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Mission Statement 

Helping Hands Daycare, in partnership with families, staff and the community, strive to provide 

high quality child care. Our programs enhance the lives of your children in an atmosphere filled 

with love and laughter integrated with educational experiences. 

 

Philosophy Statement 

Helping Hands Daycare is committed to providing quality care for you and your family. It is our 

goal to meet the diverse and challenging needs of all children in our care. 

Our program offers a variety of activities geared to enhance children’s development in gross 

and fine motor skills, cognitive skills, language and communication skills, and self help skills. It is 

our goal to provide challenging experiences appropriate to the developmental needs of each 

child. In addition to providing stimulating experiences for children, we also believe that learning 

can be fun. Through positive reinforcement, encouragement, and a warm and loving 

environment, our highly qualified staff will assist your children in developing self-esteem, pride, 

respect, and an understanding of themselves and others. Our centres work in conjunction with 

area high schools, colleges, and universities by allowing students to participate in our program 

while obtaining credits through cooperative education, many who are working towards their 

Early Childhood Education Diploma.  To help ensure the safety and well-being of the children in 

our care, students/volunteers will not have unsupervised access to the children at any point of 

time.  Students/volunteers will be supervised by a staff member who is employed by Helping 

Hands Daycare. Students/volunteers may not be counted in the staffing ratios. 

All Helping Hands Daycare staff members are trained in certified First Aid and CPR. A criminal 

reference check is also completed on each staff member before they commence work. We are 

proud to be one of the first centres to have a life saving automated defibrillator at all of our 

locations. 

Some of our staff is also trained in sign language by “Wee Hands”. This alternative form of 

communication is a positive and productive way to communicate with infants and toddlers. 

The staff at Helping Hands Daycare strive to maintain an open and on-going level of 

communication with our families. Please feel free to discuss issues pertaining to your child’s 

well being with daycare staff. Our infant and toddler programs provide daily progress reports 

pertaining to issues such as toileting, sleeping, and eating habits. Should you wish to continue 

this type of report as your child moves to other rooms, feel free to inform your child’s teacher.      
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Helping Hands Daycare  
 

Program Statement 
 
HHDC offers a learning program that is consistent with Ministry of Education policies, pedagogy 
and curriculum. Some of the Ministry documents we reference in our program include the 
following:  
 

 How Does Learning Happen? Ontario’s Pedagogy for the Early Years  

 Ontario Early Years Framework  

 Ontario Early Learning Framework  

 Think Feel Act: Lessons from Research about Young Children  

 Early Learning for Every Child Today  
 
Since we know that children learn best by pursuing their personal interests and goals, children 
make their own choices about materials and activities during the program time. As they pursue 
their choices and plans, children explore, ask and answer questions, solve problems, and 
interact with peers, program staff, volunteers and students. 
HHDC recognizes each child is a unique individual who brings his or her own abilities to the 
program and deserves the encouragement and space to try new things, explore new ideas and 
develop their own unique creativity.  
We provide an environment that can promote curiosity and allow the children to explore. We 
believe that every child deserves a safe and caring environment in which to grow and develop 
to their maximum potential.  
We understand the importance of taking children’s stages of development into consideration. 
For each child, their stage of development is an individualized and complex interplay between 
developmental factors and their unique family, community and life experiences. In each case, 
we aim to integrate all areas of the child’s development into our program.  
HHDC offers and encourages opportunities to create authentic lasting relationships with others 
in the program  
HHDC is committed to working collaboratively with all of our community partners as we work 
together on the mutual goal of providing the best possible child care service to families. 
Our goals for children, consistent with the Ministry of Education pedagogy, include the 
following:  

-  Every child has a sense of belonging when he or she is connected to others and 
contributes to their world.  

-  Every child is developing a sense of self, health, and well-being.  
-  Every child is an active and engaged learner who explores the world with body, mind, 

and senses.  
-  Every child is a capable communicator who expresses himself or herself in many ways.  
-  Every child is viewed as competent, capable and curious 
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Children’s interests are valuable to their learning and offer a rich variety of experiences. The 
types of activities we offer daily include:  

-  Drama, music, dance and visual arts  
-  Physical literacy  
-  Language and literacy  
-  Nature, science and technology  
-  Construction and design  
-  Daily opportunities for physical play and active outdoor play  
-  Opportunities for school-age children to work on their homework  
-  Rest time for children who require it, based on their developmental needs.  

A. Health, safety, nutrition and well-being of children  
We understand that the first step in establishing and nurturing health, safety and well-being for 
children in our programs is through the connections they make with the program staff, 
volunteers and students on placements.  
Here are some other specific ways we promote well-being in our programs.  
Health and safety-as a licensed child care operator, HHDC meets and exceeds all health and 
safety requirements of the Ministry of Education, Durham Regional Health Department and the 
Children’s Services Division and post recalled products and food. 
Nutrition- HHDC collaborates with Food For Tots and a registered dietician to develop standard 
menus for all our programs that are both nutritious and appealing for children. Our menus 
follow the Canada’s Food Guide and are culturally sensitive. We accommodate dietary or 
religious food requirements for children in our programs. 
Well Being- record correct arrival and departure times of children, encourage proper hygiene, 
ensuring that all equipment and furnishing are in good repair and provide a safe and nurturing 
environment for the children at all times throughout the day. 
 

B. Positive relationships among children, families, staff and community partners  
HHDC strives to promote a sense of belonging for children and their families in our programs by 
creating positive interactions and collaboration of families.  
Every child is entitled to be given the opportunity to develop personal responsibility and social 
skills, to learn to problem-solve and to learn about diversity and inclusion.  
We encourage these relationships in many ways such as offering a full tour of our facilities, 
orientation and meeting with their child’s teachers before beginning, documentation of their 
child’s day via HiMama, up to date community resources are offered, having time to meet with 
parents and address any questions or concerns. 
 

C. Encourage positive self-expression, communication and self-regulation of children  
At HHDC, our inclusive programming leads to children’s sense of belonging. Positive learning 
environments and experiences, focused on active play-based learning, encourage children’s 
communication, self-expression and self-regulation.  
We document the many ways in which children express themselves and communicate. We also 
reflect children’s home language and culture in our programs. Teachers ask the children open 
ended questions, model positive behaviours and encourage the children to self-regulate. 
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Some examples of encouraging children to interact and communicate in a positive way and 
support their ability to self-regulate are: 

-  if a child is crying some examples you would say are: 
                                   “You look sad how can I help you?” 
                                    “What can we do together to make you feel better?” 
                     Not saying “you are fine put your tears away” 
Another example would be at circle time you would go sit on the floor and start singing. Let the 
children make a choice if they would like to join circle or if they wanted to continue playing with 
the blocks .Let the children make the decision! 
 
The skills of conflict resolution are important to lifelong learning. As competent individuals, 
children are active participants in resolving conflicts. We encouraged them to come up with 
ideas and solutions to problems that may arise.  
 

D. Fostering children’s exploration, play and inquiry  
Our programs focus on active play-based learning as the way that children naturally learn best. 
It is their natural response to the environment around them. When children are acting out 
roles, or experimenting with different materials, they are engaged in learning through play. Play 
allows them to actively construct, challenge, and expand their own understandings through 
making connections to prior experiences, thereby opening the door to new learning. Play-based 
learning enables children to investigate, ask questions, solve problems, and engage in critical 
thinking.  
 

E. Providing child-initiated and adult-supported experiences  
HHDC staff foster children’s inquiry and creativity. Staff plan on a daily basis based on the 
observations that they make on children’s interests. In this way, learning is extended, leading to 
deeper investigation with materials and the environment. Staff plan for and create positive 
learning environments and experiences in which each child’s learning and development will be 
supported.  
Through positive adult-child interactions, HHDC staff work closely with children to extend their 
learning by encouraging children to build upon their existing knowledge. HHDC staff develops a 
planned program that supports early learning. 
At HHDC, we believe that knowledgeable and responsive early educators:  

-Recognize that responding to the unique abilities, needs, and characteristics of each 
child, family, and community is central to supporting learning and development.  
- Engage with children as co-learners as they explore their environments.  
- Provoke children's thinking and create meaningful programs, and guide interactions 
with children and their families.  
- Use a warm and positive approach to support children's developing ability to express 
emotions and take other perspectives.  
- Know when to stand back and observe and when to enter children's play to stimulate 
thinking 
- Make a commitment to build self-awareness, regularly reflect on practices and engage 
in new learning experiences, both individually and with colleagues.  
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Some examples- 
If a child is looking out the window and sees a yellow school bus, some questions you would ask 
to expand learning would be: 
                         “Where do you think that bus is going?” 
                          “What colour is the bus?” 
                          “Do we have a yellow bus in our classroom?” 
Another great example would be if a child wants to take the blocks in to the dramatic play area 
and build a castle this is a great way to expand the learning! 
 

F. Create positive learning environments and experiences 
In our inclusive learning environments, we welcome children of all abilities. Respect for 
diversity, equity and inclusion is vital for optimal development and learning. We strive to create 
a positive learning environment and experiences which support each child’s learning and 
development. 
Here are some of the ways in which we create an inclusive environment in our programs:  
- Recognize each child as having equal rights to participate in program activities, trips and 

events.  
- Recognize and respect the unique qualities of each child and family, including ancestry, 

culture, ethnicity, race, language, gender, gender identity, sexual orientation, religion, 
socio-economic status, family environment, and developmental abilities and needs.  

- Create strategies that value the culture and first language of all children.  
-  Establish programming strategies to foster an inclusive learning environment in which 

every child can participate.  
-  View the diversity of children and families as an asset, and plan programs to reflect 

differences and enrich the environment.  
 

G. Incorporating indoor and outdoor play, active play, rest and quite time while giving 
consideration to the child’s individual needs 

Learning is extended to the outdoors from the indoor classroom. The outdoor learning 
environment provides extended opportunities for all elements of learning; from gross motor 
development, nature exploration, independent and cooperative games. When weather is 
inclement and unpredictable, alternative activities for the children will be provided. 
Staff will ensure that each child is given a minimum of 2 hours outdoors/day, rest/nap time 
based on each child’s needs and not exceeding more than 2 hours a day (Infants are the 
exception) 
 

H.  Parent engagement and communication  
HHDC core value is communication with families about our program and their children’s 
learning experiences.  
HHDC aims to ensure that families have the support of available, safe, reliable, high quality 
licensed child care for their children, which ensures parents peace of mind while their children 
are in the HHDC program.  
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We know that our partnerships with our families help our program to best meet the needs of 
the children:  
-  Families know their children best, and are the first and most powerful influence on 

learning and development.  
-  We involve parents in various events and activities at our programs. This connects them to 

their children's early development, and enhances the child's learning.  
 
In addition to the daily interaction with program staff, we offer many opportunities for parent 
feedback and involvement-such as HiMama. We use parent input to improve our programs and 
services.  
 

I. Community partners  
HHDC is committed to involving local community partners and to engaging those partners in 
supporting HHDC children, families and staff.  
We provide learning opportunities and practical work experience, in the areas of programming 
and administration, to members of the community through the recruitment, placement, 
training and recognition of volunteers and students on placement.  
We also have Grandview Children’s Centre and Resources for Exceptional Children that support 
HHDC children and families.  Through discussion, we will help the families identify the service 
that best meets their children`s needs. We will then explain how to connect with this service. 
While it is expected that most families will be seeking assistance for the first time, they may 
have received services before, and may be receiving services currently. If the families are 
currently receiving services, we ask that this information be disclosed at time of registration in 
order to help us meet the needs of the child .If the parent wants to be referred to a partner 
service, then consent is required. This means referral to one of the partners requiring 
background information and this cannot be proceed until the parent or legal guardian agrees.  
The staff will then start the process of generating enough information to ensure the partners 
have the best understanding of the types of support that may be required.  
 

J. Supporting staff in continuous professional learning  
HHDC is committed to hiring and training staff. We hire staff that has a positive and sensitive 
attitude towards children. Our non-discriminatory hiring practices provide individuals of all 
backgrounds the opportunity for employment. We believe that everyone has worth and value 
and all staff are entitled to be respected, supported and treated fairly.  
Formal professional learning is vital, but we also know that the most professional growth 
happens day-to-day, as our staff co-learns with children and each other as self-reflective 
professionals.  
In our infant, toddler, preschool and school age rooms there is at least one staff working with 
the children that has completed studies in the field of early childhood and is registered with the 
College of Early Childhood Educators.  
HHDC values and actively encourages staff development and is committed to enhancing the 

centre’s performance and reputation though the development of highly skilled employees. 
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HHDC is committed to developing a range of opportunities and time for staff to learn and 

develop their professional skills. 

HHDC recognizes that responsibility for performance and development lies with the individual 
employees. They need to seek and use opportunities for development and learning. HHDC also 
encourages staff to engage in their own professional development out of work hours. 
The supervisor will discuss development needs with individual employees and provide feedback 

on performance and potential for career development. The supervisor shall make available 

information about relevant training sessions and encourage staff to attend. 

All staff shall have the opportunity to develop their skills and knowledge through the provision 
of training opportunities, whether this is in the form of external training courses, internal in 
service sessions, visits to other locations or other possibilities 
 
All staff members are required to attend regular staff meetings at which: 
 
• Resources, skills, ideas, professional development experiences and expertise are shared 
• Group Professional Strengths are identified and whole group goals for professional 
development are set. 
• Staff decisions are made with regard to seeking support and advice of resource people to 
further help them develop their skills and knowledge. 
 
All part time staff, full time staff, students and volunteers who work at HHDC must complete 
and maintain Standard First Aid with Level C – CPR (infant, child and adult).  
RECE’s will be responsible to upgrade their portfolio, on-going RECE training and staying current 
with learning practices. 
It is each individual staff’s responsibility to ensure that their qualifications do not lapse. If staff 
has let their qualifications lapse they will be responsible for the re-certification and may not 
commence work until certification is complete. 
 

K. Documenting and reviewing the impact of HHDC program statement  
At HHDC, we understand that pedagogical documentation is a way for our program staff to 
learn about how children think and learn.  
Our staff makes daily observations of children in the program and use this information to 
inform their future planning. 
The purpose of our documentation is:  
- A way to value children’s experiences and help them to reflect back on those experiences 

and what they have been learning  
-  An opportunity to make children’s learning and understanding of the world visible—to 

themselves, to other children, to their parents and other families, to the program staff  
-  A way to reflect on developmental growth over a period of time  
- A process for program staff to co-plan with children about learning  
-  A self-reflection opportunity for program staff, as they participate in continuous 

professional learning  
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Documentation is done daily through HiMama, observations of each child and through learning 
stories and learning boards. 
 
Supporting principles 
The following supporting principles are recognized as areas of importance in our programming: 

 Developmentally appropriate – Offers a variety of age appropriate planned and spontaneous 
activities, Based on understanding of child development, requires observation and individually 
responsive programming 

 Relationships – Builds trusting relationships, focuses on high-quality interactions, educator take 
cues from children, reinforces social skills and demonstrates positive role-modeling 

 Positive environment – Allows children to make choices, creates aesthetically calm and 
pleasant rooms based upon the current interests, stimulates learning, encourages skill 
development and there is a natural flow to the placement of learning centres 

 Choice – Children direct their own learning, children have input to where they learn (outside, 
interest area, etc.), children decide when they want to learn, children choose their own play 
experiences and materials they want to explore 
 
What will your child be doing at HHDC? 
There will be storytelling, time to play with the blocks, opportunities to count and compare, to 
make pictures, sing and to make-believe and so much more! Your child will experience the 
world through exploration, investigation and self-regulation inside the classroom and outdoors. 
 
How will your child be learning? 
Your child will be playing to learn!  
Our planning process – recording observations, determining interests and planning play 
opportunities in all developmental area. The educator expands the children’s interests by 
adding materials, asking questions and expanding the children’s learning by providing new 
challenges and ideas. 
 Daily play highlights of each individual child are documented on Himama.  These demonstrate 
to each parent how their child is developing and learning through play. One of our main goals is 
to maintain continuous links with families and parents describing play experiences and how the 
child’s play is linked to learning.  
We are delighted that our curriculum aligns so well with the Ministry of Education’s framework 
for early learning and its “How Does Learning Happen?” document. We are confident that this 
alignment will help facilitate the development of the children in our care and their transition to 
the school system. 
 
Program assessment and reflective practices 
Educators reflect and assess their program and environment daily to ensure that the program is 
meeting the individual needs of the children and the group and that their environment is set up 
according to the interests of the group. 
The program supervisor or assistant supervisor review weekly program plans and pedagogical 
documentations to ensure that they meet our HHDC Program Statement requirements. 
Supervisor’s demonstrate pedagogical leadership by observing each classroom daily and 
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engaging in conversation with the educators and children regarding how the children are 
learning, what they need to learn and what is the best means for this learning to happen. 
Annually, all supervisors complete a Licensing Checklist on their programs to ensure that 
program quality indicators have been met. 

 
Child guidance 
All Educators, volunteers and placement students will follow our core values of caring, honesty, 
inclusiveness, respect and responsibility. They will ensure that every child has a sense of 
belonging , is developing a sense of self, health and well-being, every child is an active and 
engaged learner who explores their world with body, mind and senses and is a capable 
communicator who expresses themselves in many ways. Educators support children in 
developing strategies to remain calm and to regulate their emotions while recognizing the 
effects of their actions on others. 
Any practice based on a negative control technique is not part of HHDC core values. Prohibited 
practices include corporal punishment, bodily harm, harsh or belittling discipline including 
verbally belittling or threatening, depriving basic needs including food, shelter, clothing or 
bedding, locking the exits of the child care centre for the purposes of confining a child or using a 
locked or lockable room or structure to confine the child if he or she has been separated from 
other children, confinement or restraint for the purpose of limiting a child’s movement. Anyone 
who observes or hears a prohibited practice being used must make a report to the supervisor 
and The Children’s Aid Society will be contacted. Educators, students and volunteers must 
follow the HHDC Child Abuse policy and comply and cooperate with the child protection 
agency. 
Any contraventions of our program statement may result in one or more of the following 
depending on the severity of the fraction 
-verbal warning 
-written warning 
-termination 
Options will be given for additional training if and when needed 
The supervisor will ensure that a written record of the monitoring of all employees, volunteers 
and placement student’s will be done four times per year. Placement students or volunteers 
will not be left alone with children at any given time. Monitoring will be kept on file for a 
minimum of 3 years. 
 
Annual review 
All HHDC Educators, volunteers and placement students must adhere to a number of policies 
and procedures, the Program Statement as well as Ministry, Fire, Health and Regional 
regulations. All educators, volunteers and placement students will review the Program 
Statement prior to working in program with the children and annually thereafter or upon any 
changes or modifications to the Statement. Annual review of the Program Statement and these 
policies and procedures ensure our educators and volunteers are knowledgeable and prepared 
to handle any situation. 
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Working together 
Our goal is to ensure the overall, health, safety and well-being of each child while in our care. 
We look forward to working together with you the family in the best interest of your child(ren) 
to provide them with an individual and positive journey for a seamless entry into their 
community school. Thank you for choosing to place your child with HHDC. We have an open 
door policy and are always available for feedback to ensure we are providing the best possible 
care for your child. 
 

SECTION 1: REGISTRATION INFORMATION                                                          

1.1 Enrollment Procedures 

In order for your child to be enrolled at Helping Hands Daycare, it is the responsibility of each 

parent/guardian to provide the following documents PRIOR to your child’s start date: 

a) Completed application form 

b) Completed day nursery health history form  

c) Medical consent form 

d) K1 pill permission form (Pickering, Ajax and Courtice locations only) 

e) Signed parent hand book form 

f) Completed “Nipissing” form on your child for his/her files 

g) Family photograph for use at Daycare 

h) HiMama permission slip 

i) Emergency card form 

Also, any other forms that may pertain to the health and well-being of your child must be 

submitted. 

All children must have up-dated immunization forms. If you choose not to have your child 

immunized, we require a completed copy of the immunization exemption form from the 

Durham Region Public Health Department. 

All forms must be signed and dated by the parent/guardian. The supervisor may also ask for 

additional information pertinent to each child, such as information on any special needs they 

may have. The supervisor has the right to delay admission until all forms are received and 

completed. 

In order to keep up-to-date records, it is the responsibility of the parent/guardian to update or 

change and record information as needed. 

Parents will receive a copy of the PARENT HANDBOOK via email, which outlines our policies and 

procedures. It is expected that the parent/guardian will read, sign, and abide by these rules. 

 

1.2 Orientation/Pass cards 

We understand that placing your child in care can be a big decision. In order to ease this very 

big event, we invite you and your child to visit the centre prior to registration. This will provide 

an opportunity to meet the supervisor and teachers. You will be able to observe our program in 
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action and speak with the teachers in the room regarding such issues as your child’s individual 

needs, program content, philosophy, staff qualifications, and centre policies. 

Once the decision has been made to enroll your child at Helping Hands Daycare, we suggest 

that you return to the centre for a visit or two before your child’s start date. This will facilitate a 

smoother transition for your child, helping them feel more comfortable in their new 

environment. You are welcome to call the centre to check on your child as well. Although we 

may not be able to get your child’s teacher on the phone, we can find out how their day is going 

and relay any messages for you. Our doors are always open to parents and you are welcome at 

any time. 

Our centre doors are locked for security and safety reasons and you MUST obtain a pass card 

for entry. There is a $15.00 rental fee on these cards and you will be refunded your money 

upon return of the card. These cards only work during operating hours at the daycare. 

Most of our centres offer bussing to local schools at an additional monthly cost through Stock 

Transportation or TGT Inc.  

Free board bussing is also available to some area schools. Please see the supervisor for more 

information and pricing. Also, some of our centre’s proximity to local schools allows children to 

walk under the supervision of staff. 

 

1.3 Waiting List 

Our waiting list can become quite extensive at times. If you require any changes in your child’s 

care (i.e. full time or part time), we require 1 months’ notice.  If you are expecting and would 

like a spot in our infant room, please let us know ASAP as these spots are very difficult to 

secure. Priority will be given to families already enrolled at Helping Hands Daycare. 

We do NOT ask for a deposit to go on our waiting list. Only when a spot has become secure for 

you, we will require a deposit. There is a $25.00 registration fee that is non-refundable and a 

non-refundable $300.00 holding fee. The $300.00 is held in trust and goes towards your last 

week(s) at daycare. 

 

1.4 Waitlist Management 

Helping Hands Daycare is aware of the shortage of child care spaces in the community and of 
the frequent long wait periods to gain access to service. HHDC aims do the best we possibly can 
to accommodate all families! Our waitlist policy is fair and consistent.  
 
To ensure that families gain access to HHDC program in the shortest time possible, the 
following practices are put in place: 
 
A Child is put on the waitlist when contact is made with the supervisor or assistant supervisor of 

the daycare. This can be done over the phone, by email or in person.  
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 Children are categorized on the list based on date of initial contact and the type of care 

required (Infant, Toddler, Pre-School or School Aged)  

 It is the parents/guardians responsibility to contact the center to confirm their spot every 6 

months. This can be done in person, by phone or by email. If this is not done, your name is 

removed from the list.  

 Priority spots are given to children of current HHDC employees, Families who are currently 

enrolled and are waiting for a transfer to another location and siblings of current HHDC 

families. Sibling spots are maintained according to date of initial contact and the type of care 

required (Infant, Toddler, Pre-School or School Aged)  

When a spot becomes available, parents are called in order of the placement on the waitlist. If 

a parent denies the spot then the next parent on the list is called until a parent accepts the spot 

and at that point the spot is considered filled.  

The waiting list will be accessible and confidential for families to review at anytime. There is NO 

FEE to be placed on our waiting list. If a space becomes available you will be called or emailed 

and in order to secure the spot there is a registration package and registration fee that will 

need to be completed. 

 

1.5 Withdrawal/Suspension of Services 

Helping Hands Daycare strives to provide a safe and nurturing environment for all children in 

our care. However, in some cases, we cannot meet the needs of an individual child. If we 

determine that this is the case, the parent will be notified and a suitable amount of notice will 

be given for withdrawal of services. HHDC will make every effort to help the family find 

alternative care. If a family chooses to withdraw from the centre, 1 month written notice is 

required. 

 

SECTION 2: PAYMENT PROCEDURES 

2.1 Fees 

If you wish to enroll your child at HHDC, a $25.00 non-refundable registration fee is required. 

There is also a $300.00 non-refundable holding/deposit fee. This money ($300.00) does not 

accrue interest and is held in trust and goes towards your last week(s) at daycare when one 

month’s written notice is provided. Our fee schedules are available from each centre and if any 

increases are implemented, 1 month notice will be given. Payment fees are due in advance or 

on Monday of each week. We accept Visa, Mastercard and Debit.  If you choose to pay by credit 

card, you can authorize us to automatically debit your credit card.  There is no discount for sick, 

vacation, or statutory days. Fees must be paid in accordance to the policies, and failure to do so 

may result in termination of care. Fees are due 52 weeks per year. Receipts will be issued by 

February 28th each year for tax purposes free of charge. 
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2.2 Late Fees 

Hours of operation are posted at all centres: 

Pickering-734 Kingston Road [6:30am-6:00pm] 

Pickering (Rougemount)- 376 Kingston Road [6:30am-6:00pm] 

Brooklin-5959 Anderson Street [6:30am-6:30pm] 

Ajax (Lakeside) - 60 Ashbury Boulevard [6:30am-6:15pm] 

Ajax (Westney)- 458 Fairall Street [6:30am-6:15pm] 

Courtice- 2727 Courtice Road [6:15am-6:30pm] 

Whitby- 660 Taunton Road [6:30am-6:30om} 

The daycare will not open in the morning until the posted time and will not remain open past 

closing. After closing time, a late fee will go into effect. This late fee is $1.00 per minute after 

closing and payment goes directly to the staff at the centre. You may be asked to sign a late fee 

slip. Payment is in cash only and cannot be added onto weekly fees. Chronic lateness may result 

in termination of care. 

We are closed on ALL statuary holidays and closed at 1:00pm on Christmas Eve and New Year’s 

Eve. 

 

2.3 Fees  

Please contact the centre you are interested in to get information on weekly fees 

 

2.4 Outstanding Fees 

There will be a $20.00 per week charge for any payments that are outstanding. Failure to stay 

current may result in termination of service. 

 

 

2.5 Summer Registration 

If space allows, Helping Hands Daycare may enroll children for the summer months only. 

Priority will be given to families already enrolled at the centre. All registrations must be 

accompanied by FULL PAYMENTS for the summer. 

                                                

  SECTION 3: PROGRAM INFORMATION 

3.1 Teacher and Child Ratios                                                                                                                

Many of our rooms have different ratios. Please see the following: 

Infant: 1:3                                                                                                                                            

Toddler: 1:5                                                                                                                                      

Preschool: 1:8 

Kindergarten: 1:13 (if applicable)                                                                                                                            

School Age: 1:15 (all locations but the Courtice location has a school age room)                                                                                                                                    

These ratios may be reduced at the beginning and end of the day as mandated by the Ministry. 
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Helping Hands Daycare welcomes field placement students from various Colleges as well as 

High Schools. We like to give them the opportunity to work alongside the staff as part of the 

team to help them develop professional skills through involvement with children.  Volunteers 

and students do not have unsupervised access to the children in the daycare.  We ensure all 

students and volunteers are aware of the centres policies and procedures and are expected to 

abide by them. 

 

3.2 Arrival and Departure                                                                                                                     

Upon arrival, it is the responsibility of the parent/guardian to escort the child into the centre 

and into their classroom. This will allow the teacher to sign your child in and hand out any 

notices that may be available. It is imperative that the teacher knows that your child has arrived 

so that they are always aware of the number of children in the room. We cannot be responsible 

for children that arrive unescorted. Please undress your child (if applicable during cooler 

weather) and hang up their belongings in the cubby area. Also, please be sure that your child is 

dressed appropriately for the day (do not send them to daycare in pajamas unless it is pajama 

day at daycare). 

Please do not give your child food/drinks upon arrival or departure in the hallways. These items 

get dropped on the floor/stairs and elevator and have caused a large mess in the past. 

When departing, children will not be able to leave unescorted or with another child who is 

under the age of 13 years. If your child is to be picked up by someone other than the parent, 

you must notify the daycare in advance. Written notification is preferred so that it can be 

placed in our daily log book. Although there is a place on the enrollment form for alternative 

pick-up, we would like to be informed when and if that person will be coming. We will be asking 

for I.D and will NOT release children unless proper identification is shown. This is done in order 

to protect the children in our care. 

If you, as the parent, have a separation or divorce agreement which discusses custody issues 

about your child, the daycare will require a copy of the agreement for our files. We cannot 

withhold a child from their parent if we have no legal documentation to back us up. Staff will 

NOT release a child to anyone whom they feel may be intoxicated or poses a threat to the child. 

The police will be called if necessary. 

 

3.3 Access to Child and Premises 

No staff is allowed to prevent a parent/guardian from having access to his/her child except: 

If the person believes on reasonable grounds that the parent does not have a legal right of 

access to the child.  
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If the parent/guardian is under the influence of drugs or alcohol and the staff member does not 

feel it is safe to let the child leave with the parent/guardian 

Staff cannot prohibit parent/guardian from having access to their child at the daycare setting or 

from accessing the premises when their child is in care except:  

If the person believes on reasonable grounds that the parent could be dangerous to the 

children at the premises and/or is behaving in a disruptive manner. 

3.4 Health, Illness, and Absences  

In order to maintain a safe and healthy environment for the children, families and staff of 

Helping Hands Daycare and keeping with the Ministry of Health’s expectations, we ask that 

parents keep their child home or seek alternative arrangements if their child is not well enough 

to take part in the regular program (including outdoor playtime) or is suffering from one or 

more of the following symptoms.  

-Diarrhea, two or more times- must not return to daycare for 24 hours 

-Vomiting- must not return to daycare for 24 hours 

             -Fever -more than 38.3C or 101F (Children that have a fever should be fever free and off 

fever reducing medications for 24 hours before returning to daycare) 

             -Red or runny eyes (Children with pink eye or any other eye infection must not return to 

daycare until medication has been administered for 24 hours. A Doctor’s note must be brought 

in, stating whether they are contagious or not)                                                                                                                       

- Unexplained or untreated rash                                                                                             

-Chicken pox or other communicable diseases 

- Extreme cold (thick mucus from nose or throat) or discharge from ears                  

              -Hacking or bark like cough 

              -Listlessness or inability to participate in daycare programs 

              -Head lice or nits 

 

Children who develop any of these symptoms during the day will be considered ill and their 

parent/guardian will be notified and asked to pick up their child. Upon arrival every child will 

have a visual assessment done and the daycare will decide what implications a child’s illness 

may have for all parties involved. In some cases a doctor’s note may be requested.  Due to 

some ongoing issues and differences of opinion the supervisor may use their discretion as to 

whether they feel the child is no longer infectious or contagious and give the parents a time 

frame as to when they feel the child can return to the daycare, regardless if a doctor’s note is 

provided. We assure you we do our best to make sure your child is in the safest and cleanest 

environment possible. These policies will provide a framework for helping both staff and 
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parents make decisions when their child is ill. Preventing the spread of germs is a key part in 

avoiding the spread of illness.  

In the event of a more serious accident, which requires medical attention, the parent/guardian 

will be notified immediately of the situation and, depending on the severity, will be asked to 

pick up their child and take them to the hospital, or, to meet a staff member at the nearest 

hospital with their child. An ambulance may be called if deemed necessary. 

If your child will be away, please call the centre by 9:00am to inform us.  If your child has been 

picked up at school, please call the bus company and the daycare 

 

3.5 Safe sleep practices 

Sleep is a major requirement for good health, and for young kids to get enough of it, some 

daytime sleep is usually needed. Crucial physical and mental development occurs in early 

childhood, and naps provide much-needed downtime for growth and rejuvenation. 

 Children are allowed sleep/ rest when they are tired and not just at dedicated times of day.  

Children will always be provided with suitable sleeping facilities away from the main play areas. 

Sofas, beanbags and buggies are not suitable sleep areas.  

Children are welcome to bring items from home to help comfort them to sleep e.g. thin blanket 

of breathable fabric/sleep sacks for infants, and soother (soother must be in a labelled sealed 

container) 

Children will have individual beds with their sheet and blankets.  

All beds are labelled/ numbered with the child’s name/number on them.  Staff, parents and 

other individuals will know which crib/cot belongs to which child by their name being on it or by 

seeing which number on the crib/cot is assigned to which child on the rooms bed plan.  If there 

is a change to crib/cot assignment it will be logged in the log book and the parent will be 

informed of the change via HiMama. 

All blankets will be sent home on Fridays to be washed, bed sheets will be laundered at least 

once per week and more if necessary and recorded on the cleaning schedule.  

Beds will be spaced at least 0.5 meters apart.  

A child is to NEVER sleep with a blanket over their head! If the child pulls it over their head, 

once they are a sleep you MUST pull it down so the child’s face is visible. 

Lighting will be adjustable to ensure a relaxed sleepy environment for the children.  There must 

be sufficient lighting in the sleep room to conduct visual checks. 

Temperatures will be set at a minimum of 20 degrees Celsius.  

Staff will ensure no objects of strangulation or choking are present or near the sleeping area.  

If infants are on a walk and they fall asleep the stroller seat must be reclined. Upon returning to 

daycare the Infant will be placed in their crib as soon as possible. 
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Staff will perform visual checks on Infants every 15 minutes, on ALL other children during sleep 

time every ½ hour. Visual checks will be documented and staff will watch for any significant 

changes in the sleep pattern.   

 

Procedures for Babies:  

All infants are placed in a crib. 

If there are 3 or more infants in the sleep room a staff member needs to be physically present 

at all times and will conduct a physical check of each sleeping infant every 15 minutes.  

If there are less than 3 infants in the sleep room a staff member needs to be visually monitoring 

and conducting physical checks of each sleeping infant every 15 minutes. 

To physically check a sleeping infant the staff is place their palm of their hand gently on the 

infant’s chest or back and check for breathing. 

Infants will always be put on their backs in accordance with the recommendations set out in the 

document entitled: “Joint statement on safe sleep: preventing sudden infant deaths in Canada” 

Please note that the Joint Statement sets out that once infants are able to roll from their backs 

to their stomachs or sides, it is not necessary to reposition them onto their backs. 

Infants under 12 months who are to be placed in a position other than their back, there is a 

written recommendation from the child’s doctor regarding an alternate sleep position. 

Infant’s feet will be placed at the foot of the cot  

Infant’s clothes are loose and light  

No bibs or bottles in the cot  

No quilts or heavy blankets, pillows or cot bumpers – we recommend sleep sacks! 

Head never covered  

Do not store toys or boxes above the cribs 

Any significant changes in sleep pattern 

If there is any significant changes in a child’s sleeping pattern or behaviours during sleep, this 

will be communicated to the parents and will result in adjustments to the manner in which the 

child is supervised during sleep.  

 If there are any concerns, a staff member will be visually monitoring and conducting physical 

checks of the child sleeping every 15 minutes. To physically check a sleeping child the staff is 

place their palm of their hand gently on the child’s chest or back and check for breathing. 

A copy of any written recommendations from a physician regarding the placement of a child for 

sleep is required. Any changes to this letter we will require an updated copy from the physician. 

Any child/ren requiring a specific sleep preference will have it documented on their Emergency 

Form. Parents will be advised of the safe sleep supervision policy in accordance with the Joint 

Statement on Safe Sleep: Preventing Sudden Infant Deaths in Canada in our parent handbook.  

Parents will be consulted about a child’s sleeping arrangements at the time the child is enrolled 

and at any other appropriate time (transitioning from one room to another) 



21 
 

 

 

3.6 Medication      

It is the policy of Helping Hands Daycare that only medication prescribed by a physician shall be 

administered. The medication must be clearly labeled with the child’s name and in its original 

container from the pharmacy. We will not administer medication from a dispenser without the 

original medication container. All medications, except epi-pens and puffers, must be locked in 

our medication boxes. A medication dispensing form must be filled out and signed by the 

parent/guardian in order for the staff to dispense it. All non-prescription medications such as 

Tylenol, Benadryl etc, can be administered if accompanied by a Doctor’s note, in the original 

packaging (box/container) with a completed medication form. We require a separate 

medication form for each medication. The supervisor will request an updated Doctor’s note for 

Tylenol etc. every year.  We will NOT administer cough syrup, nasal sprays, etc, and no 

medications will be given if the medication form is not completely filled out and signed, or if the 

medication is not in its original packaging. When the medication is finished it will be returned to 

the parent to take home to be discarded. If any medications have been stopped due to a 

reaction, or medications have been changed please inform the staff and they will start a new 

medication form.  The old form will be put in your child’s file. 

 

3.7 Behavior Management Practices 

Helping Hands Daycare strives to maintain a happy, loving, and safe environment for your child. 

All children in our care will be treated as individuals and encouraged to grow to their fullest 

potential. The following practices will be implemented: 

 Teachers will set reasonable expectations for all children according to their 

individual development levels 

 Anticipate problems and intervene positively before they happen 

 Use positive language 

 Implement positive guideline techniques as soon as inappropriate behavior 

begins 

 Allow choices whenever positive 

 Redirect children 

 Give children a time limit when changing routines or activities 

 Helping children identify their feelings and to think of alternative behaviors 

 Make consequences appropriate to the behavior 

 Encourage and praise positive behavior 

 Set reasonable limits 

 Always have a smile and a hug ready 

Each staff has read, understood and signed our behavior management policy and is expected to 

comply with its contents. Behavior management will be monitored on an on-going basis by the 
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supervisor of the centre. Failure to comply with the rules set out in the manual will result in a 

verbal warning, followed by a written notice warning, and finally dismissal. The supervisor and 

or director will determine the course of action to be taken. 

 

3.8 Prohibited Practices 

The Supervisor or Executive Director shall ensure that the following is forbidden: 

Corporal punishment, including the striking of a child directly, or with any object, shaking, 

shoving, yanking, grabbing, spanking, bodily harm or any other type of aggression. 

Harsh, humiliating, belittling, sarcastic or degrading treatment of any form, including verbal, 

emotional or physical.  Shame or frighten the child or undermine his/her self-respect, dignity or 

self-worth 

 Depriving the child of basic needs including food, drinks, shelter, sleep, toilet use, clothing or 

bedding or inflecting any bodily harm on children including making children eat or drink against 

their will. 

Physical restraint of the child, such as confining the child to a high chair, car seat, stroller or 

other device for the purposes of discipline or in lieu of supervision, unless the physical restraint 

is for the purpose of preventing a child from hurting themselves, or someone else, and is used 

as a last resort and only until the risk of injury is no longer imminent. 

Locking or permitting a child to be locked away or using a lockable room or structure to confine 

a child who has been removed from the other children. 

Locking the exits of the childcare premises for the purpose of confining the child, or confining 

the child in an area or room without adult supervision 

Discipline should be related to the nature of the troublesome behaviour.  Use positive 

reinforcement or redirection to encourage the appropriate behaviour.  Make sure you always: 

-set reasonable expectations and limits 

-anticipate problems and intervene positively 

-use positive language 

-allow choices whenever possible 

-encourage and praise positive behaviour 

Parent will be notified of their child’s behaviour and discussed if a difficult situation arises with 

their child.  Behaviour Management courses are available for the staff if they would like to 

participate. 

Staff and parents will mutually decide if and when a child’s negative behaviour is progressing 

and requiring further support (e.g. Durham Behaviour Management). 

Permitted practices regarding Behaviour Management are as follows: 

Redirect in the room with choices (books, puzzles, etc.) 

Speak calmly, never get flustered 

Use positive reinforcement to encourage appropriate behavior. 
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3.9 Supervision of Volunteers and Students 

This policy is set out to help ensure the safety and well-being of the children in our care.  

Students/volunteers will not have unsupervised access to the children at any point of time.  

Students/volunteers will be supervised by a staff member who is employed by Helping Hands 

Daycare. Students/volunteers may not be counted in the staffing ratios and never to be left 

alone with any child! 

Policies and procedures will be reviewed by students/volunteers prior to them providing care or 

guidance and annually afterwards. The individual plan for a child with anaphylaxis and the 

emergency procedures will also be reviewed by students/volunteers prior to their placement at 

the daycare and annually afterwards. All students/volunteers will be monitored by our behavior 

management policy four times per year by the supervisor. A criminal reference check, including 

the vulnerable sector check and an offence declaration is required no later than 15 days after 

anniversary date of the previous VSC. An up to date immunization record is required for all 

students/volunteers. 

We will provide an induction meeting and relevant written information to familiarize the 

students and volunteers with the centre.  The Supervisor will give Students/Volunteers an 

orientation meeting, the RECE of the Students/Volunteers room will be responsible for 

mentoring and orientation also. We will ensure that all student/volunteers understand the 

necessity for confidentiality when working with children, families and staff members of Helping 

Hands Daycare. 

We would like to give Students/volunteers the opportunity to work alongside the staff as part 

of a team, developing professional skills through involvement with the children and staff. 

Students/volunteers will be expected to supervise children in designated play areas, engage 

and interact with the children, maintain a clean and orderly work environment, have a friendly 

manner that communicates and demonstrates Helping Hands Daycare core values of caring, 

honesty, respect and responsibility while following all established policies and procedures.  

Staff, volunteers and students are made aware of who is responsible for the implementation of 

the policy and supervision of volunteers and/or students by the “Supervision of volunteers and 

students” policy set out in the Policy and Procedures manual. 

 

3.10 Code of Conduct 

The staff at HHDC provides age appropriate programming that is stimulating and fun for the 

children. We believe that the children learn through play and need to have their imagination 

stimulated in order to flourish. At HHDC, we support a program that encourages smart choices 

between children and their peers. Children are encouraged to respect their peers as well as 

their teachers and other adults in their lives.                                                                                                                                                         

Children are also expected to follow the rules of the daycare and abstain from any physical 

confrontations. Appropriate language should be used at all times. Screaming, yelling or 
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swearing is strictly prohibited. If a child’s behavior becomes uncontrollable, the parent will be 

called and asked to pick up their child. Privileges may be taken away such as field trips, etc. 

(note field trips are a privilege and are offered in addition to the daycare program). Children 

must respect the rules of the daycare and any other rules pertaining to a field trip in order to 

maintain the utmost safety. This also applies to children taking school buses. Proper behavior is 

expected during wait times for bus, on bus, and at drop off. A parent meeting may be required 

by the supervisor in order to discuss any problems. Although we rarely withdraw services to a 

family, the need may arise if the daycare feels there may be safety issues for the other children 

or staff. 

 

3.11 Biting, Hitting and Scratching 

Please note that these are typical infant and toddler behaviors. We know that this can be a very 

touchy subject as no one wants to think about their child getting hurt. Care will always be taken 

to minimize any incidents that may occur, however it is difficult to discipline a very young child 

for biting, as they seldom do it out of anger. To alleviate any scratching issues, we ask that you 

keep your child’s fingernails trimmed quite short. If a child gets older & they continue to exhibit 

negative behavior, steps may be taken to address this issue (i.e meeting with the supervisor, 

behavior management services, etc). 

 

3.12 Food and Nutrition 

HHDC is catered by FOOD FOR TOTS and provides hot, nutritious meals that are geared towards 

children. We are a PEANUT FREE centre and ask that all parents abide by this rule. If you must 

bring in breakfast for your child, be sure that everything is labeled and that all containers are 

easy for the children to handle. Please provide everything that they may need as well. Although 

the centre will provide many dietary replacements, it may be necessary for you to supply a few 

extras for your child should they not be able to eat from our menus. For example, if your child 

can only drink soy milk, please buy a container, label it, and place in the fridge. The staff will be 

sure to use this for your child only. Our snacks and meals are nutritionally sound and approved 

by Canada’s Food Guide. If we change the menu for any reason, a sticky note will be posted on 

the menu for you to view when you arrive to pick up your child. If you have an infant enrolled in 

our program, please provide bottles and infant or junior food that they may need for the day. 

Please clearly label everything and place it in the infant room fridge. If your infant requires a 

soother, please provide one. Please refrain from bringing in sweets for your child, except on   

special occasions. We celebrate all birthdays at HHDC, so feel free to bring in a peanut free cake 

or cupcakes for your child’s special day.  Cakes are also available by pre order from our caterer. 
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3.13 Allergies 

As mentioned, we are a peanut free centre. Also, any allergies that your child may have will be 

posted in the classrooms, kitchen area and on their registration forms. Please mark down 

clearly any allergies that your child may have. Please clearly mark down food restrictions as 

well. Also, update any changes in allergies in writing immediately as they become available. 

If your child’s allergy is serious enough to require an EPI-PEN, one MUST be left at the daycare 

(EPI-PEN must be current dated) along with a recent photo of your child. This will be put in a 

place that is accessible to all staff, should the necessity arise. All staff are instructed in the use 

of the EPI-PEN. 

 

3.14 Anaphylactic Policy 

All staff, students and/or volunteers employed at Helping Hands Daycare will sign the 

anaphylactic policy before commencing work. The parent will train the center supervisor and 

one staff member in the child’s room on the procedures to follow in the event of their child 

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

anaphylaxis and how to administer medications.  The parent will give permission for either of 

these staff members to train other staff, students, and volunteers on the child’s anaphylactic 

policy. All staff, students and volunteers MUST be trained on the child’s emergency plan before 

commencing work and annually thereafter. 

Definition: 

Anaphylaxis is a powerful reaction to a substance eaten or injected can occur within minutes or 

even seconds. This reaction, called anaphylaxis, can cause death if it is not treated immediately. 

Common causes of anaphylaxis: 

Well-known causes of anaphylaxis include: 

*medications (penicillin and related drugs, aspirin, sulfa drugs) 

*food and food additives (shellfish, nuts, eggs, monosodium glutamate, nitrates, nitrites) 

*insect stings (honeybee, yellow jacket, wasp, hornet, fire ant) 

*plant pollen 

*radiographic dyes 

Four routes of entry for allergies: 

1. Inhalation 

2. Ingestion 

3. Absorption 

4. Injection 

Caution- do not mistake anaphylaxis for other reactions such as hyperventilation, anxiety 

attacks, alcohol intoxication, or low blood sugar. 

What to look for: 
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Anaphylaxis typically comes on within minutes of exposure to the offending substance, peaks in 

15-30 minutes, and is over within hours. 

Signs and symptoms of anaphylaxis includes: 

*sneezing 

*shortness of breath 

*hives/rash 

*tightness and swelling in the throat 

*tightness in the chest 

*increased pulse rate 

*swelling of the mucous membranes (tongue, mouth, nose) 

*blue around lips and mouth 

*dizziness 

*nausea and vomiting 

 

HHDC will reduce the risk of exposure to anaphylactic causative agents in the child care by 

being peanut free, reading all ingredients on packaging before giving food to a child who has an 

anaphylactic reaction, insuring that Food for Tots is aware of child’s dietary allergies and that 

these are posted in all rooms.  Any items for crafting and sensory programming will only be 

used if no child in the centre has anaphylactic reaction to the item being used.  Information will 

be updated, staff informed and retrained depending on the life threatening allergies of the 

children enrolled. 

 

HHDC’s Communication Plan for Anaphylaxis  

General information on the life-threatening allergies, including anaphylactic allergies, for the 

staff, parents, students and volunteers is included on the front of all children’s Individual 

Anaphylactic Plans, as well on Allergy/Restrictions/Epi Pens list that is displayed in all rooms 

and in the kitchen (food preparation area).  Parents are notified upon arrival into the daycare 

that there are children present with anaphylactic allergies requiring the use of epi pens.   

Upon registration, parents are required to fill out information in the registration package, as to 

whether or not their child has any allergies or restrictions, including whether the child is at risk 

of anaphylaxis. 

HHDC has signs posted upon arrival and inside of the building informing parents, staff, students 

and volunteers that there are children attending the centre who are at risk for potentially life-

threatening allergies and the foods and causative agents to be avoided. 

We will review the strategies intended to reduce the risk of exposure to life threatening 

allergies as needed.  

When being informed of a child’s food/causative agent, the Supervisor or Assistant Supervisor 

will inform Food for Tots of the child’s allergy/restriction so that an appropriate food substitute 
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can be provided.  The child will then be added onto the Allergy/Restrictions/Epi Pens list, 

parents will fill out an Individual Anaphylactic Plan, train teachers and Supervisor, who will then 

train and inform all other staff, students and volunteers.  The information will be posted in the 

child’s room as well as in their file, in the room’s emergency information binder and the 

information will be logged in the log book. 

When a child with an anaphylactic plan is part of an evacuation or participating in an off-site 

field trip and a medical situation arises, staff will follow the instructions on medication 

administration as per the child’s anaphylactic plan (a copy is kept in the room’s emergency 

information binder). 

In the event of an anaphylactic emergency the following procedures will be implemented: 

1. The supervisor, assistant supervisor or the head teacher in the room clearly directs another 

staff member to call 911. This staff member MUST return to confirm 911 has been called. 

2. Determine if the victim has medication for allergic reactions. If the victim has a prescribed 

epinephrine auto-injector, help the victim use it. If you are assisting with or using an auto-

injector, follow these steps: 

a) Remove the safety cap. The auto-injector is now ready for use. 

b) Support the victim’s thigh and place the black tip of the auto-injector lightly against the outer 

thigh. 

c) Using a quick motion, push the auto-injector firmly against the thigh and hold it in place for 

several seconds. This will inject the medication. 

d) Remove the auto-injector from the thigh. Carefully reinsert the used auto-injector, needle 

first into the carrying tube. A small amount of medication will remain in the device, but the 

device cannot be reused. 

3. Keep the responsive victim sitting up to help breathing. Place an unresponsive on his or her 

side. 

*If the victim has a prescribed epi-pen because he or she has a history of severe allergic 

reactions and the victim’s contact with the allergen was witnessed or confirmed, the first aider 

may assist the victim with using their epi-pen. If the victim is unable to do so, the first aider may 

administer the epi-pen. 

4. The supervisor, assistant supervisor or the head teacher in the room clearly directs another 

staff member to call all contact numbers on child’s medical plan to inform parents/contact of 

situation and what has been done and is happening with their child. This staff member MUST 

return to confirm that they have reached someone on the child’s contact list and informed 

them of the current situation and what is/has been done for their child to date. 

5. The supervisor, assistant supervisor or the head teacher in the room clearly directs another 

staff member/s to redirect other children in the group to a safe place/area. 
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3.15 Harassment 

In keeping with the spirit of equality, HHDC maintains a policy that staff members must abide 

by. We do not tolerate harassment on grounds of race, creed, colour, sex, sexual orientation, 

age, religion, marital status, or handicap. Staff and families are expected to refrain from such 

negative behavior and action will be taken in the event that anyone decided to ignore this 

policy. We ask that all families treat each other with respect and therefore set good examples 

for the children. Parents are not permitted to discipline someone else’s child. If there is an 

issue, please bring it to the attention of the teacher or supervisor. 

 

3.16 Emergency Management 

In the event of an emergency evacuation, children will be brought to one of the following sites; 

-St Mary Catholic Secondary School (734 Kingston Road Location) 

-E.B Phin Public School (376 Kingston Road Location) 

-Winchester Public School (5959 Anderson St Location) 

-Carruthers Creek Community Church (60 Ashbury Road Location) 

-Courtice Secondary School (2727 Courtice Road location) 

-Roland Michener Public School (458 Fairall St. location) 

Sinclair Secondary School (660 Taunton Road Location)                                                                            

Parents will be notified to pick up their child at these locations.     

In the event of a severe snow storm, the daycare MAY close early or not open at all. Please call 

the daycare in the morning or listen to your local radio station for any such closures. 

 

HHDC has an Emergency Management Policy and Procedure that all employees, students and 

volunteers will follow in the event of an emergency. 

Staff will ensure that children are kept safe, are accounted for and are supervised at all times during an 

emergency situation. 

For situations that require evacuation of the child care centre, the meeting place to gather immediately 

will be located at:  

Courtice Secondary School- 1717 Nash Road, Courtice Ontario, L1E 2L8 

If it is deemed ‘unsafe to return’ to the child care centre, the evacuation site to proceed to is located at: 

 York University- 4700 Keele St, Toronto, Ontario M3J 1P3 

 

Communication with parents/ guardians 
 
As soon as possible, the supervisor must notify parents/guardians of the emergency situation 

and that the all-clear has been given. 
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Where disasters have occurred that did not require evacuation of the child care centre, the 

supervisor must provide a notice of the incident to parents/guardians by phone or email. 

If normal operations do not resume the same day that an emergency situation has taken place, 

the supervisor must provide parents/guardians with information as to when and how normal 

operations will resume as soon as this is determined. 

Upon arrival at the emergency evacuation site, the supervisor will notify parents/guardians of the 
emergency situation, evacuation and the location to pick up their children. 
 
Where possible, the supervisor will update the child care centre’s voicemail box as soon as possible to 

inform parents/guardians that the child care centre has been evacuated, and include the details of the 

evacuation site location and contact information in the message. 

3.17 Serious Occurrence Notification 

The Children’s well- being is our number one priority, however, in spite of all the best 

precautions; serious occurrences can sometimes take place.  This does not necessarily mean 

that the operator is out of compliance with licensing requirements or that the children are at 

risk in the child care program. 

A Serious Occurrence could include: serious injury to a child, fire or other disaster on site, or 

complaint about service standard. 

All serious occurrences are to be reported to the Ministry and posted within 24 hours in a 
conspicuous place in the centre at or near an entrance commonly used by parents.  The form 
will be posted near the child care License and Summary chart.  In the case of allegation of abuse 
or unverified complaints, the form will be posted right away not when the investigation is 
complete. 
The Serious Occurrence Notification Forms will be updated with any additional action, or when 

an investigation is completed.  All forms will be posted for a minimum of 10 business days, from 

the last date that a change was made.  All forms will be kept for a minimum of 2 years and will 

be available upon request. 

All information on the forms will protect all the individuals involved in the serious occurrence; 

no child or staff names, initials and age or birth date will be used.  No age group identifiers will 

be used, e.g. preschool room; toddler room. 

 

3.18 Meeting Children’s Special Needs 

HHDC prides itself on accepting children with many diverse and special needs. As a parent, it is 

very important that you identify any special needs that your child may have. We work with 

many agencies in Durham that can assist us with your child’s care. These agencies can also 

assist you with home services or future school issues that may arise. Many of our staff have 

years of experience working with various levels of special needs and are always willing to work 

with the parents to make your child’s day a great one. 
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3.19 Inclusion Policy 
At Helping Hands Daycare we actively promote inclusive practice in order to best meet the 
needs of children, families and staff of our centre. All children are welcome to attend HHDC 
regardless of ability, need, background, culture, religion, gender or economic circumstances. 
Through inclusive practice, we aim to reflect our wider community and promote positive 
attitudes for both the similarities and differences in each other. In order to achieve this, we 
actively engage with children, parents and other organizations. 
 
We believe that children have the right to attend the childcare centre of their choice. We will 
make every attempt possible to be responsive to the needs of the children and families within 
our community. Like all children, children with special needs are welcome into our programs 
and we feel that including children of varying needs and abilities enhances the entire childcare 
experience for all children, parents and caregivers. Children learn the uniqueness and 
individuality of people and learn to understand and accept everyone. Our staff are dedicated to 
being collaborative and flexible in their approach to caring for and supporting all children to 
develop to their maximum potential. We believe in forming partnerships with families and 
outside service providers to find ways to include and meet the developmental needs of all 
children and remove barriers that prevent children from actively participating in our programs. 
Children with special needs require child care for the same reasons as all children; to grow, 
develop and learn friendship building skills and social inclusion. 
 
Definition of ‘special needs’: 
Children who, due to emotional, familial, physical, behavioural, developmental, cognitive, 
communicative or emotional factors, are at risk of not maximizing their potential. Special needs 
encompasses children who require support and assistance with daily living, whether formally 
diagnosed or not, and whether a diagnosis is short or long term in nature  
 
Special needs resource staff is defined as: 
Staff that are funded by Resources for Exceptional Children to support licensed child care 
programs for the provision of providing consultation, training, referral, case coordination 
transitional support, and advocacy. 
 
Procedures: 
 All staff at HHDC understand and agree to support inclusive practices as outlined in the 
Inclusion Policy. Staff attend special needs-focused training opportunities on effective inclusive 
programming whenever possible. When a child requires assistance with personal care, it will be 
done in a private and dignified manner. Where possible, we adapt resources in our program 
rooms and will move furniture to create a positive safe environment and ensure all areas are 
accessible for all children. 
 
Programming: The staff adapt to the environment and routines as necessary to meet the needs 
of the children enrolled. The staff develop flexible programming that can be adapted as 
needed. 
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Confidentiality: All staff have signed confidentiality agreements upon hiring. Staff are aware 
that they will receive and have access to confidential information about children and families 
and they agree to keep this information in strict confidence. 
 
Partnerships: HHDC will work collaboratively with parents and outside service providers to 
ensure that the needs of the children are met. We will, with the consent of the parents, refer 
children to outside service providers when we feel, or the parents feel, that a child may require 
additional support. 
 
Admission/Registration: All families interested in registering their child are dealt with in a fair 
and equitable manner 
 
Transitions: Children with special needs may require extra support when transitioning to a new 
age group. It is preferred that children move to the next age group as their same-age peers. 
When a child is unable to progress with their peer group, a collaborative plan is developed by 
the program staff, the parents and support agencies. 
 
Withdrawal: If the Centre is having difficulties meeting the child’s needs, we will ensure that: 
• All families asked to withdraw are dealt with in a fair and equitable manner 
• The notice of withdrawal is consistent with the withdrawal policy of the Centre and is the 
same for all families 
• Reasonable care has been taken in assessing the child’s needs and the program’s ability to 
support those needs 
• Special needs resources and outside agency support has been exhausted prior to the notice of 
withdrawal 
 
HHDC will review its inclusion policy and procedures regularly to ensure it is current with 
respect to the legislation. The policy will be reviewed annually and signed off by staff, students 
and volunteers. The parent handbook will also include the inclusion policy for parents to 
review. 
 

3.20 Summer Safety 

HHDC has implemented a SUN SAFE policy for your child. Please provide the following: 

-Sunscreen/ Sunhat/ Sunglasses (Suitable outdoor clothing that protects from the sun) 

-Running shoes are preferable for outdoor play as sandals can often be a tripping hazard 

-Water Bottle 

Whenever possible, children will stay out of direct sunlight during peak hours. Shaded areas will 

be provided. 

Outdoor play is an important part of a child’s physical development and provides learning 

opportunities different from indoor environment. Adequate supervision in a safe environment 

allows children to explore more freely. Play in a safe outdoor environment promotes good 

health and reduces the risk of injury to children and staff. 
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It is one of our top priorities to prevent injury and accidents relating to hazardous water. We do 

not promote the use of unregulated standing bodies of water for example; ponds, in-ground, 

above ground, portable, kiddie, inflatable wading –type, hydro-massage pools, hot tubs and 

spas. As a safer alternative we encourage the use of splash pads, sprinklers, hoses or water 

tables under close supervision at all times.  

 

3.21 Insect Repellent 
Due to the increased presence of ticks in Ontario we are introducing a new policy regarding 

insect repellent. 

If you chose to provide insect repellent for your child to use, please see the supervisor or your 

child’s teacher for a permission slip.  

The insect repellent must be a pump spray only and clearly labelled with your child’s name on 

it. 

 

3.22 Toys from Home 

HHDC classrooms are fully equipped with a wide variety of age appropriate and educational 

toys. Children are discouraged from bringing toys from home. Special show & tell days are 

available if your child wishes to bring in special toys on that day. The daycare will not be 

responsible for any lost or broken toys. Please remember that only non-violent toys will be 

allowed. School age children may bring in electronics during school breaks. 

 

3.23 Parent Issues and Concerns 

The policies set out are applicable to all clients of HHDC and are intended to ensure that all 

clients are treated fairly and consistently. It is the responsibility of the Executive Director and 

/or Supervisor to ensure that all conditions, procedures, and decisions for clients are not 

unsafe, disrespectful, intrusive, or fail to provide appropriate confidentiality and privacy. 

In the event that a parent has a concern about the centre, it is important that this matter be 

brought to the attention of the child’s teacher or supervisor, either via email/phone call.   The 

Executive Director and /or Supervisor will respond to the parent concern/issue as soon as they 

are made aware of it (either via email or phone call) and let the parent know what steps are 

being done to address their concern/issue.  The parent will then be updated accordingly (either 

via email or phone call) if further steps/actions are required and are being done.  Contact with 

the parent will continue and every effort will be made to address their concerns/issues so that, 

as a parent, they can continue to trust in the care that they and their child are receiving. 

An initial response to an issue or concern will be provided to parents/guardians within 2 
business days. The person who raised the issue/concern will be kept informed throughout the 
resolution process. 
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Investigations of issues and concerns will be fair, impartial and respectful to parties involved. 

When an employee of HHDC receives a concern/issue from a parent they are to inform the 

Executive Director and /or Supervisor immediately.  The Executive Director and /or Supervisor 

will keep the staff updated on what is being done and the outcome of the parents 

concern/issue. 

Confidentiality 

Every issue and concern will be treated confidentially and every effort will be made to protect 
the privacy of parents/guardians, children, staff, students and volunteers, except when 
information must be disclosed for legal reasons (e.g. to the Ministry of Education, College of 
Early Childhood Educators, law enforcement authorities or a Children’s Aid Society).  

Conduct 

HHDC maintains high standards for positive interaction, communication and role-modeling for 
children. Harassment and discrimination will therefore not be tolerated from any party. 

If at any point a parent/guardian and/or staff feels uncomfortable, threatened, abused or 
belittled, they may immediately end the conversation and report the situation to the head 
office. 

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 Aid 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. 

http://www.children.gov.on.ca/htdocs/English/childrensaid/reportingabuse/CASLocations.aspx


 

 

Procedures 
Nature of Issue 

or Concern 
Steps for Parent and/or Guardian to 

Report Issue/Concern: 
Steps for the supervisor  in 

responding to issue/concern: 
Program-Related 

E.g: schedule, toilet 

training, 

indoor/outdoor 

program activities, 

menus, etc. 

Raise the issue or concern to 

-  The supervisor directly or the assistant 

supervisor 

 

 

- Address the issue/concern at the time it is 

raised; or 

- arrange for a meeting with the parent/guardian 

within 2 business days. 

 

Document the issues/concerns in detail.  

Documentation should include: 

- the date and time the issue/concern was 

received; 

- the name of the person who received the 

issue/concern; 

- the name of the person reporting the 

issue/concern; 

- the details of the issue/concern; and 

- any steps taken to resolve the issue/concern 

and/or information given to the 

parent/guardian regarding next steps or 

referral. 

 

Provide contact information for the appropriate 

person if the person being notified is unable to 

address the matter. 

 

Ensure the investigation of the issue/concern is 

initiated by the appropriate party within 2 business 

days or as soon as reasonably possible thereafter. 

Document reasons for delays in writing. 

 

Provide a resolution or outcome to the 

parent(s)/guardian(s) who raised the issue/concern. 

General, Agency- or 

Operations-Related 

E.g: fees, placement, 
etc. 

Raise the issue or concern to 

- The supervisor directly or the assistant 

supervisor 

 

Provider-, Staff-

and/or Licensee-

Related 

E.g: conduct of 

provider or staff 

Raise the issue or concern to 

- The supervisor directly or the assistant 

supervisor 

 

All issues or concerns about the conduct of the 

provider or staff that puts a child’s health, safety 

and well-being at risk should be reported to the 

head office as soon as parents/guardians become 

aware of the situation. 

 Other related 

concerns 

 

Raise the issue or concern to 

- The supervisor directly or the assistant 

supervisor 

 

All issues or concerns that put a child’s health, 

safety and well-being at risk should be reported to 

the head office as soon as parents/guardians 

become aware of the situation. 

Student- / Volunteer-

Related 

Raise the issue or concern to 

- the supervisor directly or the assistant 

supervisor 

 

Note: All issues or concerns about the conduct of 

students/volunteers that puts a child’s health, 

safety and well-being at risk should be reported to 

the head office as soon as parents/guardians 

become aware of the situation. 
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Escalation of Issues or Concerns: Where parents/guardians are not satisfied with the response 
or outcome of an issue or concern, they may escalate the issue or concern verbally or in writing 
to newdaycarelakeside@hotmail.com or 905-837-8444 

Issues/concerns related to compliance with requirements set out in the Child Care and Early 
Years Act., 2014 and Ontario Regulation 137/15 must be reported to the Ministry of Education’s 
Child Care Quality Assurance and Licensing Branch. 

Issues/concerns may also be reported to other relevant regulatory bodies (e.g. local public 
health department, police department, Ministry of Environment, Ministry of Labour, fire 
department, College of Early Childhood Educators, Ontario College of Teachers, College of 
Social Workers etc.) where appropriate. 

Ministry of Education, Licensed Child Care Help Desk: 1-877-510-5333 or childcare_ontario@ontario.ca 

 
3.24 Extracurricular Activities  
We are pleased to offer some extracurricular activities at most of our locations. Dance, Yippee 
Kids Yoga and Storytime with Mingo are available, some at an additional cost. Please inquire at 
the location that you wish to register for options.  
 
3.25 HiMama  
Helping Hands was the first in Durham Region to introduce the HiMama program to daycare 
families. This amazing app gives parents real time information and pictures about their child’s 
day, every day. Attendance, daily activities, diapering, toileting, meals, snacks, mood/health 
and as well as their child’s developmental domains are sent to your email. This is a free service 
and you control who has access to your child’s information and pictures. You may choose to 
allow grandparents access or other friends and relatives who may enjoy the daily updates. This 
app also allows you to comment on the information and pictures that are sent to you. General 
questions can be asked on this app but as always, please email or call the centre for anything 
not related to the daily reports.  
 
3.26 Communication with the Centre  
As Social Media expands rapidly in our ever changing world, we ask that you just use phone 
calls and/or emails for communication between the centre and staff. Sending information 
through Facebook or text is not reliable and there is no guarantee that the centre will receive 
the correspondence.  
Although we encourage professional relationships amongst our staff and the families, please 
refrain from obtaining staff phone numbers and using this as a method of communication (e.g. 
calling in to tell us your child is ill)  
As all daycares in Ontario are mandated under the Ministry of Education, we follow many of the 

same rules and regulations .We strongly caution Facebook connections between staff/parents. 

Our staff are an extension of our centres so therefore it is important to remain and act in a 

professional manner inside and outside of the workplace. 

mailto:newdaycarelakeside@hotmail.com
mailto:childcare_ontario@ontario.ca
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SECTION 4: ORGANIZATION INFORMATION 

4.1 History of Helping Hands Daycare 

Helping Hands Daycare was founded in 1989 in Ajax, Ontario by Nancy Eickmeier, R.E.C.E. 

Nancy ran a small centre in Ajax with a capacity of 45 children. In 1990, the first Pickering 

location was built in the Amberlea area. Eleven years later, the location was moved to Kingston 

Road with a capacity of 108 children. In 2003, HHDC grew again, opening a centre in Brooklin 

with a capacity of 103. In 2006 our second Pickering location opened at Rougemount with a 

capacity of 112. In 2008 our 4th location opened in Ajax, Lakeside on Ashbury Boulevard, with a 

capacity of 116 children. At the beginning of 2010, we opened our 5th location in Courtice, with 

a capacity of 77, In 2010 we opened in Ajax at Westney on Fairall Street. Our newest centre 

opened in the fall of 2011 in  Whitby at Thickson and Taunton.  Our centre’s offer care from 

new born to 12 years old and we operate 12 months a year. Our staff are loving, dedicated 

people who have a true love for the children that they work with. Many of our families and staff 

have been with us for years and we have developed memories that will last a lifetime. 

HHDC has two special events that should not be missed, our Christmas concert and summer 

picnic. They are both truly memorable occasions. We also participate in charitable fundraisers 

such as Sick Kids Walkathon, the Terry Fox Run, Pennies from the Heart Campaign for R.F.E.C 

and we also support MADD Canada. 

 

4.2 Parent Participation 

We organize trips throughout the year and count on parent volunteers to assist if you can. If 

you feel that you can help out, let us know when we book our trips. Also, if you would like to 

come to the daycare with any special talents or crafts, we would love to have you. 
 (If you are going to volunteer you will need a Criminal Reference Check and Immunization record on file) 

In closing, we would like to say welcome to our centre! We are pleased that you have chosen 

Helping Hands Daycare and look forward to a long-lasting relationship with you and your child. 

 

Things to bring with you on your first day: 

Please provide your child with the following: 

Infant/Toddler rooms: 

Plastic bib (toddler one and infant only) 

Thin blanket of breathable fabric for Toddlers/sleep sack for Infants 

Bottles (infants only) 

Soother with a labeled cover/container (toddler one and infants only) 

Change of clothes 

Special dietary foods/drinks 

Sun block 

Hat 
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Full winter gear  

Water bottle  

Family Picture for display in your child’s room 

Diapers, wipes and cream if needed 

 

Preschool: 

Thin blanket of breathable fabric  

Change of clothes 

Special dietary food/ drinks 

Pull- ups/ wipes if needed 

Sun block  

Hat 

Full winter gear 

Water bottle 

Family Picture for display in your child’s room 

 

Non-prescription medication, such as Tylenol/Advil/Benadryl etc. You must provide a doctor’s 

note with the following information on it: child’s full name, weight, dosage amount (example 

Johnny can receive 5mls of Children’s Tylenol every 4 hours for a fever of 38 degrees Celsius or 

higher) doctors signature and address on the prescription pad/note. Please provide the 

medication your child will require and you will have to fill out a medication form when it has 

been brought into the daycare. 
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A copy of this form will be in your registration package. Please sign and return it 

to the daycare prior to your start date! 

 

 

I_________________________________ have received and read the Parent Manual and agree 

to abide by the policies and procedures as outlined.  I am also fully aware that I am the 

responsible party for all child care fees for all services rendered. 

 

 

 

Parent Signature: _________________________________ 

 

Date: __________________________ 

 

 

Non-refundable registration fee received                      (   ) YES  (   ) NO 

                   $25.00 

 

 

Non-refundable holding fee received      (   ) YES   (   ) NO 

       $300.00 
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