused or
belittled, they may immediately end the conversation and the issue will be taken
immediately to the Board of Directors.

Procedure
i.e. Program related issues/concerns:

Parents/guardians may take program related issues/concerns directly to the RECE in the
class. If a satisfactory response is not received, the parent/guardian should see the
Assistant Supervisor or Executive Director to discuss the issue.

i.e. Schedule/toilet training/ outdoor indoor activities

Parents/guardians may take the above-mentioned concerns or issue directly to the RECE in
the room. If a satisfactory response is not received, the parent/guardian should see the
Assistant Supervisor or Executive Director.

i.e. Fees/ grouping/ conduct of staff

Parents/guardians should see the Executive Director for any concerns with fees/
placement/staff conduct or any other operational issue or concern. If the Executive Director
does not provide a satisfactory response, the parent/guardian may take the issue to the
Board of Directors.
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Steps for responding to issues/concerns






The parent/guardian will be given the opportunity to discuss the issue/concern, this
may need to be a scheduled meeting if the staff are too busy with the children and
program to be able to give their undivided attention to the parent/guardian.
If the two parties can resolve the issue/concern verbally, no other action will be
required. (staff are encouraged to document these issues/concerns in the event they
should arise again)
A meeting with the RECE/Parent/guardian and the Executive Director may be
required if the staff and parent are not able to resolve the issue. The Executive
Director will document the issue/concern and will mediate a resolution that is
favorable for all parties.



If the parent/guardian issue is non-program related, the Executive Director will
contact the parent/guardian to set up a meeting to resolve the issue within 5
business days of receiving notice of the concern or issue. The concern/issue will be
documented and depending on the concern/issue i.e. conduct of staff, the Executive
Director will investigate and respond to the parent accordingly. Should the
concern/issue be regarding i.e. fees, the Executive Director will meet with the
parent/guardian and try to resolve the issue i.e. set up payment plan. If the issue is
of a more serious nature, the board of directors may be involved.



If the parent/guardian issue has to do with the Executive Director, the Board of
Directors would meet with, investigate and respond back to the parent/guardian.

Concerns about the Suspected Abuse or Neglect of a Child

Everyone, including members of the public and professionals who work closely with
children, is required by law to report suspected cases of child abuse or neglect.
If a parent/guardian expresses concerns that a child is being abused or neglected, the
parent will be advised to contact the local Children’s Aide Society (CAS) directly.
Persons who become aware of such concerns are also responsible for reporting this
information to CAS as per the “Duty to Report” requirement under the Child and Family

Services Act
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