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Welcome 
 
Welcome to the Howard Park Children’s Centre (HPCC). We are happy that you have chosen 
our centre for your child or children.  

 
           My name is Heather Humphries and I have been HPCC’s Executive Director (ED) since 1982. 

Over the years, I’ve had the privilege to work with many children and their families. I maintain an 
open-door policy and welcome all of your questions and comments. Please phone, email, or 
drop by to discuss your child’s care.  

 
At HPCC, our staff have a combined 178 years of service. Our 16 dedicated staff provide a 
safe, inclusive, and healthy environment for all the children enrolled in the full-day kindergarten 
(FDK) and school-age programs.  

We have two Assistant Supervisor’s  
1. Donalee McNeil: Donalee joined HPCC in 1986. She responsible for the FDK program, 

and is in charge of the centre when Heather Humphries is unavailable.  
2. Cheryl Taylor: Cheryl joined HPCC in 2001. She’s responsible for the school-age 

program. 
 
Together, we look forward to making memories with you and your family. 

About Howard Park Children’s Centre 
HPCC has many policies and procedures that govern the operations of the Centre, its staff, 
volunteers, Board of Directors, children, and families. We have not reproduced each policy in 
full in this handbook, but they are available in the HPCC office, and they will later become 
available on the HPCC website. 

HPCC is a provincially licensed childcare centre located in Howard Junior Public School. It is a 
non-profit corporation run by an elected board of directors composed of parents of children 
enrolled in the centre. The HPCC ED along with the board of directors make up the centre’s 
management team. Full-time employees of HPCC hold a Registered Early Childhood Educators 
(RECE) Diploma (or equivalent) and are approved by the Ontario Ministry of Education.  

During the school year, HPCC is open to students who live in the catchment area of Howard 
Public School, as defined by the Toronto District School Board (TDSB). HPCC will only accept 
applications for students enrolled in Howard Public School. There are 65 spaces available for 
JK/SK students and 120 spaces for school-aged students.  

The Summer Day Camp Program is open to the community at large for children aged 4 to 12 
years and it is operated on a first-come, first-served basis. 
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Contact Information 
Centre phone number:  416-532-3945 

Website: www.hpcc.ca 

Executive Director: director@hpcc.ca 

FDK: fdk@hpcc.ca 

School Age: schoolage@hpcc.ca 

Finance: finance@hpcc.ca  

Treasurer: treasurer@hpcc.ca 

President: president@hpcc.ca 

 
Hours of Operation  
FDK Program:  

7:30 a.m. - 8:55 a.m. Morning care 
11:30 a.m. Hot lunch is served by HPCC, but it is not supervised 

by HPCC staff. This program is supervised by TDSB.  
3:15 p.m. - 6:00 p.m. After-school care 

  

School-Aged Program: 

7:30 a.m. - 8:55 a.m. Morning care 
11:45 a.m. - 12:40 p.m. Hot lunch for grades 1, 2 and 3 is optional. This 

lunch is supervised by HPCC staff. Children not 
enrolled in the hot lunch program will attend the 
school’s lunch program. 

3:30 p.m. - 6:00 p.m. After-school care 
 
P.A. Days, March Break, and Christmas Holidays: HPCC is open from 7:30 a.m. to 
6:00 p.m. 
 
Summer Day Camp:  HPCC is open from 8:00 a.m. to 6:00 p.m. Please note: all 
children should arrive no later than 9:30 a.m. and leave no earlier than 3:30 p.m.  This 
maintains continuity and smooth transitions for our programming. 
 

Statutory Holidays, Easter Monday, December 24 and December 31: HPCC is 
closed. 
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Safe Arrival Policy 
A parent/guardian must accompany their child to HPCC each morning. It is the responsibility of 
the parent/guardian to make sure an HPCC staff member has checked in their child for the day. 
HPCC and Howard Public School is not legally responsible for a child’s safety until an HPCC 
staff member has been notified of the child’s arrival by a parent/guardian. 

Safe Departure Policy 
Children can only leave the centre with their parent(s)/guardian(s) if HPCC receives written or 
verbal instructions stating who else may do so. HPCC staff cannot allow a child to leave the 
centre with a person which is not on the pick up list, without proper authority.  

Starting at HPCC 
Prior to your child’s first day, parents must ensure that the registration package,  and the Code 
of Conduct and Parent Roster forms (provided at the end of this handbook) are completed and 
returned to the centre. Any outstanding forms may result in a delay in starting. 

Emergency Contact 
The Child Care and Early Years Act stipulates that a designated third party (emergency contact) 
must be named on your child’s admission from. Third parties will be notified in the event that 
you cannot be reached or are unable to pick up your child on time. Please ensure that your third 
party understands the responsibilities associated with being a third party and that it may be 
necessary for them to provide proof of identification when picking up your child. 

Updated Information 
In order for employees to understand and care for each child effectively, it is crucial HPCC has 
as much information about the child as possible. This includes how the child spends their time 
when not at school or at the centre and what their family situation entails. Any changes to the 
information listed on the centre’s enrollment form should be communicated to employees 
immediately.  

Your Child’s First Day at Howard Park Children’s Centre 
We are excited to welcome your child to HPCC. On your child’s first day at HPCC, our staff will 
help them settle in and find an activity that interests them. We encourage parents to leave a with 
a simple “good bye” and a promise to see the child soon. Please feel free to telephone during 
the day to check in on how your child is settling in. We strongly suggest a shorter first day and, if 
possible, an earlier pick up. 

Daycare Fees 
The HPCC board of directors sets the school-year fees for all HPCC programs. The fees are 
presented for approval at the annual general meeting or a special meeting of members. Fees 
are usually established for the calendar year (January to December) and families are notified of 
any upcoming increase. 

Howard Park Children’s Centre Parent Handbook - September 2018  -  Page | 7 
 



The board of directors also sets the HPCC Summer Day Camp Program fees. They are listed in 
the annual summer camp flyers. 

Spaces cannot be held open without payment in full regardless of attendance. This includes 
holiday sand extended periods of absence.  

Current rates are available on the hpcc.ca website or from the HPCC office. 

All fees for school-year programs (September to June) are due on the first of the month.  

Payment Options 
 

All day care fees are due on the 1st of the month. 

Post-dated cheques: Cheques must be dated the first of the month, from September 1 to 
December 1, and from January 1 to June 1. 

Pre-Authorized Debit (PAD): Families can opt to have their fees withdrawn directly from their 
bank account. A PAD form must be completed and returned to the HPCC office along with a 
void cheque and cheque for the current month’s fees. The first withdrawal will commence in the 
month following the receipt of the PAD form. Parents are responsible for ensuring the HPCC 
office has accurate banking information and must notify HPCC immediately if there are any 
changes to banking information. 

Families paying a subsidized per diem rate may not pay by PAD. 

Cash: Please ensure you provide the exact amount due. 

Summer Camp Fees: Advance payment in full by cheque must accompany summer camp 
registration forms. PAD is not currently available for summer camp. 

Non-sufficient Funds (NSF) 
A fee of $10.00 will be charged for each NSF cheque or returned PAD payment. 

Split and Partial Payments  
Some families may wish to split the payment of fees between two parents or other family 
members. In this situation, a Split Payment Agreement Form, available from the HPCC office, 
must be signed by both parties and approved by HPCC. In the situation where one payee does 
not provide their portion of the fee on-time, the full fee will be considered overdue, and the 
Overdue Fee policy will apply. Each party is jointly and severally liable for the entirety of the 
fees due to HPCC.  

Overdue Fees 

Fees for the care of your child are due on the first day of each month. As a non-profit 
organization, we count on your prompt payment of fees in order to meet our monthly financial 
commitments. 

The following actions will be taken for collection of overdue fees: 
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➢ Upon failure to provide payment by the first day of the month, a written notice will be 
emailed to the parents or guardian by the HPCC bookkeeper. All reasonable attempts 
will be made to work with the family to bring the account to current status prior to 
reaching 60 days overdue. 

➢ Should fees in arrears reach 60 days, a notification of immediate withdrawal from the 
centre will be sent.  

➢ If parents/guardians wish to discuss alternative means of payment (in event of financial 
difficulties/emergencies), a submission of request for payment plan must be made in 
writing to the HPCC office. Where possible, HPCC is committed to working with families 
to ensure there is a continuity of care while ensuring the centre’s fiduciary 
responsibilities are met. 

➢ HPCC reserves the right to use remedies under law for the collection of unpaid fees, 
including, but not limited to, small claims court or third party collection agencies. 

Receipts 
Upon written request, an emailed receipt for fee payment shall be provided.  For purpose of 
income tax, annual receipts will be issued by February 28. Please ensure you have provided the 
full legal name of the child/children for whom the fees are being paid and your legal name (as 
used to file tax returns). 

Late Pick-Up Fee 
HPCC is open between the hours of 7:30 a.m. and 6:00 p.m. during the school year, and 8:00 
a.m. and 6:00 pm during summer camp. Parents/guardians who are late picking up their 
child/children at the end of the day will be charged a late fee of $1.00 for every minute 
(according to the centre’s clock) that HPCC employees are detained. If a parent/guardian is 
aware that they will be late, they must notify the centre as soon as possible so that staff 
arrangements can be made.  

The staff can appreciate that for some parents there may be isolated instances where arriving 
by 6:00 p.m. is not possible due to weather, car problems, TTC delays, etc. Adhering to the 
above procedure, however, will reduce any worry or concerns from our end and also make your 
child’s day less trying. 

Late fees will be charged regardless of the reason for lateness. It is the responsibility of the 
parent/guardian to have their child picked up by 6:00 p.m. If a parent/guardian is frequently late, 
their child may be asked to withdraw from the Centre. Late fees must be paid in cash to the staff 
member who was detained no later than the Friday of the week in which the lateness occurred. 
A statement of payment due will be presented if the late fee is not received on time. 

Withdrawal Policy 
Parents/guardians are required to give notice in writing to the HPCC office prior to the last date 
of attendance. The notice period is two weeks for school-age children and four weeks for FDK 
children. Failure to provide sufficient notice will result in a charge of additional fees equivalent to 
the cost of the notice period. This helps ensure that HPCC has an opportunity to contact 
families on the waiting list and to fill vacant spots without a loss of revenue. 
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Program Statement  
Our Philosophy  
At HPCC, we believe in providing an inclusive, enriched, child-care environment, which honours 
and respects all children’s beliefs, culture, language, and experiences acquired from their family 
and community. We will promote children’s health and well-being. All our staff see fostering the 
children’s exploration, play, and inquiry as a key goal in the classroom. We believe capturing 
and documenting our practice is a form of reinforcement of the learning process for educators, 
family, and children. Staff will support all children’s ability to self-regulate, with the goal of having 
children feel comfortable and confident with the learning environment. We will foster the 
children’s health and well-being indoors and outdoors. We believe that staff should form trusting 
relationships with children and their families; providing everyone with a sense of belonging. We 
are committed that children learn to care about other people; understand others’ feelings; 
cooperate and share; to express their opinions; resolve conflicts; and develop self-competence, 
self-worth, and self-regulation. 

Our Strategy 
Our strategies for achieving the goals of our program statement are guided by the work done on 
Ontario’s Pedagogy for the Early Years, a professional learning resource guide (“How Does 
Learning Happen”). We understand that learning and development happens within the context 
of relationships among children, families, educators, and their environments. We understand 
that for children to grow and flourish, the four following foundational conditions need to exist: 

➢ a sense of belonging, 
➢ a sense of well-being, 
➢ opportunities and support for engagement, and 
➢ opportunities and support for expression. 

At HPCC, we have adopted the following 11 strategies to create these conditions: 

1. Promote an environment that is healthy, safe, and supports general well being.  
2. Promote an environment that ensures good nutrition and safe food preparation.  
3. Support positive and responsive interactions.  
4. Encourage children to interact and communicate.  
5. Foster exploration, play, and inquiry. 
6. Provide child-initiated and adult-supported experiences.  
7. Plan for and create positive learning environments and experiences.  
8. Incorporate indoor and outdoor play, active play, and quiet time. 
9. Foster the engagement of and communications with parents.  
10. Involve local community partners.  
11. Support others in relation to continuous professional learning.  
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Our Plans of Action 
We execute our strategy by implementing “plans of action” in each of the following topic areas. 

1. Daily Written & Visual 
Schedule 11. Science & Nature 22. Fostering Children’s 

Independence 

2. Program Plan 12. Block & Construction 23. Development of 
Self-Esteem 

3. Learning Experiences 13. Pretend Play 24. Promoting Positive 
Interactions 

4. Indoor Physical Environment 14. Care Practices 25. Communication & 
Extending Children’s Learning 

5. Displays 15. Meals & Snack Time 26. Menu and/or Snack 
Adaptations 

6. Art and Sensory 16. Health & Safety 27. Food Substitutions 

7. Books, Language, & Literacy 17. Toys & Play Equipment 
Hygiene 

28. Preparation, Handling, & 
Transportation of Food 

8. Music & Accessories 18. Staff & Children’s Hand 
Hygiene 

29. Health & Safety Kitchen 
and/or Food Preparation Area 

9. Physical Play Learning 
Experiences 

19. Transitions & 
Attendance Verification 

30. Connecting & 
Collaboration with local 
community and Institutions 

10.Cognitive & Manipulative 20.  Positive Atmosphere 31. Outdoor Playground 
Environment 

 21. Supervision of Children 32. Participate in Ongoing 
Staff Training 

 

Our Practice 
The following practices implement, monitor, and evaluate action plans and continually improve 
our performance 

As we believe capturing and documenting our practice is a form of reinforcement of the learning 
process for educators, families, and children. 

As educators who deliver high-quality early years programs, we also know that there is always 
room for improvement. Our commitment to continuous improvement is put into practice by 
developing, reviewing, and updating management policies and practices that embrace the 
program statement.  
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All new and existing staff (annually) will acknowledge, review, and participate in the following: 

➢ Read and commit to implementing the program statement document. 
➢ Read all relevant and attached guidelines. 
➢ Conduct an Internal Rating (AQI) for each Plan of Action annually for each program. 
➢ Participate in the  weekly staff meeting, where staff include an agenda item to discuss 

performance against the program statement and plan for improvement for next month. 
➢ Participate in monthly staff meetings. lOn a rotation basis, these meetings will include on 

the agenda one of the 11 key strategies to create the conditions promoted by the How 
Does Learning Happen (HDLH) document. Staff will discuss and reflect on current 
practices against the strategy, and any opportunity for improvement will be captured. 

➢ Undertake quarterly management/board meetings. Always include agenda item to 
discuss performance against the program statement and plan for improvement for next 
period. 

➢ Gather together with staff annually to review and reflect on our performance and capture 
outcomes and set goals for the next period. 

➢ Share performance outcomes and goals review with the board of directors and 
document and incorporate their feedback.  

➢ Budget a professional development investment for each staff and align the professional 
development with the program statement needs. 

➢ The annual employee performance review will include a self-assessment of the 11 key 
strategies to create the conditions promoted by the HDLH document. Staff will annotate 
the self-assessment with an example of each and identify goals for improvement for the 
next year. 

➢ Invite families to join us for an information night; 
➢ Continue to work in partnership with Howard Public School. 

Field Trips 
Field trips and community outings are included in the program. When a trip has been planned 
parents will be notified by staff as well as by an accompanying permission form. Times for 
departure and arrival may vary depending on the type of excursion. 

Resource Consultant 
A resource consultant works with HPCC to ensure that every effort is taken to support the 
inclusion of children with extra support needs.  

Anti-Racism/Anti-Bias Policy 
HPCC supports and encourages an anti-racism/anti-bias curriculum. This is an active approach 
to challenging prejudice, stereotyping, bias, handicapism, homophobia, prejudice, pre-prejudice, 
racism and sexism. It demands individuals to actively intervene, to challenge, and counter the 
personal and institutional behaviours that perpetuate aggression. 

HPCC recognizes the following definitions:  

Anti-bias: An active approach to challenging prejudice, bias, stereotyping, and the “ism”. 
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Bias: Any attitude, action, or institutional practice that subordinates people due to their disability. 

Homophobia: A fear and hatred of gay men and women. 

Prejudice: An opinion, attitude, or feeling formed without adequate knowledge, thought, or 
reason. Prejudice can be prejudgment for or against any person, group, age, or sex. 

Pre-prejudice: Early ideas and feelings seen in very young children that may develop into real 
prejudice through reinforcement by others. Pre-prejudice may be based on a young children’s 
limited experience, or it may consist of imitations of adult behaviour. 

Racism: Any attitude, action, or institutional practice that subordinates people because of their 
colour, culture or religion. 

Sexism: Any attitude, action, or institutional practice that subordinates people because of their 
sex or gender. 

Stereotype: An oversimplified generalization about a particular group, race, or sex, which 
usually carries derogatory implications.  

Any investigation of reported occurrences or complaints of racial or ethno-cultural mistreatment 
will follow the procedures that are used by the TDSB. These guidelines are found in the policy 
paper entitled “Human Rights Policy and Procedures ,” dated 2000. A full copy of this policy can 
be retrieved from the HPCC ED. 

Parent Information 
Parent and Child Code of Conduct 
We all have the right to be safe in our centre’s community. HPCC’s Code of Conduct sets clear 
standards of behaviour that apply to all individuals involved in our HPCC community including 
children, parents/guardians, volunteers, staff, or board members. These standards apply on 
school property and at centre-sponsored events and activities. 

All parents, after reviewing this Code of Conduct with their child/children, are required to sign 
that they have read, had the opportunity to ask questions, understand, and agree to follow the 
Code of Conduct as outlined below. 

● All members of the HPCC’s community are to be treated with respect and dignity 
regardless of race, creed, sexual orientation, disability, or any other ground protected by 
Ontario’s Human Rights Code. 

● All adult members have the responsibility to act as models of good behaviour. Foul 
language (swearing, name calling, shouting, threats) is not appropriate. Individuals 
engaging in such behaviour will be asked to leave the premises immediately. 

● Inappropriate behaviour or harassment of any kind towards a child, parent, or staff 
person will result in immediate intervention up to, and including, the family’s expulsion 
from the centre or police intervention. This type of behaviour includes, but is not limited 
to, harassment or intimidation by written note, email, words, gestures, or body language. 

● The privacy and confidentiality of our children, parents/guardians, staff, and volunteers is 
important to us. All concerns and comments should be addressed with HPCC staff. 
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Should this discussion not address your concerns, the next step is to review the situation 
with the ED or Assistant Supervisor. If the situation is not resolved satisfactorily with 
HPCC staff, the matter will be referred to the board of directors.  

● Any photos or video taken of any child, staff, or parent while at the centre or during 
centre events are for the private use of the family or centre only These photos/video 
cannot be posted online in any form, including Facebook, Instagram, Twitter or any other 
form of social media. 

As part of your contract with HPCC, the centre reserves the right to withdraw or deny services if 
the ED and board of directors determines that the needs of your child or family cannot be 
appropriately met by HPCC. The decisions for suspension or withdrawal will be based on, but 
not limited to, the following types of incidents: 

● Repeated physical acts against other children or educators, including hitting, biting, or 
any other form of physical threat or assault. 

● Verbal attacks on other children and/or educators, including threats, name-calling, and 
teasing, as well as repeated profane or degrading language. 

● Racial or other discriminatory incidents. 
● Any child who leaves the centre without permission or leaves the care of centre 

educators onsite or offsite. If this occurs, Toronto Police will be called immediately, and 
this will result in an automatic one-day withdrawal from daycare services. 

● Any verbal or physical abuse by a child or child’s family member. 

We realize that incidents and disputes will occur among children, and it is not our intent to 
exclude children from the program in response to  normal developmental incidents that can help 
children acquire problem-solving skills. However, as individual needs vary in terms of 
environment and program, some children many not benefit from the program offered at HPCC. 
We will make every effort to meet the needs of your child, which may require the assistance of 
an outside agency. (For more details, see the Withdrawal and Denied Access Policy).  

If the behaviour(s) continues and we determine that HPCC is unable to meet the needs of you 
or your child, then services will be withdrawn, upon approval from the board of directors. 

In extreme cases of violent or threatening behavior by either a child, parent, or caregiver where 
the safety of other children or HPCC staff is at risk,the ED or Assistant Supervisor, with approval 
from the board of directors, will waive the two weeks’ notice of withdrawal.The ED or Assistant 
Supervisor and the president of the board of directors will meet with the parent/guardian 
immediately and the parent/guardian will be required to withdraw the child from HPCC at that 
time.  

We want your child/children to be successful while attending HPCC, and open communication is 
crucial to that success. If you have obtained any resources that contribute to your child’s 
day-to-day routine, we ask you to share this with the ED or directly with your child’s daycare 
teacher. 
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Withdrawal or Denied Access 
It is our philosophy that the child care centre staff and the child’s family are in 
partnership,working together in the best interest of the child. 

Responsibilities: 

1.   The ED will ensure that all staff, volunteers, and students are familiar with the Withdrawal or 
Denied Access Policy. 

2.   This policy will apply to all children enrolled in the daycare or applying for admission to the 
daycare. 

3.   The ED will ensure that all necessary resources and training (use of ABC reporting form, 
etc.) are available to staff.  

Procedures: 

a)   When three entries occur on the ABC Data Form within two weeks, or a pattern of similar 
behaviours has emerged, the documented information will be brought to the ED or acting 
supervisor’s attention, and a documented action plan put in place.  

b)   The action plan will be shared with the parents in order to provide consistency for the child 
and will be followed without exception by the staff in the centre. 

c)   When the centre deems more support is necessary, a meeting between the parents and 
involved staff will occur to discuss other options, including involvement of outside agencies. 
If the centre and the parents cannot reach consensus on an appropriate action plan, the 
centre has the right to deny access or withdraw the child. 

d)   The ED, with written parental consent, will contact outside agencies and involve them where 
appropriate. 

e)   The board of directors will be notified along with the Toronto Children’s Services Consultant 
of this step. 

f) After all steps have been taken as determined in the action plan, and as recommended by 
outside agencies, the centre may decide that it is not able to accommodate the child’s needs 
or family circumstances the child will be withdrawn or denied admission. The decision will be 
communicated in writing to the parent/guardian, the board of directors, and Toronto 
Children’s Services Consultant. 

g)   If possible, the ED will assist the family with any available suggestions for alternate care. 

Parent Issues and Concerns 
Parents/guardians are encouraged to take an active role in our child care centre and regularly 
discuss what their child/children are experiencing in our program. As shown by our program 
statement, we support positive and responsive interactions among the children, 
parents/guardians, child-care providers, and staff, and foster the engagement of and ongoing 
communication with parents/guardians about the program and their children. Our staff are 
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available to engage parents/guardians in conversations and support a positive experience 
during every interaction.  

All issues and concerns raised by parents/guardians are taken seriously by HPCC and will be 
addressed. Every effort will be made to address and resolve issues and concerns to the 
satisfaction of all parties, as quickly as possible. 

Issues or concerns may be brought forward verbally or in writing to the appropriate staff member 
(see table). Responses and outcomes will be provided verbally, or in writing, upon request. The 
level of detail provided to the parent/guardian will respect and maintain the confidentiality of all 
parties involved. 

An initial response to an issue or concern will be provided to parents/guardians within one 
business day. The person who raised the issue/concern will be kept informed throughout the 
resolution process. 

Investigations of issues and concerns will be fair, impartial and respectful to parties involved.  

Procedures 
Nature of Issue or 
Concern 

Steps for Parent/Guardian to Report 
the Issue or Concern: 

Steps for Staff to Respond to Issue or 
Concern: 

Program 
room-related, 
e.g., schedule, sleep 
arrangements, toilet 
training, 
indoor/outdoor 
program activities, 
feeding 
arrangements, etc. 
 
 

Raise the issue or concern to the 
classroom staff directly or the RECE in 
charge of the room, the ED, or Assistant 
Supervisor. 

Address the issue/concern at the time it is raised  
or arrange for a meeting with the parent/guardian 
within two 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 or concern 
is initiated by the appropriate party within five] 
business days or as soon as reasonably possible 
thereafter. Document reasons for delays in 
writing. 
 

General, centre- or 
operations-related 
e.g., child-care fees, 
hours of operation, 
staffing, waiting lists, 
menus, etc. 

Raise the issue or concern to  
the ED or assistant ED. 

Staff, ED, or Board  
of Directors 

Raise the issue or concern to the 
individual directly or the ED. 
 
All issues or concerns about the conduct 
of staff, parents, or others that puts a 
child’s health, safety and well-being at risk 
should be reported to the ED as soon as 
parents/guardians become aware of the 
situation. 
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Student or 
volunteer-Related 
 

Raise the issue or concern to the staff 
responsible for supervising the volunteer 
or student, or the ED, assistant 
Supervisor,. 
 
All issues or concerns about the conduct 
of students and/or volunteers that puts a 
child’s health, safety, and well-being at 
risk should be reported to the supervisor 
as soon as parents/guardians become 
aware of the situation. 

Provide a resolution or outcome to the 
parent(s)/guardian(s) who raised the 
issue/concern. 

 

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

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

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 Ontario Ministry of Education, 
College of Early Childhood Educators, law enforcement authorities, or a children’s aid society).  

Concerns of 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.  

Anyone who becomes 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. The full policy is located in the HPCC office. 

Parent and Staff Communication 
Each parent/guardian should be aware of their child’s experience at HPCC in order to help 
employees improve operations and programming. HPCC encourages parents to communicate 
their child’s experience at the centre with the HPCC ED and employees during pick-up time. 
Special meeting arrangements are also available and welcomed.  

Howard Park Children’s Centre Parent Handbook - September 2018  -  Page | 17 
 

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


Information Sharing 
The records relating to HPCC children, families, employees, and volunteers will be kept safe 
and confidential. The release of information will be allowed only with parental consent, except in 
the event of suspected child abuse. Personal records may be released in accordance with the 
Child Welfare Act 1978, RSO 066. At times, there may be a need to communicate with a child’s 
school teacher. Prior to sharing information with a school teacher, HPCC employees will ensure 
that an information sharing form has  been completed. 

HPCC Parent Roster  
At the beginning of the school year, a roster of the names of the parents/guardians, and their 
business and home telephone numbers, will be compiled for distribution. This will enable 
parents/guardians to contact other parents/guardians of children at the centre in case of 
emergency pick-up situations. Parents/guardians must authorize the release of their information 
if they want to have it included in the roster. (Please refer to sign-off forms at the back of the 
handbook.) 

Nutrition, Health, and Safety  
Catered Lunch Program and Daily Snacks 
The HPCC Catered Lunch Program is provided by Real Food for Real Kids, a local catering 
company whose mission is to enable and inspire a lifetime of healthy eating and to have a great 
time doing it. 

HPCC provides all centre-registered FDK children a hot, catered lunch daily in their school 
classroom. The children are supervised by TDSB and the lunch break is not programmed 
by HPCC. 

Children in grades 1, 2, and 3 also have access to the Catered Lunch Program for an additional 
cost. The children are supervised by HPCC staff during the entire lunch period.  These children 
are picked up by a daycare employee or come straight to the primary common area on the third 
floor of the school upon classroom dismissal (age dependent). After eating, HPCC staff 
accompany the children to their respective yards until the school bell rings at 12:40 p.m.  

All children are provided with a nutritious snack during the day. Weekly lunch and snack menus 
are posted on our website and the bulletin boards outside each classroom. If a child has 
allergies or is on a special diet, please notify the HPCC ED and/or staff so that some 
arrangement may be made. 

During summer camp, a hot lunch is provided to FDK children only; school-age campers must 
bring their own lunch. 

Procedures for Incoming Food 
HPCC employees are responsible for monitoring children’s food brought from home. Any food 
arriving without an ingredient label or with nut warning labels will not be accepted or will be sent 
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home immediately. In such an event, HPCC employees will notify parents or direct parents to 
the supervisor regarding the policy. 

On birthdays, an individual treat will be served by HPCC at snack time. Any special 
arrangements made by parents/guardians should be discussed with the staff.  

Allergy Policy 
There are no nuts, nut products, or traces of nuts permitted in the centre. It is expected that all 
parents, children, and staff carry out this policy at all times. Our banned foods may change with 
the population of the centre. Parents will be updated as changes occur. The full policy is 
available in the HPCC office. It is the parent/guardian’s responsibility to ensure they are familiar 
with the Allergy/Anaphylactic Policy and that the HPCC office has a completed the 
Allergy/Anaphylactic Form for each child with an allergy. 

EpiPen Policy 
Any child with an EpiPen must be identified to all HPCC employees. This information will be 
posted on the allergy lists posted in all of the rooms used by the centre. Specific instructions 
from parents/guardians must be given to the HPCC ED and employees, and updated as 
necessary. For a child to carry their own Epien, HPCC must have on file a note from the doctor 
indicating the child is able to do so. Parents/guardians are responsible for ensuring the EpiPen 
is the correct one prescribed for their child and has not expired. The prescription label must be 
on the EpiPen itself, not on the box or container. 

Medicine Administration Policy 
HPCC has developed and implemented this medical policy in accordance with section 40 (1) O. 
Reg 137/15 under the Child Care and Early Years Act, which requires that a written procedure 
is established for the administration of drug or medications, and the keeping of records with 
respect to the administration of drugs and medications. 

Procedure 
Prescribed and over-the-counter medication can be administered by the designated RECE staff 
or ministry-approved staff in each program room. If the administration of medication conflicts 
with the needs of the program, the required group ratios, group interactions, or the safety and 
interests of the group, it may not be possible for the daycare to adhere to the requirements of 
the medication and the parent must be informed.  Medication for school age children will be 
locked up in the cabinet or kept in a locked bag in the emergency bag. Keys to access this 
medication can be found in the room attendance binder. 

  

Upon receipt of the medication, the staff are required to check the following: 

➢ The medication is prescribed by a doctor. 
➢ The medication is in its original container. 
➢ The label specifies: 

o The correct name of the child. 
o The dispensed date and date of expiry. 
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o The amount of each dose to be given. 
o The time of day and the number of dose(s) to be given. 

➢ The parent/guardian has completed the Medication Administration Authorization Form  
➢ The parent/guardian has been informed where the medication will be upon pick up- 

refrigerated or a locked cabinet in the classroom. Prescription Medication - Non-Life 
Saving  

Staff must ensure the following: 
➢ The medication is locked up at all times. 
➢ The parental written instructions match any instructions printed on the original container, 

and the medication has not expired 
➢➢ If medication is administered on an “as needed” basis, the parents’ written 

instructions must clearly indicate the situations under which the medication 
should be administered,i.e. the child’s behaviour or temperature.  

➢ For all over-the-counter medication, a doctor’s note must accompany the medication. 
➢ Medication that does not require refrigeration must be stored in locked cupboard. 
➢ All medication requiring refrigeration must be stored in a locked medication box in the 

refrigerator. 
➢ The parent must sign a medication form before staff can give any medication. 
➢ Staff will check the form and sign and date the time that they have administered the 

medication.  
➢ Staff will complete the medication form until the medication is no longer required. 
➢➢ Staff will note in the daily written record every day that medication was 

administered and to whom.  
➢ Staff will return medication to the parent when the administration of the medicine is 

completed. 
➢ Staff will enter an end date on the medication form and forward to the office. 

EDs will ensure:  

➢ All medications no longer being administered or those that have expired are returned to 
the parent or guardian or disposed of an appropriate manner. 

➢ All medication forms are returned to the office with the end date of the medication noted, 
and placed in the child’s file. 

➢ All medication forms are completed as required. 

Non-Prescription Medication 
Non-prescription medication such as Tempra, Tylenol, Benadryl, etc., may only be given if staff 
receive it in the original package and the medication is accompanied by a doctor’s note. The 
doctor’s note must state that the medication can be administered as per the parent’s 
instructions. The parent must complete and signs a medication form prior to administration of 
the medication. The medication must be clearly marked with that child’s name. HPCC staff will 
follow the same procedures as those used for the administration of prescription medication. 

If a child develops a fever while at HPCC and is provided with fever-reducing medication, the 
parent is still obligated to pick up their child as soon as possible. Staff should note the child’s 
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temperature and times they administered the medication  until the parent arrives. Staff will 
check the form and sign it when they administer the medication.  

Medications for occasional use require a medication form on site and use will be confirmed by a 
telephone call to the  

Routine Medications and use of Medical Apparatus  

For HPCC staff to administer routine medication to children, such as inhalers, masks, etc., 
parents must: 

➢ Ensure that a complete set of instructions accompany the medication or equipment and 
that they have been  reviewed with staff. 

➢ Complete and sign a medical authorization form. 

 
Life-Saving Medication (Epipen) 
The child’s parent/guardian must complete a Medication Form and or Anaphylactic form (i.e., 
EpiPen). 

Life-saving medication is kept with the attendance binder, emergency/trip bag, or directly on the 
child, if appropriate. 

Lifesaving medication must follow the child whenever they go including field trips. 

Older children can carry their own asthma medication or emergency allergy medication, as 
permitted by their parent/guardian. 

Any self-administration of medication must be noted by HPCC staff on a Medication Form and in 
the daily written record. 

Any accidental administration of medication (wrong child or the incorrect dosage) should 
be recorded and reported to the ED. The ED will then notify the parent of the child. If 
adverse symptoms are evident upon the accidental administration of the medication, 
staff must call 911.  

Illness Policy 
HPCC follows the basic guidelines for illness set out by the Toronto Public Health Department. 
At the discretion of the ED, a child will be sent home or will not be admitted to the daycare if 
they have any of the following symptoms:  

➢ Two or more movements in one day of unexplained diarrhea that is foul smelling, 
unusual in colour, mucous-like, or liquid, in form. 

➢ Serious unexplained vomiting. 
➢ Paleness or flushed face, with consistent crying. 
➢ Unexplained rash. 
➢ Runny nose, with cough, croup, wheezing or difficulty breathing.  
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If your child is at daycare and develops any of these symptoms, parents/guardians will be called 
and will be expected to make the necessary arrangements to have their child picked up.  

Communicable Diseases 
If a child is suspected of having any contagious disease (e.g. impetigo, ringworm, hepatitis A, 
strep throat) the child must not be in the program. If any symptoms develop during the day, the 
child will be isolated and the parent/guardian will be asked to take the child home immediately. 
This child will not be accepted back into the program until there is a note from the doctor stating 
that the child’s condition is not infectious.  

In the case of chickenpox, a child who shows no signs of fever and is well enough to participate 
in regular programming will not need to be excluded. Since children are most infectious prior to 
the onset of the rash, the Canadian Paediatric Society, Ontario Ministry of Health and Toronto 
Public Health have adopted this practice.  

When concerning communicable diseases, HPCC will make reference to: 

➢ The Well-Beings Resource, and  
➢ The Toronto Medical Officer of Health, as per Ontario Regulations 559/91 and 

amendments under the Health Protection and Promotion Act.  

Outbreak Plan 
If two or more children exhibit two or more of the same symptoms, in the same room, on the 
same day, HPCC will call Toronto Public Health for a consult.  

HPCC staff will report the following to the ED or Assistant Supervisor: 

● Names, symptoms, and date/time the children became ill. 
● If diarrhea and/or vomiting are present. 

Children exhibiting these symptoms will be isolated and sent home according to the HPCC 
illness policy.  In the event of diarrhea or vomiting, HPCC staff will: 

➢ Wash and sanitize toys, tables, and chairs.  

➢ Ensure proper hand washing is taking place and increase as necessary. 

➢ Suspend water-play activities.  

➢ A notice will be sent out to all HPCC parents.  

Lice  
Parents of children infested with head lice will receive a notification letter and an information 
package on how to identify and treat lice. They should be treated before returning to daycare 
the next day. 

Safe Handling of Needles and Bodily Fluids 
HPCC employees will use the Universal Blood and Body Fluid Precautions guidelines published 
by Toronto Public Health when cleaning body fluids and handling needles. They will also make 
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reference to the Toronto Public Health Outbreak Action Plan when necessary. Employees will 
use the Universal Blood and Body Fluid Precautions (Toronto Public Health 17/09/01) when 
cleaning body fluids and will make reference to the Toronto Public Health Outbreak Action Plan 
(17/09/01). 

 

Dealing with a Human Biting Incident 
If your child has been bitten by a child -- or bitten a child -- and the skin has been broken, HPCC 
recommends you take your child to your family health care provider. They will: 

➢ Review your child's tetanus immunization status and update it if necessary. 

➢ Start hepatitis B vaccine series unless your child has already received the hepatitis B 
vaccine series (normally given in Ontario in grade 7). 

➢ Contact Toronto Public Health (TPH) immediately if your child has hepatitis B or C, or 
HIV to allow for confidential follow-up and counselling of the other child involved. 

For incidents where a child has been bitten and their skin has been broken, parents and/or 
caregivers should monitor the wound for the next few days. If the wound becomes red or swells, 
take your child to their health-care provider again. 

Tips to reduce the risk of biting incidents in children: 

➢ Teach your child not to bite. When your child is old enough to understand, teach them 
that biting hurts and can be dangerous to them and to the person they bite. 

➢ Do not pretend to bite your child or let your child bite you in play.  

➢ Enforce a “no biting” rule at all times. 

➢ Young children are still learning self-control. Show your child how to express anger with 
words like “No” or “I don’t like that” instead of with biting. 

➢ Redirect or distract your child if you see a problem developing with a playmate. 

HIV/AIDS Policy 
In accordance with the Ontario Human Rights Code, HPCC will not discriminate against any 
child, family, employee, board member or job applicant who has the Human Immunodeficiency 
Virus (HIV) or Acquired Immunodeficiency Syndrome (AIDS). 

Parents/guardians of a child with HIV/AIDS need to be aware that their child will be exposed to 
many other viruses that may challenge their weak immune systems. 

If a family, board member, or employee chooses to disclose their HIV/AIDS status to HPCC, 
confidentiality will be maintained. Those working in direct contact with the child will be informed 
only if written permission is given. The centre will secure all information in a locked file cabinet 
maintained by the HPCC ED. 
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HPCC will follow Universal Precautions, the practices that help prevent the spread of infections.  

All family, board members, and employees will be provided with a copy of the “HIV/AIDS Policy” 
and the centre will provide further referrals, resources, support, and any other information as 
required. 

Emergency Management 
A full copy of this policy regarding Emergency Management can be retrieved from the HPCC ED 
and is posted outside Area 43. 

In the event of an emergency drill, HPCC employees will ensure that all children in their care 
evacuate the premises as quickly as possible. All children will be briefed after the drill with any 
corrections to the procedure.  

In the event of a emergency, HPCC employees will ensure that all children in their care 
evacuate the premises as quickly as possible and are taken to an emergency shelter location 
(Garden Avenue Public School/Sunnyside Garden Daycare, 225 Garden Avenue). Parents will 
be notified of the evacuation once we have safely relocated to the emergency shelter. In the 
event that the emergency situation also includes Garden Avenue Public School, parents will be 
contacted to come and pick up their children early. No new children will be received from 
parents once an emergency has been declared . If we are unable to immediately contact 
parents, communication will occur once an all clear is given or emergency personnel have said 
it is safe to do so. 

All children in the program must wear shoes at all times in case of a real or practiced 
emergency.  

Management, Employee, and Volunteer Information 
Employee Qualifications and Requirements 
Full-time Registered Early Childhood Educators (RECE) must maintain good standing with the 
College of ECE or be Ministry approved. They possess a valid Standard First Aid Certificate, 
and are required to undergo a criminal reference check at the time they apply to work at HPCC 
and sign a declaration each year thereafter.  

Staff Responsibilities 
HPCC employee responsibilities include but are not limited to the following:  

➢ Create, implement, and evaluate daily programming based on age group and interest. 

➢ Arrange physical space of designated area to accommodate needs of students in the 
program. 

➢ Guide learning activities and free play appropriate to development level of students. 

➢ Respect the individuality of each child and be a positive role model.  
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➢ Share information on the behaviour and progress of the child with parents and 
administration. 

➢ Maintain confidentiality of information regarding the children, parents, and other 
employees.  

➢ Upkeep and maintain facilities, toys, and equipment of HPCC to ensure a clean and safe 
environment.  

Positive Interactions  
Background 

The Ministry of Education requires every operator of a child-care centre to have written policies               
and procedures that promote positive interactions with children and to identify prohibited            
practices. This policy must also include measures to deal with the contravention of this policy               
and procedure. 
 
➢ All new staff, volunteers and students must have signed the policy before working with              

children. They must review and signed  the policy annually.  
➢ Staff are monitored and evaluated annually, based on the criteria established in the             

procedures to promote positive interactions,  outlined below. 
➢ Discussions regarding positive staff interactions are also an ongoing agenda item in staff             

meetings.  
 
 

Purpose 
The purpose of this policy is to provide a safe and secure environment, where quality care and                 
respect for the children’s individual needs are of primary importance. 
 
The Program Statement of Howard Park Children Centre (HPCC) stresses the importance of             
teaching children self-regulation and responsibility. Children should never be discouraged from           
expressing their feelings; instead, they should be taught how to express themselves            
constructively. 
 
HPCC is committed to the principle of promoting positive interactions using age-appropriate            
methods. Staff should consider the following methods to promote positive interactions with the             
children in their care, keeping in mind the child’s or group’s developmental level, abilities, and               
needs and strengths: 
➢ Respond to a child’s requests quickly. 
➢ Follow. a child’s lead and interest during play. 
➢ Provide warm and responsive interaction. 
➢ Engage children in face-to-face interactions and discussions. 
➢ Listen actively to a child’s thoughts, feeling, and ideas. 
➢ Use a pleasant, calm voice and language that is developmentally appropriate, and make eye              

contact.  
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➢ Help children understand your expectations by providing simple but clear explanations and            
limits prior to activities and transitions (not by directing). 

➢ Take the time to engage children in the process of resolving problems and conflicts rather               
than reiterating classroom rules. 

➢ When children’s behaviour is challenging and disruptive, think about where and how they             
might have more success and redirect them to those activities. 

➢ Foster thoughtfulness and caring by listening to children, and by encouraging them to listen              
to others and share ideas.  

➢ Be genuine in acknowledging children for their accomplishments and effort by clearly            
identifying what they have done well.  

➢ Be patient and calm in your behaviour, actions, and responses. 
➢ Ensure e staff’s expectations and activities meet the developmental ability of the child. 
➢ Be involved with the children without encroaching on their play.  
➢ Arrange the environment to protect children from dangerous situations. 
➢ Arrange program areas in a way that helps prevent disputes from arising, e.g.,. set up               

enough stimulating and interesting activities for the number of children in the room. 
➢ Observe children to understand how to support their development of self-control and            

self-regulation. 
➢ Remember that each child is different, so the approach or method to deal with a child may                 

vary, depending on the child's need in a particular situation. 
➢ Encourage the children to verbalize their feelings, fears, and anxieties. 
➢ Be alert to the development of potentially difficult situations or disputes between children. 
➢ Follow up with children and parents when limits are broken. 
➢ Call the Supervisor/Assistant Supervisor or another staff member if a situation or child             

becomes too difficult to handle alone. 
➢ Recognize that asking for help is a strength, not a weakness. 
 
 
Procedures 
Staff must maintain a professional attitude at all times. Staff must never discuss one child’s               
behaviour when another child is present. Staff must not talk negatively about a child within that                
child's hearing. Do not discuss one parent's handling of a situation with another parent, and do                
not discuss or name children with someone other than their parent or guardian. 
 

Positive Interaction Checklist 
HPCC is committed to the principle of promoting positive interactions using age-appropriate            
methods. . All employees/volunteers/students will be given a copy of the checklist, and staff will               
be evaluated annually based on that checklist. .  

LEGEND: 

AC – Acceptable and Consistent 
NI – Needs improvement (guidance) 
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POSITIVE INTERACTION CHECKLIST AC NI 
Try to understand the child and reasons for the child's behaviour through            
observations of the child/children   

Be consistent and set limits prior to activities and transitions   
Explain consequences in a calm manner   
Acknowledge and support the positive behaviours exhibited by the child   
Use developmentally appropriate redirection strategies   
Provide an alternative activity or play materials to redirect child   
Consistently follow through with strategies, e.g., role modeling   
Consistently model sharing and turn-taking   
Consider the physical environment, anticipate problems and arrange the         
environment so that it is safe and comfortable for the children, and            
conducive to appropriate behaviour by the child 

  

Respect each child and consider the individual needs of each child in each             
situation   

Develop a positive and trusting relationships with children, parents and          
encourage the children to develop independence, by promoting self-help         
skills and breaking tasks down to manageable steps  

  

Use problem solving techniques (e.g., logical consequences,       
peacemaking) to encourage the children to discuss what has happened,          
acknowledge children's feelings and other ways to communicate, so as to           
provide input into the resolution of problem 

  

Deal with each situation in a positive manner and try to reflect the feelings              
of the children involved   

Provide the children with warnings about unsafe conduct and inappropriate          
behaviours, emphasizing what is safe or appropriate behaviours   

 

Prohibited Practices 
 
Policy Statement 
This policy forbids physical punishment and other harmful disciplinary practices to protect the             
emotional and physical well-being of all children. It sets out clear direction regarding prohibited              
practices to support the overall wellbeing of all children.  
 
These practices are never permitted in HPCC:  
1) Any form of corporal punishment (physical violence such as hitting, spanking, kicking,            

pushing, pulling, poking, shoving, grabbing, squeezing or picking up children by their            
arms/hands, pinching ears, or any other aggressive behaviour exhibited toward a child).  

2) Physical restraint of a child for the purpose of discipline or in lieu of supervision. Physical                
restraint to prevent a child from hurting themselves or someone else may only be used as a                 
measure of last resort, and only until the risk of injury is no longer imminent. 

3) Locking the exits of the child-care centre for the purpose of confining a child, or confining a                 
child in an area or room without adult supervision, unless such confinement occurs during              
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an emergency and is required for HPCC emergency procedures, including lock down. 
4) The use of harsh or degrading measures or threats, or the use of derogatory language               

(abusive language, yelling, shouting or screaming) directed at a child or used in the              
presence of a child that would humiliate, shame or frighten the child or undermine his or her                 
self-respect, dignity or self-worth. 

5) The use of time out for a child. Instead employees/volunteers/students will redirect the child              
to another activity. 

6) Depriving or denying a child of any basic needs, e.g., food, drink, shelter, sleep, toilet use, or                 
clothing. 

7) Inflicting bodily harm on a child, including making a child eat or drink against their will. 
 
➢ Refer to the De-escalating Volatile Situations Policy for procedures in extreme situations. 

Contravention of Prohibited Practices 
1) Any staff member observed using prohibited practices that contravene the Child Care and             

Early Years Act and the HPCC Promoting Positive Interactions Policy, should be reported             
immediately to the Supervisor/Assistant Supervisor, who will take immediate steps to           
investigate the alleged incident. 

2) The Supervisor/Assistant Supervisor will immediately speak privately to the staff member           
involved in order to assess the validity of the alleged incident. Appropriate action will be               
taken depending on the nature of the contravention. The incident will be documented and              
kept in the staff file. If a second incident is reported or observed, disciplinary action will be                 
taken, up to and including dismissal. The incident will be documented and kept in the               
individual’s staff file. 

3) If the Supervisor/Assistant Supervisor is observed using prohibited practices that contravene           
the Child Care and Early Years Act and the HPCC policy regarding Promoting Positive              
Interaction, the observer will report the incident immediately to the Chair of the Board of               
Directors. The Chair or their designate will investigate the alleged incident. 

4) The Children’s Aid Society or other authorities may be contacted if warranted. 
5) HPCC will report the termination or suspension of a member of the College of Registered               

Early Childhood Educators, or any restrictions imposed upon them, to the college.  

Supervision of Students and Volunteers Policy 
HPCC welcomes students and volunteers to participate in day-to-day programming and has a 
clear set of guidelines and rules around such involvement. The intent of this policy is to provide 
an opportunity for students and volunteers to develop appropriate skills under the direct 
supervision of HPCC staff, while supporting the safety and well-being of children in our care. 
Volunteers will never be left alone with HPCC children and they will always be under direct 
supervision of HPCC staff. All volunteers who are 18 years of age or older are required to have 
a successful criminal reference check.  

Organization 
All parents/guardians of children enrolled at the centre are members of HPCC.  

A general meeting is held at least once a year to review annual financial audit, appoint the 
auditor, elect a new directors to the board, and address any other business that may arise. 
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Board of Directors 
The Board of Directors is made up of parents of children enrolled in HPCC. Its function is to 
maintain a consistent view of the centre’s operations, scrutinize its finances, and administer and 
formulate policy on behalf of the general members. Positions on the board are: 

● President 
● Vice-President 
● Secretary 
● Treasurer 
● Four members-at-large 

Meetings of the board of directors generally occur every month. Please check with the HPCC 
office for the date of the next scheduled meeting. 

Board meetings are open to all members of the centre, however, due to privacy legislation, 
members are asked to notify the board secretary in writing if they wish to attend and provide 
details if they wish a specific matter to be discussed. Only members of the board of directors 
may vote on motions brought before the board. 

Duties of the Board of Directors 

1. Hiring and termination of staff. 

2. Negotiating, in good faith, staff salaries, hours of work, and benefits. 

3. Approving the centre’s budget, and recommending fee levels.  

4. Making decisions with centre staff concerning HPCC’s policies and philosophy. 

5. Observing and evaluating staff and programs from time to time. 

6. Settling disputes involving staff and parents. 

Board Committees 

HPCC is parent-run and non-profit. The centre needs the input, talents, and support of its 
parents in order for the staff to provide optimal care for the children. 

Serving on a board committee is one way for parents to volunteer. Many volunteer positions are 
available, including fundraising, budget preparation, and special events coordination.  
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Parent and Child Code of Conduct Form 
I have read and clearly understand the Parent Handbook of Howard Park Children’s Centre and 
agree to abide by the policies and procedures contained within. Any revisions to these policies 
or new policies created by the Board of Directors will be communicated in writing. I further 
understand that not adhering to Howard Park Children’s Centre policies and procedures may 
result in services being withdrawn. 

As part of the contract with Howard Park Children’s Centre, the Daycare reserves the right to 
withdraw or deny services if ED believes that the particular needs of of your child or family 
cannot be appropriately met. The decision for suspension and/or withdrawal will be based on, 
but not limited to, the following types of incidents: 

● Extreme or repeated physical acts against other children or educators (hitting, biting, or 
any other form of physical threat or assault). 

● Non-compliance of educator’s direction. 
● Verbal attacks on other children or educators, including the use of threats, name calling, 

teasing, or repeated profane or degrading language. 
● Racial or other discriminatory incidents. 
● Leaving the centre without permission or leaving the care of centre educators onsite or 

offsite. (This will result in an automatic one-day withdrawal from daycare services.) 
● Any verbal or physical abuse by a child or child’s family member. 

We realize that incidents and disputes will occur among children and it is not our intent to 
exclude children over normal developmental incidents that assist them in acquiring 
problem-solving skills. However, as individual needs vary in terms of environment and program, 
some children may not benefit from the program offered in this centre. We will make every effort 
to meet the needs of your child, which may require the assistance of an outside agency. If the 
behaviours continue and the ED determines that HPCC is unable to meet the needs of you or 
your child, then services will be withdrawn, with approval from the board of directors. 

 

 I have reviewed the HPCC Parent and Child Code of Conduct with my child/children. 

 

Child’s Name ______________________________ 

 

____________________________________                 ________________________________ 

Signature of Parent/Guardian                                                                   Date 
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Parent Roster Form 
Being a part of our Parent Roster allows HPCC to distribute daycare class lists along with phone 
numbers and emails. This will assist with you when arranging playdates for your child and for 
emergencies when you are unable to pick your child up by 6:00 p.m.  

Please sign either option A or B and return the form to Howard Park Children’s Centre as soon 
as possible. 

 

Option A 

I agree to be a part of the Parent Roster. 

 

__________________________                        __________________________________ 

      Date                                                                            Parent /Guardian Signature 

 

Option B 

 

I would prefer not to be apart of the Parent Roster. 

 

__________________________                        __________________________________ 

       Date                                                                            Parent/Guardian Signature 
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