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INTRODUCTION


Welcome to Utica Community Daycare Incorporated. We are glad you have chosen our daycare to care for the needs of your child. While it is a great responsibility to be entrusted with the care of another person’s child, it is also a great compliment. We are confident you will be satisfied with the care we provide for your child, but want you to know that in order to work together as a team we require your feedback, welcome your suggestions, and want to hear your concerns! We hope you, too, will be open to our feedback and suggestions. We encourage parents to take advantage of our open door policy and come to visit anytime.


Utica Community Daycare Incorporated is a non-profit daycare licensed under the Day Nurseries Act by the Ministry of Community and Social Services.  Epsom-Utica United Church founded the daycare in May 1987 as an outreach project in the rural community. A volunteer Board of Directors operates Utica Community Daycare Incorporated. Initially the Board of Directors was comprised primarily of church members or adherents. The necessity of broader community involvement was recognized and the daycare was with its own non-profit charter. Currently the Board of Directors are daycare parents, members of the community, and members of the congregation of Epsom-Utica Church.


The daycare operates out of the lower level of Utica United Church. The education space is open concept with one large room being divided into two smaller rooms: one for the Toddler unit and one for the Preschool unit. In addition, there are two washrooms, a full kitchen, a cubby area for the children’s belongings, office, storage and laundry space. The rural setting provides for two large and beautiful playgrounds: One for the Toddlers, and one for the Preschoolers. Both playgrounds are completely fenced and contain a variety of gross motor equipment, which is developmentally appropriate for each age group.

PHILOSOPHY

The goal of Utica Daycare is to promote the growth of the whole child through programming and activities, which support learning in the physical, social, emotional, cognitive and creative areas. 

Programming is based on the Cognitive-Interactionist Theory of early childhood education, which allows children to take an active part in their own learning in all developmental areas. Children are given the opportunity to make choices within a safe and supportive environment and programming is geared towards the needs of the children at each stage of their development.

With the firm belief that is it the parent who knows their child best, staff strive to work in co-operation with parents to guide and prepare children for the school experience and for life as a whole. 

MISSION STATEMENT


Utica Community Daycare provides quality childcare to the families of the surrounding communities. We offer a safe, nurturing, and loving environment, a developmentally appropriate and meaningful program, nutritious food, interaction with the community, and parent support.

AGES OF CHILDREN

	Toddlers
	18 months to 2½ years
	can accommodate 5 children

	Preschool
	2½ years to 5 years
	can accommodate 16 children

	School-Age
	6 to 12 years – AM or PM
	can accommodate   8 children


Toddler ratios are 5 children to 1 teacher.

Preschool ratios are 8 children to 1 teacher.

School-age children are picked up from the bus and join our preschool classroom. Care is also provided for school-aged children on PA days and school vacations, with advanced notice. Do not assume we will have a spot for your child, please see the Supervisor to register your child for the full day.

DAYS AND HOURS OF OPERATION


At Utica Community Daycare Inc. we provide full-time and/or part-time care as well as before/after school programs.  Full-time care is available Monday to Friday from 7:00 am to 6:00 pm.  

PROGRAM


The daily program of activities is centered on each child’s needs. Given “play” is the avenue through which children learn best; our learning centers provide a variety of exciting play opportunities. These activities are planned to stimulate:

· Curiosity, creativity, and cognitive skills

· Self-esteem and decision making capabilities

· Gross and fine motor development

The programming is based on themes that can last anywhere from a week to a month depending on the children’s interest and possibilities to expand on the subject matter. Both the toddler and preschool units include stories, music and rhythm, art experiences, nature and science activities, sensory experiences, quiet and individual play experiences, and group time (circle).

STAFFING


The Supervisor of Utica Community Daycare is educated in Early Childhood Education, having held an ECE diploma for a minimum of two years and having a minimum of five years experience in the field of childcare, or by special permission from the Ministry of Community and Social Services.


The Assistant Supervisor also holds a diploma in Early Childhood Education, having at least one year of experience following graduation from the ECE program. 


The Head teachers in each unit are also staffed by an Early Childhood Educator. Childcare assistants are carefully selected for experience and background in working with children.


We also employ a cook trained in safe food handling and a designated cleaner. All our staff hold valid certificates in First Aid and CPR.

ADMISSION AND DISCHARGE


An interview will be arranged to familiarize you and your child(ren) with the centre.  After a tour of our facilities, you will receive an enrollment package and any questions you may have will be answered.  All the forms in your enrollment package will need to be completed, with copies of immunization records, before your child’s first day at Utica Community Daycare.  You are encouraged to visit the centre with your child before his/her first day to minimize fears and reassure your child.


Any withdrawal of your child from the centre, even temporarily, must be done so in writing.  Written notice must be given two weeks in advance, otherwise two weeks full program fees will be charged.  If you wish to withdraw your child temporarily, that spot cannot be held, and your child’s name will then be placed on the waiting list.


It is the policy of Utica Community Daycare to ensure that the best interests of each individual child and the group of children, as a whole, are met. Therefore, in the event that the physical, social, emotional, and cognitive needs of a particular child can not be met through staff and outside agency support, Utica Community Daycare will regrettably request that the parent/guardian withdraw the child from the center. A request to withdraw the child will occur after all other avenues available to the daycare have been exhausted.

FEE SCHEDULE

Please contact Utica Daycare for current fees.

FEES


Payment of fees by cheque is preferred. Cheques are made out to Utica Community Daycare and are due on the first day of the week to avoid late penalties.  Cheques should be placed in the lock box located beside the front inside entrance. 


When a change to the existing fee schedule is required, the Board of Directors will provide users with two-weeks advanced notice. Fundraising assists with keeping fees constant each year, so all volunteer help is greatly appreciated. 

RECEIPTS


Childcare fees are tax-deductible and a yearly receipt for income tax purposes will be issued. This receipt should be retained should Revenue Canada require your records.

FEE SUBSIDY


Subsidized spaces may be available to eligible families. Further information regarding fee subsidy can be obtained from the Supervisor.

FULL-TIME SPACE PRIORITY POLICY


In order to achieve optimum attendance and income necessary to the continuing operation of Utica Community Daycare, and to serve and ensure the continuity of service to clients whose children are registered as Toddlers, but must graduate to the Preschool program, a full-time space priority policy will be implemented.


In the event that a part-time or occasional space is no longer available, the client will be offered the right of first refusal to register their child full-time and/or pay full fees. If the full-time space is refused, the client will be given 2 weeks notice to make other arrangements for their child’s care. Every reasonable effort will be made to accommodate and satisfy the attendance needs of part-time and occasional clients. 

 ARRIVAL AND PICK-UP


Regular routines help children instill confidence and security in their environment.  We ask that you establish fixed hours to pick up and drop off your child.  If you are going to be later than usual, we would appreciate a phone call to allay any fears your child may have when others start to leave before him/her.  The teacher could then comfort and reassure your child that you are running late and will be arriving soon.  When you and your child enter the centre in the morning please help him/her take off outdoor clothes, and put on indoor shoes.  We also request that you make the teacher aware of your child’s presence in the room.  The teacher on duty will have a sign-in sheet to record your child’s arrival and departure times.

HOLIDAYS AND SICK LEAVE


Payment is required in full for all sick days and statutory holidays.  


Utica Daycare will be closed for the following stat holidays:

New Year’s Day

Canada Day

Thanksgiving Day



Family Day


Good Friday

Civic Holiday



Christmas Day


Victoria Day

Labour Day



Boxing Day


Closures for Easter Monday, and the period between Christmas and New Years will be reviewed annually and parents will be notified accordingly. 


INCLEMENT WEATHER POLICY


Being a rural daycare, Utica Community Daycare is sometimes subject to harsh and inclement weather. Staff will make every effort to have the centre open on time, however please call the centre before you head out in the morning to ensure staff have arrived safely. Staff will change the outgoing answering machine message to keep you updated. 

LATE FEES


If you are unable to pick up your child before the centre closes at 6pm, we would appreciate a phone call.  Parents who are late picking up their children will be given a verbal warning on their first offence, charged a late fee of $1.00/minute for a second offence and be charged $2/minute for a third offence. The Utica Daycare Board of Directors will address any further offences. This fee is payable, upon your arrival at the center, to the staff on-site.  We realize that emergency situations are beyond your control and the supervisor will review these cases individually.

RETURNED CHEQUES


In the event that a cheque is returned from the bank for insufficient funds, a fee of $25.00 will be added to your account.  Utica Community Daycare thereafter, reserves the right to request all future program fees to be paid with a certified cheque or cash.

NUTRITION


Utica Community Daycare provides nutritious meals that are prepared on site. We provide morning and afternoon snacks as well as, a balanced lunch. We have a four-week rotating cycle for menus. We also change the menus with the season. The menus will be posted for you for a two-week period of time.


Morning snack will be served from 8:30-8:45 am and afternoon snack from 2:30-2:45 pm.  Please be aware that these are snacks, not meals, and ensure your child has breakfast before coming to the center. Due to allergies, outside food is not permitted in the centre. Please ensure your child has finished eating before coming into the centre.

HEALTH AND ADMINISTRATION OF DRUGS


The Day Nurseries Act stipulates that prior to admission; each child must be immunized as recommended by the Health Department.  Utica Community Daycare requires that a medical form be completed before your child is enrolled in the centre.


Ministry regulations require daily outdoor play for each child; therefore, it is our policy that children who are too ill to play outside and participate fully in all activities, remain at home.  If your child becomes ill with the following symptoms while at the daycare, you will be notified and asked to make arrangements to pick up your child.

· Elevated temperature, flushing, pallor, listlessness

· An acute cold, nasal discharge, or extreme coughing

· Vomiting

· Two instances of diarrhea

· Discharge from eyes

· Undiagnosed skin rash or infection

· Unusual irritability, fussiness, restlessness

· Symptom of any other communicable disease

A medical certificate may be required for re-entry to the Center after a lengthy illness or communicable disease. Children who were ill may return to daycare only after they have been symptom free for 24 hours (unmedicated) or have taken at least 2 doses of a prescribed medication.


The daycare is required to notify parents if a communicable disease is present in the center. The names of the ill children will not be released under any circumstances.

MEDICATIONS


Utica Daycare will administer only current medication that is prescribed by a doctor or another licensed practitioner.  In order to do this we require that the parents provide:

1. Written authorization, including the name of the medication, dosage, times to be administered and any possible side effects.

2. Medication is to be given directly to staff to be placed in a locked container, so he/she can have the parents sign the appropriate forms.  Medications are not to be left in cubbies or bags. The following fines will be applied if medication is found in cubbies: 1st offence – written warning, 2nd offence - $20.00 fine, 3rd offence - $40.00 fine, etc.

3. Medication is to be in its original container, clearly labeled with the child’s name, name of medication, dosage, date of purchase and instructions for storage and administration.

DRUG ADMINISTRATION POLICY


We understand that due to frequent illnesses among children, there will be times where administration of medication is necessary by the staff.  Utica Community Daycare will administer current medication to children when prescribed by a physician.

PROCEDURE  

1. Before medications can be administered the parents must fill out an authorization form.

2. The parents must hand deliver the medication in its original container and give the written instructions to the appropriate staff member.

3. Medication is to be stored as directed on the bottle and kept in a locked container.

4. When administering medication the child must be taken from the activity area to a quiet, well lit location with the least possible disruptions.

5. For children receiving medication an entry must be made on their medication authorization form.  Staff giving the medication will list the dose and time.  If a dose is omitted the reason must be stated (child absent, etc.)

6. When the medication is completed or the end date has come the form will be placed in the child’s file.

7. All left over medication is to be returned to the parents for disposal.

EMERGENCY ACETAMINOPHEN ADMINISTRATION POLICY


It is sometimes necessary to administer Tylenol to children without sending them home; if a child is running a low grade fever but is not lethargic or showing signs of illness, or perhaps in the case of younger children, teething pain.


Staff will administer Tylenol in such a circumstance only after verbal approval by a parent, providing a Tylenol permission form has been filled out in advance and the Tylenol has been provided by the parent. This service is optional.


After administering Tylenol, the staff will fill out the form with reason, time, dosage; parent contacted, and will have the form ready to sign when you pick up your child at the end of the day.


The medication must be provided by the parent and accompanied by a doctor’s note stating the type of medication, child’s name, weight, dosage and temperature for administration. These notes must be updated every 4 months.

ALLERGIES


Anaphylaxis is a serious allergic reaction and can be life threatening. The allergy may be related to food, insects, medicine, latex, etc. At Utica Daycare, we have an Anaphylaxis Policy to ensure the safety of the children in our care. An individual plan will be implemented for each child with a serious allergy. 


Parents of children who are known to be allergic or anaphylactic must inform the supervisor of the child’s condition, the food or non-food substances that trigger a reaction, the symptoms of a reaction and the treatment required before the child will be admitted to the daycare. This information will be posted in highly visible areas, along with a picture of the affected child. Staff must be trained by the parent or a doctor on the correct treatment for a reaction PRIOR to the child’s first day at Utica Daycare.


It is the responsibility of the parents to ensure that the daycare is properly informed of their child’s condition on an on-going basis, the treatment protocol supplied by the child’s doctor and that the daycare is supplied with sufficient epinephrine injectors to treat an anaphylactic reaction.


Injectors must be provided by the parents and will be kept at the daycare. Parents will be required to sign a consent form allowing the staff to use epinephrine injectors when they consider it necessary.


Should a child require special food products, parents must provide substitute meals.  These meals must adhere to the requirements set out by the Day Nurseries Act.

ACCIDENT POLICY


The program staff will handle minor cuts and bruises. If any first aid is required, an injury report will be filled out and you will be asked to read and sign it when you pick up your child. The report will be placed in your child’s file. 


Accidents requiring medical attention will be reported immediately. The supervisor will make arrangements for your child to be transported to the nearest hospital. You will be notified and required to meet the staff member at the hospital. Childcare staff cannot be responsible for making decisions regarding the medical treatment of a child. When an accident requires 3rd party attention (doctor, dentist, etc.) a Serious Occurrence form must be filled out and sent to the Ministry of Community and Social Services. A copy will also be placed in the child’s file. 

FIRE/EMERGENCY EVACUATION PROCEDURE


Fire drills are held on a monthly basis. In the event of a real emergency and evacuation of the building is required, children will be escorted to Compton Cable Communications (located East of the playground) and parents will be notified to pick up their children. Copies of our evacuation procedure are posted in each daycare room.

POLICY FOR REPORTING KNOWN OR SUSPECTED CHILD ABUSE


Section 68(3) of the Child and family Services Act states that: Despite provisions of any other Act, a person (individuals who perform professional or official duties with respect to children)… who in the course of his professional duties, has reasonable grounds to suspect that a child is or may be suffering from or may have suffered from abuse, shall forthwith report the suspicion and the information on which it is based to a society.


Staff are therefore legally obligated to take children’s allegations of abuse seriously and to report any such disclosure. Once a report has been filed, staff must follow the direction of the child protection agency.

SUN SAFETY POLICY


Utica Community Daycare implements the sun safety policy throughout the year. This policy protects both employees and children from harmful exposure to UVA/UVB rays. Sun exposure will be limited between peak hours. When the UV index is 7 or higher, outdoor time will be limited to 30 minutes. Shade will be available at all times. Wide-brimmed hats and sunscreen are required and must be supplied by the parent. A permission form must be signed by each parent upon registration in order to allow daycare staff to apply sunscreen to each child. 

PERSONAL HYGIENE


At Utica Daycare, we work together with your child to instill good health and hygiene habits.  Hand washing is mandatory before meals and after toilet routines, as well as at other appropriate times of the day (such as after a creative activity or returning from the playground).  You may choose to provide a toothbrush and toothpaste if you wish. Children with toothbrushes will be given time after lunch to brush.


Toddlers are routinely checked to ensure a clean diaper. Parents are asked to supply the diapers, wipes and any topical creams you wish the toddler teacher to apply. Potty training will begin when you deem your child to be ready. We pride ourselves in providing an atmosphere that resembles home and are willing to continue training with your support.

WATER TESTING


It is the policy of Utica Community Daycare Inc. to ensure the safety of children and staff at all times; and to operate within the guidelines of the Drinking Water Protection Regulation for Smaller Water Works Serving Designated Facilities (O. Reg. 505/01). The daycare performs bi-weekly water samples for total chloroforms, E. coli, and heterptophic plate counts and monthly microbiological sampling of the raw water for total chloroforms, fecal chloroforms and E. coli. All samples are sent to the York-Durham Environmental Laboratory for analysis. Chemical parameter testing is completed once every five years. An annual report is submitted to the Ministry of the Environment and is available upon request to the public.  

CLOTHING AND POSSESSIONS


Children should dress comfortably and in clothing that allows them to play without restriction. Each child should have an extra set of clothing kept at the daycare in case of accidents. All clothing should be labeled with your child’s name. Each child must have a pair of indoor shoes with rubber soles, which can be kept at the daycare in their cubby. The Day Nurseries Act requires the children to play outside for two hours each day. Children should always have outdoor clothing appropriate to the season. 


Each child is provided with a cubby, which includes a hook, boot basket, small item basket, and a Parent Communication can (for daycare correspondence). Food, toys, money, and other personal items are not to be brought from home. A blanket or stuffed toy, however, is always welcome for naptime. The daycare is not responsible for lost or stolen articles. 

STUDENT PLACEMENT AND TRAINING


Utica Community Daycare supports various colleges in their student training programs. Early Childhood Education students are provided with an opportunity to interact directly with the children, under the supervision of our Early Childhood Educators, by giving them temporary placements in the center as required to complete their diploma or certificate. Each student is required to wear a nametag identifying the college they represent and their name. A brief summary of the student and a picture is posted on the parent board. 

PARENT INVOLVEMENT


Family Events will be scheduled throughout the year and notices of workshops and special events will be posted on the Parent Board, in order to keep you up to date with the centre’s happenings.  

A newsletter will be written four times a year to give you interesting ideas for crafts at home, favourite songs and tasty treats.  If you have any articles that you would like to share in the newsletter or on the Parent Board, please bring them to the centre supervisor.  Each room has a calendar posted outlining upcoming activities and menu plans. These are located in our lobby.


Providing your child with top quality childcare is our goal. We also try to keep fees at a reasonable rate. In order to do this, we need to make use of all our resources. Parents are a childcare centers natural, renewable resource. Parents are always welcome and are encouraged to visit the center at any time. Come and observe your child at play, discuss any concerns about your child, and join in the fun.

BOARD OF DIRECTORS


If you would like to take your involvement one step further, the Utica Community Daycare Board of Directors holds an Annual General Meeting in March each year. New members are required each year as the Board is made up of 11 members. Two shall be nominated by the congregation of Utica/Epsom United Church, which nomination shall be accepted by vote of the general membership of the Corporation at the annual general meeting; eight who shall be nominated by the general membership of the Corporation, and one officio director. The Minister of the Utica/Epsom United Church shall be the ex-officio director and shall hold his/her position as director by virtue of his/her position.

REST PERIODS


The Day Nurseries Act states that each child younger then 3.8 years as of August 31st of that year, in attendance for six hours or more in a day care setting, is required to have a rest period not exceeding two hours in length following the mid-day meal.  If a child is unable to sleep during the rest period, then he/she may get up after one hour and engage in quiet activities.  Rest periods provide children with the opportunity to relax and rejuvenate their busy minds and bodies. Cots and sheets are provided by the centre and washed weekly.

SEPARATION ANXIETIES


Separation anxiety can be defined as a child’s verbal, physical, or emotional expression of unease when a familiar caregiver departs. It is typical for a child to display this type of behaviour. Should it occur with your child, staff is always ready to assist. 


It will be easier for your child if you do not prolong or delay your departure, especially during the first few weeks. A child who is feeling anxious and showing symptoms of separation anxiety will not likely become less distressed if you stay ‘just a little bit longer’. It is better to say good-bye, reassure your child that you will return, and then leave. Staff are trained and experienced in dealing with separation anxiety and will comfort your child while you are gone. A team effort between staff and parents will promote a more comfortable transition for your child.

BEHAVIOUR MANAGEMENT POLICY


As a condition of employment, placement, and participation in the program, all staff, students and volunteers at Utica Community Daycare are required to read and sign a dated and witnessed declaration stating they have read, understand, and agree to abide by the Behaviour Management Policy. As stated by the Day Nurseries Act, no operator or employee shall permit:

· The corporal punishment of a child in care

· Deliberate harsh or degrading measures which would humiliate or undermine a child’s self-esteem

· The deprivation of a child of basic needs including food, shelter, clothing, bedding

· The locking of any room or structure within, or exits of a Day Nursery for the purpose of confining a child

Utica Community Daycare does not permit the use of food as a reward for appropriate behaviour or excessive use of “time-out”. Employees, students and volunteers are expected to handle children’s behaviour by using the following techniques:

· Set reasonable expectations for the children according to their developmental level

· Anticipate problems and intervene before they happen

· Use positive language

· Use gendrons, i.e. “walking feet”, “indoor voices”

· Implement discipline as soon as inappropriate behaviour is manifested

· Redirect children to acceptable behaviours

· Use encouragement to acquire acceptable behaviour as opposed to praise

· Allow choices whenever possible

· Set reasonable limits clearly and consistently

· Use natural consequences, i.e. “chairs are for sitting on. If you stand on your chair, I will need to take it away.”

· Help children to identify problems and feelings, to think of alternatives, and to understand consequences and make decisions

· Use firm tone of voice as opposed to an angry tone.

When direct disciplinary communication is required regarding misbehaviour, the child must be given three warnings to stop and be told what the natural consequence will be if they choose not to stop.

COMMENTS OR CONCERNS


If at any time you have comments or concerns regarding any aspect of the center, your child’s care or staff behaviours, please contact the supervisor.  If she is unavailable, an appointment will be made for you to meet with her.


As a licensed childcare, Utica Daycare has access to outside services provided by professional organizations such as Grandview Treatment Center, Durham Behaviour Management Services, and Resources for Exceptional Children. Should you have any concerns about your child’s development, appointments or referrals can be made, in confidence, through the Supervisor.

CONCLUSION


We hope this manual has given you a good introduction to our facility. We respect and appreciate your questions, comments, concerns, and suggestions. Please feel free to speak with the Supervisor or applicable staff member at any time regarding any of the enclosed information.

