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Welcome 

Welcome to Parkdale Early Childhood Centre.  We trust that 
your experiences with us will be fun and educational. 
 
Our program is designed to provide a warm and friendly 
atmosphere where children can feel secure and happy 
during their stay.  To enrich our Program parents are 
encouraged to participate by sharing their talents. 
 
We are a non-profit organization operated by a Board of 
Directors under the umbrella of Parkdale Evangelical Free 
Church.  We are a Christian faith based centre.  The daily 
routine includes giving thanks before meals. 
 
Our mission statement, which serves as a basis for our 
program and decisions made regarding the centre is: 
  

“Helping children discover, grow, and enjoy the wonder of 
life by providing a safe, friendly, and nurturing environment.” 
 

 
 

Philosophy and Objectives 
 

Parkdale Early Childhood Centre is an enriching program designed to 
develop each child’s spiritual, social, emotional, physical, and intellectual 
life.  The interactions with children of various ages and stages of 
development along with a variety of stimulating activities and materials 
assist each child’s growth as they learn. 

 
The centre activities accommodate our respect for the uniqueness of 
each individual child.  We believe that each child is a special creation of 
God, each endowed with special gifts, and each needs to be treated with 
respect.  Parkdale educators recognize and welcome families that have 
diverse religious, ethnic and cultural backgrounds. 
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Meet the Educators 
Parkdale Early Childhood Centre is a licensed childcare facility with 
certified ECEs.  All educators are licensed child care professionals 
who attend professional development workshops on a regular basis to 
enhance their skills and provide the best care possible for the children.  
On occasion, we will be joined by Early Childhood Education students 
completing a practicum from Camosun College or the University of 
Victoria child care programs. Parents will be informed of all educator 
changes. 
 

Hours of Operation 
Daycare: Our centre is open from 8:00 AM to 5:30 PM from Monday to 
Friday.  Children enrolled in our Preschool program attend from 8:30 to 
11:30 AM.   
 
The centre is closed for all B.C. statutory holidays and civic 
holidays.  In addition, we close at 3:00 on Christmas Eve and remain 
closed for the week between Christmas and New Year’s.  We are also 
closed on the last Friday before Labour Day for professional 
development and annual organizing of the centre.  Advance notice is 
given for all closures. 
 

Registration 
Before your child’s first day with us, you are required to complete a 
registration form and submit a $100.00 registration fee.  On the first day 
of the child’s attendance, families will receive a door card that will enable 
them to enter the centre.  If families wish to purchase an additional 
access card they can do so by paying a non-refundable fee of $20.00. 
 

Fees 
All the fees are due by the 1

st
 of each month.  Please provide post-

dated cheques for each 6 month period that the child is registered. 
As of July 1, 2017, we will no longer be accepting cash payments.  
Should payment not be received by the 7

th
 of the month, a $50.00 late-

fee charge will be applied.  All non-resident families are required to pay 
both first and last month fees on or before the first day of attendance.  A 
$45.00 fee will be charged for all dishonored cheques.  The fees for 
programs are as follows:   
 
Preschool ~ Monday, Wednesday, and Friday $240.00 

Tuesday and Thursday   $175.00 
 
Daycare ~ 2.5 – 3 years  $900.00   
  3 – 5 years  $850.00   
 
We will be happy to assist you in completing Child Care Subsidy forms. 
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Refund Policy 
Our centre requires full payment of fees by cheque on the first of each 
month.  Refunds are not provided for sick days or vacation.  Child Care 
Subsidy refunds will be given to enrolling parents or guardians within ten 
days of our receipt of a subsidy. 
 

Arrival and Departure 
Parents/Families are required to SIGN IN and SIGN OUT their child each 
day.  We have a special binder by the main door for this purpose. 
 
Children may only be dropped off or picked up by a responsible adult.  If 
you need an unauthorized person to drop off your child, please inform 
the educators the day prior or call the centre and provide the name of the 
person dropping off.  Do not give your door card to anyone.  We have 
a secure centre and some of the families here may have custodial 
concerns.  Our goal is to provide security to all registered children. 
 
A child will not be released to anyone who is not listed on the registration 
form, unless a signed permission letter is issued by the child’s authorized 
parent.  Photo identification is required for a child to be released to an 
individual not known by the educators.  Outside agencies or individuals 
must have prior written approval of the enrolling family member on the 
child’s registration form for permission to remove a child from care.  That 
agency or individual must sign in or sign out the child for whom they 
have permission. 
 
Parents should be at the centre no later than 11:25AM for Preschool 
pick-up or 5:25PM for Daycare pick-up.  A late fine of $25 will be 
applied for each 15 minutes, or portion thereof, for late pick-ups.  If 
all efforts to contact the child’s family and authorized persons are 
unsuccessful, then at 6:00PM an educator will contact the Ministry of 
Children and Family Development and request that they take the 
responsibility for the child.  All time calculations are based on the facility 
clock. 
 

Communication 
Please plan to take a few moments at arrival and departure times to 
speak with the educators.  Pass on information on how your child is 
doing and discuss any concerns you may have.  We would also 
appreciate any information of changes or events at home.  Strong 
communication between family and educators is vital for the best care for 
your child. 
 
General information about events and activities within the centre will be 
posted on the parent board, and you may read them online at 
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www.parkdalechildcare.ca.  We also pass information on to families in 
our monthly newsletter.  Please take a few moments to read the parent 
board, our website, and newsletter on a regular basis. 
 

Withdrawal 
One full calendar month’s written notice is required if your child is to be 
withdrawn from Parkdale Early Childhood Centre.  Without one month’s 
written notice, you will be required to pay the next month’s fees.  Fees 
will not be refunded. 
 

Health Policy 
Children who are ill cannot attend the centre.  Any child who has an 
undiagnosed rash, is vomiting, has diarrhea, a fever, or a coloured 
discharge may not attend.  Any child who displays any of these 
symptoms at the centre will be sent home.  A child may return with a 
medical practitioner’s note stating the child is in good health or if the child 
has been symptom free for the previous 24 hours. 
 
Please call the centre if your child develops a communicable disease or 
condition such as measles, chicken pox, or head lice. 
 
Immunization 
We require that all children in our care be up to date for their age with 
immunizations. Immunizations are safe and effective and protect both 
adults and kids. Routine immunizations are free and save lives. Please 
ensure your child’s immunizations are up to date before entering our 
care. (Please refer to www.immunizebc.ca for more information or to get 
a copy of your child’s records.) 
 
Because children may have mild or severe reactions to immunizations, 
children may not attend the centre on the day on which they have been 
immunized. 
 
Head Lice 
If a child has head lice, the parents will be contacted and requested to 
pick up their child.  The child may return to the centre 24 hours after 
treatment was applied, and no nits or head lice are visible. 
 

Toileting 
All children that attend Parkdale Early Childhood Centre are required to 
be toilet trained.  When a child has an accident, an educator will assist 
the child to change into dry clothes.  The soiled clothes will be placed in 
a plastic bag and put in the child’s cubby for family to take home.  Family 
will be informed about the soiled clothes.  If toileting accidents are 
ongoing, educators will discuss toileting strategies with the family. 
 

http://www.immunizebc.ca/
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Prescription Medications 
Educators are permitted to administer prescription medications when 
parents complete a Permission to Administer Medication Form.  This 
form must be completed each day.  Prescription medications must be in 
their original containers and administered prior to the expiry date.  Only 
prescription medications will be administered.  Over the counter 
medications will not be given. 
 

Food 
We are a nut-free centre.  We do our best to accommodate food 
allergies and food sensitivities. 
 
Children learn and play best when they are well-fed.  Therefore, 
children must eat breakfast before coming to the centre. We provide 
a morning and afternoon snack for the children.  Those children enrolled 
in full-day programs will need to bring a healthy lunch.  We suggest that 
any hot lunches be kept in a thermos.  Please put an icepack into your 
child’s lunch kit when giving them foods that may spoil.  Also, be sure to 
clearly label any containers with your child’s name. 
 
Sweets such as chocolate bars, pop and candy are not permitted at the 
centre as they are not healthy for young children.  They will be returned 
in the child’s lunchbox.  Please note – these are choking hazards: 
popcorn, whole grapes, and fish crackers. 
 

Guidance Policy 
At Parkdale Early Childhood Centre, our aim is to assist children in 
developing self-control, self-confidence, and, ultimately, self-discipline 
and sensitivity in their relationships.  We use positive guidance: 

1) Encouragement ~ every effort is made by the educators to 
understand and appreciate the uniqueness of each child.  The 
centre’s environment encourages positive behaviors within easy-
to-follow routines.  Children are encouraged to use appropriate 
language in solving their problems with each other. 

2) Prevention ~ clear and simple limits are set in a positive way.  In 
matters of routines, limits, and expected behaviors, the children 
are given time to respond.  The educators move around within 
the children’s play areas, so they are readily able to step in and 
assist.  In addition, while the children are encouraged to try to 
solve their own problems, educators are readily available as a 
resource for the children.  Children’s positive behavior is 
awarded with plenty of positive reinforcement.  

3) Intervention ~ when behavior exceeds set limits, an educator 
will remind the child of the limit.  If reminders are ignored, then 
the educator will remind the child of the natural and logical 
consequences of their behavior.  If the behavior continues, the 
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child will be redirected to another activity.  If the child’s behavior 
presents safety concerns for the child, the other children, or the 
educators, the educator will help the child until the child has 
calmed down and is ready to participate in the activities. 

4) On occasion, when the inappropriate behavior continues and 
with all other measures proving ineffective, the child may need to 
be removed from play for a short time. 
 

Alleged Impaired Pick-up Person 
It is the educators’ legal responsibility – to the extent that this is possible 
– to not release a child to an authorized person who is unable to 
adequately care for the child.  If an educator believes that the child will 
be at risk, the educator in charge will offer to call a relative or friend to 
pick up the person and the child or contact the Ministry of Children and 
Family Development.  If the person in question is driving a vehicle, the 
educator will explain that driving while under the influence of drugs or 
alcohol is against the law and that they are obligated to ensure the safety 
and well-being of the child.  If the presumed impaired person chooses to 
drive a vehicle with or without the child, educators will immediately notify 
the police. 
 

Active Play Policy 
Island Health sets standards for children’s activities.  To meet these 
standards, children in our preschool will receive 30 minutes of outside 
play minimum during daily attendance.  Children attending our full time 
daycare will play outside for at least one hour each morning and one 
hour each afternoon. 
 

Nap Policy 
Our centre is child-centred.  As such we will provide a rest or nap to 
children who are tired.  We will inform parents when their child naps and 
for how long. 
 

Screen Time Policy 
Our centre does not provide screen time.  We do not have a TV, 
computers, ipads, or phones for the children for play purposes.  Please 
do not bring these electronic devices to the centre for play. 
 

Clothing and Supplies 
Please ensure that your child has these items at daycare everyday: 

-Rain pants     -Spare set of clothes 
-Rain coat       -Inside footwear 
-Boots             -Lunch box 
-Hat                 -Water bottle 
-Stuffed animal and/or a blanket for nap (optional) 
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Children need to wear outside shoes that will provide them with safety 
and comfort.  Any kinds of sandals or shoes without heel support are 
discouraged as they pose a safety concern when children climb, ride 
bikes, and play running games during outside activities.  Please clearly 
label items with your child’s name. 
 

Toys 
We have many toys and activities for the children so please leave toys at 
home.  If your child refuses to leave home without a toy in hand then we 
suggest you leave it in the car, or pass it on to an educator for safe 
keeping until departure time. 
 

Parent Involvement 
We welcome involvement from our parents and families!  If you have a 
special skill or talent that you would like to share with the children, please 
let us know.  Please feel free to spend some time at the centre with your 
child to meet their friends and learn some new songs.  At various times 
during the year we will invite the children’s families to come and 
participate in special events.  We have an open door policy which means 
that you can always visit your child during the day. 
 
For children requiring extra support, a care plan will be developed.  The 
care plan will be made in consultation with the parents/family.  Each care 
plan will be reviewed with the parents/family at least once per year. 
 

Birthdays 
Birthdays are exciting times for the children.  We encourage families to 
not bring any sweets to the centre on their child’s special day.  If your 
child wants to share their special day with their friends, we suggest 
bringing a fruit or vegetable tray.  We will celebrate with a birthday 
crown, a card, and a song. 
 

Special Events 
We plan field trips each month and play at neighboring parks.  As part of 
the registration package, families are required to complete an 
EMERGENCY PERMISSION CARD.  A photo of the child will be 
attached to the card, and this card will be taken on all outings when the 
child is away from the centre.  Notice will be given to families prior to 
each outing. 
 

Confidentiality 
In accordance with the Freedom of Information and Protection of Privacy 
Act, educators will not share any information that is given to us by 
parents/guardians with anyone unless a written permission is given by 
those whose signature appears on the child’s registration form.  We 
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retain information as required by law, and take reasonable steps to 
ensure that safety of information given by parents remains confidential. 
 

Snow Closure 

In the event of a significant snowfall, Parkdale Early Childhood Centre 
may close.  Typically, we will follow the public schools in determining 
whether our facility will be open or closed.  Should it be determined that 
the facility will be closed, we will contact the radio station CFAX 1070.  
Please listen to CFAX 1070 to hear if we are closed. 
 

Loss of Power 
In the event of power loss the educators will contact the hydro company 
to learn more about the problem. If they find out that the power loss 
problem is extensive and/or if it has been an hour of loss of power, 
parents will be contacted and encouraged to come and pick up their 
child. If parents wish to contact the centre while the power is out, they 
can do so by calling our emergency cell phone at 778-977-4453. 
 

Emergency Procedures 
Fire  
The building in which Parkdale Early Childhood Centre is housed is 
wired with a security system which includes a fire alarm system.  In 
addition, there are numerous smoke detectors throughout the building.  A 
fire drill will be held every month.  During fire drills, an educator will 
simulate an alarm by ringing a small bell. 
 
Upon the ringing of the alarm, every person will calmly vacate the 
building via the safest exit.  Exits accessible within the daycare are: 

 The front door leading to Jackson Street 

 The back door leading to the playground 

 The swinging doors leading upstairs (exit via the main or side 
doors upstairs) 

 Windows in all areas of the daycare space (block room, kitchen, 
children’s washroom, preschool room, small play room, office, 
and laundry room) 

Pre-planned Evacuation Point:  The children will be taken across the 
road to the park.  Care will be given to injured individuals.  If the children 
will need care for a long period, the educators will walk with the children 
to Quadra School.  A notice will be posted in clear view stating 
where the children can be found. 
 
Parents will be notified by phone as soon as possible.  Our emergency 
cell phone number is 778-977-4453. 
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Earthquake  
During an earthquake, after the ground stops shaking we will wait for 
60 seconds and then evacuate the building.  Once outside the 
building, educators will give first aid to children that are in need of 
immediate treatment.  Other educators will take attendance.  Educators 
may re-enter the building to aid anyone who is trapped or injured. 
 
Pre-planned Evacuation Point:  The children will be taken across the 
road to the park.  Care will be given to injured individuals.  If the children 
will need care for a long period, the educators will walk with the children 
to Quadra School.  A notice will be posted in clear view stating 
where the children can be found. 
 
Parents will be notified by phone as soon as possible.  Our emergency 
cell phone number is 778-977-4453. 
 

 
Missing Child Policy 

If an educator is not able to locate a child, these steps will be taken: 
1.  Report the missing child to the Director or designate 
immediately. 
2.  Search the interior and exterior of the centre and entire 
building thoroughly. 
3.  If the child is found, they will be checked for harm and cared 
for if harmed.  They will be returned to play. 
4.  If not found, the family, police and Island Health will be 
notified. 

 

 
Incident Reporting Policy 

We strive hard to provide excellent care and safety for all children in our 
care.  Even so, accidents happen when working with active children.  We 
will let you know if your child may have been involved in or even seen a 
possible accident or incident.  Reporting any possible injury is required 
by Island Health within 24 hours.  Please feel free to discuss with us any 
questions you may have about our reporting policy.  
 

An educator will complete a Minor Medical Form if she suspects that a 
child received a minor injury such as a cut or scrape.  Families of a child 
who received a minor injury will be informed by the end of that same day. 
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Termination of Services 

At Parkdale Early Childhood Centre, educators are committed to 
providing a nurturing and supportive environment for all children and 
families.  However, termination of services may be required if: 

 Fees for service are not paid and suitable arrangements cannot 
be agreed upon 

 A family member harasses, threatens, or commits a violent act 
toward an educator, child, or other family in the childcare 
program 

 The centre is unable to satisfactorily resolve the problem of late 
pick-ups with family 

 The child’s behavior is severely disruptive or physically 
threatening to the well-being and safety of the child or other 
children/adults in the centre and additional supports to 
accommodate the child are unavailable. 

 

 
Thank You 

Thank you for allowing your child to be a part of Parkdale Early 
Childhood Centre.  We endeavor to offer a high quality program in order 
to provide your child with the best possible care and fun experiences.  
We welcome and appreciate your input and support.     
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Daily Schedule 
 

 

8:00  Daycare Centre opens 

 

8:30  Preschool opens 

9:45  Clean up 

10:00  Circle time 

10:15  Snack time 

10:30  Group time 

11:00  Outdoor play 

11:30  Preschool closes 

 

Daycare Centre Program (continues) 

 

12:00  Lunch 

1:00  Nap and quiet time 

2:00  Wake up 

2:30  Inside play 

3:00  Circle time 

3:30  Snack time 

4:00  Outdoor play 

5:00  Clean up 

5:25 Daycare closes 


