
 

  

 

Erin Ridge Children’s Academy (ERCA) 

 

Program Philosophy 

Our Approach: Inspired by Reggio Emilia:  

Developed in the mid 20th century by Italian psychologist Loris Malaguzzi, this learning 

method encourages self-guided curriculum that fosters exploration and discovery. 

Malaguzzi was assisted by parents in the villages around Reggio Emilia Italy, and named 

the educational philosophy in the region’s honor, shortly thereafter. Several key elements 

distinguish the Reggio Emilia approach, setting it apart from other early education 

pedagogies. At Erin Ridge Children’s Academy, we apply all of them. 

Learning by Doing 

ERCA uses the Reggio Emilia Approach to Early Education. sees children learning on 

their feet, using their hands, and communicating their ideas in a number of ways. 

Children are often communicating their ideas by making artwork out of natural materials 

found in the earth. Visual and Tactile stimulation motivate a child’s deep engagement 

with their surroundings making for a rich and rewarding 

Emergent Curriculum 

This approach asks that our teachers pay close attention to the unique interests and 

development of each child, evolving a course of investigation tailored to their personal 

interests and curiosities. Classroom activities and long-term projects are then created with 

these in mind. 

Environment as Third Teacher 

Erin Ridge Children’s Academy classrooms are full of what we call learning 

“provocations.” A child might see a bouquet of flowers next to an intentionally placed set 

of water colour paints and a blank piece of paper. A tiny sign might read “What do you 

see?” encouraging the children to make a painting. These visually stimulating invitations 



 

  

 

are meant to create engaged students. Provocations prompt exploration; exploration 

stimulates the brain; stimulated brains evolve into inspired learners. 

Much of Reggio Emilia style learning is done outdoors in nature. Children engaged in 

inspired activities such as making outdoor Ferris wheels for birds or wind machines out 

of brightly coloured balloons. Our Academy has private outdoor courtyard where 

children learn and play. Outdoor spaces are nature-based environments set up to act as 

another classroom that inspires children to explore and investigate. 

Role of teacher at our Academy 

A Reggio Emilia teacher at our Academy plays four roles. A co-constructor who guides, 

nurtures, and assists in problem solving. A researcher who learns and observes. A 

documenter who listens, records and evaluates. A child advocate who takes on an active 

role in the community, and is a passionate social advocate for issues related to child 

learning. 

Sharing Learning 

All educators at our academy conscientiously document each child’s educational 

progression. When it comes to identifying specific strengths and challenge areas, this 

becomes an enormously necessary process. It is done through creative media such as 

video and photography, as well as conversation transcripts and learning stories. At our 

academy we record and report children’s everyday learning through ‘HiMama; Connect’ 

tool or using best digital tool available. 

 

Guiding Principles 

Understanding our image of the child… 

For us, one of the most critical statements in the framework is the Image of the Child on 

which the framework is grounded—the image that Reggio Emilia upholds and offers to 

the world. In the old days, children were considered as vessels ready to be filled with 

knowledge that we, as adults, were to give them—hence the thematic curriculum, etc. 

Reggio view young children as “capable, full of potential, as persons with complex 

identities, grounded in their individual strengths and capacities and their unique social, 



 

  

 

linguistic and cultural heritage.” A very different view from what we previously thought. 

Worth thinking about, we believe, as it changes everything from how we speak to 

children, learn with children and respect who and what they are. Children have a right to 

their culture, language and unique heritage whatever their background – they deserve to 

be considered and respected, as you would with any adult and they deserve to be 

understood. Early childhood is a time of great learning, exploration and huge growth and 

development. In our environments at Erin Ridge Children's Academy we try to make the 

settings beautiful, the curriculum open and the learning child driven and unique to the 

child. Every child is different with developmental similarities—we try to honor and 

respect both the similarities and the differences by valuing each and every child. 

Educators at Erin Ridge Children's Academy reflect often about the children and what 

they are learning, what their interests are and where we are going with our curriculum. 

Although it is open ended and based on the children’s interest, the journey is 

documented, the learning visible and conveyed to you, our families, through the, 

HiMama, newsletters, on the bulletin boards and class room walls and in conversations. 

At Erin Ridge Children's Academy, we value capable, intelligent, diverse children! They 

are the centre of it all and that’s one of the reasons for “Why Reggio.” 

Erin Ridge Children's Academy will follow guiding principles of 'Flight: Alberta's Early 

Learning and Childcare Framework:  

• Children’s life-long health, well-being, learning, and behaviour are strongly 

connected to their early childhood experience. 

• Childhoods differ depending on social, cultural, and economic circumstances. 

• Children interact and learn in multiple learning communities and their learning is 

profoundly influenced by the relationships within and between these communities 

and specifically with respect for the family relationship. 

• Children thrive when they are nurtured in close, consistent relationships, and their 

families benefit from these close caring relationships as well. 

• Children are active co-constructors of knowledge through first-hand experiences 

and in reciprocal relationships with people and things in their environment. 



 

  

 

• Children are unique learners who construct and represent knowledge using 

multimodal literacies for exploration and expression. 

• Children are citizens and active participants in society. 

Academy Goals: 

We believe that the impact of the environment during the first years of a child’s life lasts 

a lifetime, and that all children have an enormous potential which can only be developed 

in a loving, fun and positive environment. At our academy, we are committed to 

providing such an environment for every child in our classrooms through our caring 

teachers, low student teacher ratio, and personalized program that involves one on one 

time with each child. This allows children to develop their creativity and love of learning. 

Our program is geared towards providing the maximum opportunity for children to 

develop in all areas of growth; physical, social emotional, and intellectual. Erin Ridge 

Academy will provide a safe, nurturing environment for each child and act as a 

supplement to parents by providing loving care and protection. 

Physical Development 

• To meet the basic needs of each child by providing rest periods, nutritious snacks, 

healthy lunches, fresh air and exercise 

• To provide play equipment and activities designed to improve coordination and 

manual dexterity 

• To foster desirable health habits 

 Social Development 

• To encourage child to be a responsible, friendly and helpful member of the 

group.  We teach him/her to respect the rights and abilities of others, to cooperate 

and contribute their share within the group 

• To help child develop communication skills 

• To help child develop negotiating skills by constructive use of free time 

• To help child develop self-reliance and the capacity to play independently 



 

  

 

Recreational Development 

• To meet the needs through a variety of craft projects which are child-orientated 

regardless of a completed or incomplete project.  

• To provide child with the opportunity to express him/herself through a variety of 

activities 

• To encourage child's efforts in the process of being creative (rather than the 

product) 

 Emotional Development 

• To foster a child's sense of individuality, uniqueness and sense of self worth 

• To provide experiences and opportunities for self-expression 

• To develop a sense of responsibility, independence and self-reliance 

• To allow free periods of constructive calm 

• To impart a sense of stability and security by establishing prearranged groups in 

the centre and by having regular activities 

Intellectual Development 

• To prepare child for a more formal school program. 

• To increase child's fund of ideas about the world and its people. 

• To teach child to think for him/herself and contribute ideas to the group. 

• To broaden child's interest in music, dramatic play and visual art. 

• To encourage child to develop his/her use and understanding of language. 

 

 

 

 

 

 



 

  

 

Employee Code of Conduct 

Most employees never violate any organization rules or give Erin Ridge Children’s 

Academy any reason to impose discipline. Unfortunately, however, there is the 

probability that there will be some employees in the organization who require discipline 

up to and including discharge from actions that are detrimental to the organization, its 

customers, its members or fellow employees.  

It would be impossible to list every single action which might cause harm to the 

organization, its customers, its members or fellow employees. Following is a list of some, 

but not all, of the acts, which will result in disciplinary action up to, and including 

discharge:  

1. Any act of dishonesty. This includes the theft of any organization, customer, 

member, or employee property.  

2. Committing or attempting to commit deliberate damage to either property or its 

facilities or the unauthorized use of the organization’s facilities, tools or 

equipment.  

3. Disorderly conduct such as striking another employee, customer or member, use 

of abusive language, and cursing.  

4. Possessing, using, buying, or selling alcohol or illegal drugs, or being under the 

influence of alcohol or illegal drugs while at work.  

5. Repeated absence or tardiness.  

6. Removing, sending or furnishing to unauthorized persons organization records or 

information.  

7. Breaches in any security procedure and or refusal to cooperate in a organization 

investigation.  

8. Abandonment of job or failure to report to work without notifying one’s 

immediate supervisor.  

9. Violating the organization’s anti-discrimination policy.  

10. Sexually harassing another employee.  

11. Direct violation of company policies and procedures.  

12. Obtaining employment with Erin Ridge Children’s Academy on the basis of false 



 

  

 

or misleading information or falsifying of resume.  

13. Allowing unauthorized person(s) access to Erin Ridge Children’s Academy 

facilities.  

14. Possessing firearms of any type while on company property or while on work.  

15. Insubordination – the refusal to perform all job requirements or services as 

outlined by Erin Ridge Children’s Academy  

16. Sleeping or dozing on the job.  

17. Falsification of any company records, reports, or documents.  

18. Knowingly violating any organization or government act regarding workplace 

safety.  

 

Confidentiality: 

As an employee of Erin Ridge Children’s Academy, it is understood that all member, 

non-member and educator information is confidential and should not be discussed with 

any person or persons outside the organization. Copying, removing allowing un-

authorized access to organization or member or non-member documents, files or mailing 

lists and any form of distribution of member or non-member information is not allowed. 

Should an employee breach this confidentiality agreement, employment with Erin Ridge 

Children’s Academy will be immediately terminated.  

1. Confidentiality is important to the quality of relationships with associates, funding 

agencies, co-workers, and the communities. Ensuring confidentiality of privileged 

information is an important component of responsible and professional service 

delivery.  

2. The confidentiality policy applies to all educator members and volunteers who 

may have access to confidential information as a result of their involvement in the 

organization. The obligation to maintain confidentiality is permanent even after 

employment or association is terminated with Erin Ridge Children’s Academy. 

3. All educator must observe the confidential nature of the affairs of ERCA 

including the confidentiality of certain correspondence.  



 

  

 

4. This confidentiality must be observed except when it is absolutely necessary for 

educator members to divulge information in the course of their duties. In such 

instances, prior approval from the Director should be obtained. When an 

employee is in doubt as to whether certain information is confidential, no 

disclosures should be made without first seeking direction from the Supervisor or 

Director.  

5. Confidential information includes:  

a. Personal Confidentiality - At no time will personal information be shared with 

the public that may cause the employee, associate or, member or non-member, 

embarrassment or perceived harm. Any information of a medical, private or 

secret nature will be held as privileged information.  

b. B. Business Confidentiality – ERCA has many ideas and arrangements in 

place (see Code of Conduct). Should employees come into contact with 

materials or issues which are not for public consumption or distribution they 

are required to maintain confidentiality. Specifically, employees may not 

speak to the press and public without prior approval from the management . 

Further:  

 

(i) business arrangements will not be shared unless permission is granted by 

the Director and then only if the sharing of information is in the best 

interests of ERCA 

(ii) information that is not for public consumption includes business plans, 

contracts, contribution agreements, funding arrangements, and the 

administration of ERCA that, if shared, could negatively harm or affect the 

business or reputation of ERCA. In particular, confidential information 

pertaining to finances or plans of Daycare, After School Care and 

Montessori Play School is considered ERCA’s property.  

 

c. Personnel Confidentiality - Any information contained in a personnel file is 



 

  

 

confidential. Any information regarding the status of educator as to salary, 

benefits, family status, employee discipline, employee assistance or any other 

private aspect of the employee-employer relationship will not be shared with 

the public. An exception will be for the purposes of providing personnel 

services to the employee.  

 

6. Confidential information obtained by an employee as a result of their employment 

with ERCA is not to be used by an employee for the purpose of furthering any 

private interest or as a means of making personal gain.  

Privacy Policy  

Privacy of personal information is an important principle to the ERCA. We are 

committed to collecting, using and disclosing personal information responsibly and only 

to the extent necessary for the appropriate provision of the products and services we 

provide to our members in our role as a professional association. We also try to be open 

and transparent as to how we handle personal information. The following describes our 

privacy policies.  

WHAT IS PERSONAL INFORMATION?  

Personal information is information about an identifiable individual, including that which 

relates to his/her personal characteristics (e.g. gender, age, income, home address or 

phone number, ethnic background, family status), his/her health (e.g. health history, 

health conditions, health services received by them), or his/her activities or views (e.g. 

religion, politics, opinions expressed by an individual, an opinion or evaluation of an 

individual). Personal information is not to be confused with business information (e.g. an 

individual’s business address and telephone number), which is not protected by PIPEDA, 

the Personal Information Protection and Electronic Documents Act, an act of the Federal 

government.  

 

 

 



 

  

 

Use of Telephone/Cell Phones Policy: 

Erin Ridge Children’s Academy has implemented this Policy to ensure that employees' 

main focus is on the children of the Center, at all times without exception. This is for the 

safety of the children in the Center. 

Roles, Responsibilities and Expectations: 

a. Management: 

• Ensure that all employees read and understand the employee's responsibilities 

of this Policy. 

• Enforce progressive discipline with regard to violation of this policy when and 

where necessary. 

b. Employees: 

• Employees are not permitted to use personal cell phones in the classroom or on 

the playground, at any time without exception. This includes making calls, 

texting, internet searches or engagement of social media websites. 

• If an employee must make a personal call, he/she must conduct personal calls 

before or after his/her shift begins and/or when on a lunch break. 

• Personal use of the office telephone for long distance and toll free calls is strictly 

prohibited. There will be no personal calls made on the office phone (line 1), as it 

is for business communication only. 

• If an emergency situation takes place and an employee must use the phone, he/she 

is expected to inform the Director/Assistant Director of the situation as soon as 

possible. 

• To ensure appropriate business communications, employees are expected to use 

an approved greeting and speak in a courteous and professional manner. 

• If recording a message, employees must confirm and write down the information 

received from the caller (who, from where, who call is for, message, date and time 

of call, and appropriate action to be taken). 



 

  

 

 

Center Cleanliness Policy: 

Erin Ridge Children’s Academy realizes that the cleanliness of the Center has a great 

deal to do with the health and safety of the children and that its physical appearance 

affects its professional outer-appearance to parents/families. It also recognizes that a 

well-organized office and Center leads to better efficiency and time management. 

Policy: 

Here at Erin Ridge Children’s Academy we strive to ensure that health and safety of 

the children is put first. Various infectious outbreaks have lead to a strict cleanliness 

routine in all Centers. 

Erin Ridge Children’s Academy recognizes that when children contract illnesses, it 

reduces a child's time spent learning and actively playing. The lack of a clean 

environment also creates the opportunity for the spread of germs, therefore reducing 

productivity for teachers. In a building where hundreds of people touch doorknobs 

and desks, consume food, and share lavatories, the risk of spreading illnesses is high. 

Proper disinfecting procedures can prevent illnesses. 

Children are especially prone to catching illnesses. For this reason, it is imperative 

that schools and other Daycare institutions where children spend time are kept clean. 

Directors should ensure that rooms are regularly cleaned and disinfected; It is the 

responsibility of educator for educating children on cleanliness and personal hygiene 

as well. Each room has specific cleanness and disinfection schedule and all the 

educator are expected to follow it. 

 General Cleanliness Policy: 

• The building and play areas, toys, materials, and furnishings must be regularly 

inspected and noted on a checklist to ensure they are in safe, working repair 

and hygienically maintained. Toys must be cleaned with disinfectant/bleach as 

per the schedule and during time when illnesses are going around the center. 

• Floors must be swept and mopped every day. 



 

  

 

• Washrooms must be cleaned on a daily basis. 

• All spills must be cleaned up promptly. 

• All work areas including craft and play areas must be maintained in an 

organized fashion, and all walkways, entry ways and hallways free of refuse. 

• Desk and computer stations must be clear and organized. 

• All refuse must be kept in sealed containers. All recycling and refuse must be 

cleared and taken out for pick-up on a daily basis. 

Hall Way, Educator Washroom and Common Areas Cleaning Schedule 

Centre is making schedule for cleaning hall way, educator washroom, educator room and 

other common areas twice a day.  

Day Time  Cleaning:  Schedule will be prepared every month for day time cleaning for 

certain educator and they will perform the cleaning and disinfection every day as per their 

schedule. They will be substituted with other educator to maintain the educator child ratio 

in their room.  

Evening Cleaning: Those educator who are not involved in day time cleaning will be 

involved in evening cleaning schedule. 

Note:  This cleaning and disinfection includes cleaning the washrooms, sweeping and 

mopping the floors and hallways, dusting the front areas, and empting the garbage and 

recycling.  

 

 

 

 

 

 

 



 

  

 

 

Safe Food Handling and Meals Policy: 

Erin Ridge Children’s Academy provides snacks and meals to children in care as part of 

the monthly fee payment. Therefore, Erin Ridge Children’s Academy posts monthly 

menus for snacks and meals at the front for review and input and are reviewed by the 

management on a monthly basis to ensure that the Center is meeting the nutritional 

guidelines of the Canadian Food Guide to support healthy development. 

Policy: 

Here at Erin Ridge Children’s Academy we strive to ensure that the health and safety of 

the children is put first. Therefore safe food handling procedures must be strictly 

followed. 

Cleaning and Preparing Food: 

Bacteria can easily spread throughout the kitchen. Before and after preparing food 

employees must: wash hands, cutting boards, knives and countertops with warm soapy 

water. Ensure that all works areas are clean and clear of refuse and that all work tops are 

disinfected. 

 Cooking Food: 

Only employees who possess their Food Safety Handling Course are allowed to cook for 

the Center. The Center has a full-time employee who has Food Safety Handling Course 

and if absent the Director fills in the position. Again, this is to ensure the health and 

safety of the children in care. 

 Storing and Refrigerating Food Guidelines: 

• Raw meat, poultry, eggs, fish, and shellfish must be kept away from other 

foods, surfaces, utensils, and serving plates. 

• Employees must not wash or rinse raw meat and poultry. Washing or rinsing 

meat and poultry makes it more likely that bacteria will spread from the meat 

or poultry to kitchen utensils, countertops, and ready-to-eat foods. 



 

  

 

• If possible, employees must use two cutting boards; one for fresh produce and 

the other for raw meat, poultry, and seafood. Otherwise, employees must be 

sure to wash the cutting board with hot, soapy water between each use. 

Employees can also wash knives and cutting boards in the dishwasher to 

disinfect them. 

• Management will replace cutting boards when they have become worn or 

have developed hard-to-clean grooves. Employees must report to management 

any items in disrepair and must also complete routine checks to ensure items 

are in good-working condition. 

• Employees must keep kitchen surfaces clean with hot, soapy water. 

• Employees must wash dishcloths and towels often in the hot cycle of the 

washing machine. 

• Employees must wash raw fruits and vegetables under running water before 

eating or serving them. 

• Employees must ensure that marinated foods are in a covered dish in the 

refrigerator and not left on the counter. 

• Employees must never thaw frozen meat, poultry, fish, and shellfish at room 

temperature. Thaw in the refrigerator or microwave. If employees thaw food 

in the refrigerator, they must ensure the juices do not drip onto other food. 

Place these foods on the lowest shelf, never above ready-to-eat foods. 

• Employees/Management must ensure that fridge temperatures are at 5 °C or 

below and that freezer temperatures are below -15 °C. Management must 

ensure that thermometers are in all fridges and freezers in order to check the 

temperatures. 

  

 

 

 



 

  

 

Hand Washing Policy: 

All employees must know their responsibilities with respect to preventing the spread of 

infectious diseases (educator hand washing, ensuring children practice hand washing, 

safe food handling, disinfecting surfaces, etc). All employees must practice safe 

disinfecting procedures in the following situations: 

• Before and after food preparation and handling; 

• Before and after eating; and 

• After cleaning up spills or messes; 

Employees must also encourage and assist children with completing cleanliness tasks by 

themselves. Employees must ensure that children practice thorough hand-washing 

routines: 

• Before and after eating; and 

• After cleaning up spills or messes. 

 Communication: 

Management will ensure that all employees are educated with regard to this policy and its 

guidelines through the use of the orientation system and regular educator meetings, 

personal conversation, performance management and evaluation conversations and 

records, etc. Management sees this policy as another fundamental factor in the health and 

safety of the children in care and as is why they feel it is vitality important to address all 

issues immediately and to keep the line of communication open. If ever in doubt, 

employees are expected to ask the Director/Assistant Director for assistance. 

 Roles, Responsibilities and Expectations: 

a. Management: 

• Are expected to set a prime example; 

• Shall enforce adherence of all safe food handling and meal preparation 

policies and ensure that employees are completing regular hand-washing, 

following safe food handling procedures, following disinfecting procedures, 



 

  

 

etc.; 

• Must supply food handling checklists and provide appropriate communication 

of food handling and meal preparation expectations through educator 

meetings, postings, coaching, etc.; 

• Must post menus and observe meal times (checking what is served and what is 

on the menu). 

• Must ensure that employees who perform cooking or food preparation are 

fully trained and certified on safe food handling practices. Certification must 

be kept on the employee's personnel file. 

• Must report suspected violations; and 

• Must enforce disciplinary measures when and where necessary. 

b. Employees: 

• All employees are expected to abide by the guidelines of this policy. 

• Employees are expected to report policy violations to management. 

 

 

 

 

 

 

 

 

 

 

 



 

  

 

Program Code of Ethics: 

Erin Ridge Children’s Academy is committed to conducting business in an open and 

ethical manner. We accomplish this by creating a workplace built on the strength of trust, 

accountability, and integrity in all our practices. It is the responsibility of every employee 

to build and maintain this code of ethics by supporting, and actively participating in the 

process. 

Policy: 

Erin Ridge Children’s Academy strives to protect all of our employees, children, 

parents/families, and the company itself from any illegal or damaging actions committed 

by individuals either knowingly or unknowingly. Erin Ridge Children’s Academy will 

not tolerate any wrongdoing or impropriety, and will immediately take the appropriate 

disciplinary actions to correct the problem. 

General Code of Ethics Policy: 

• Maintain competence in carrying out professional responsibilities and provide 

services in an honest and diligent manner. 

• Ensure that activities engaged in are within the limits of their knowledge, 

experience and skill. When providing services outside one’s level of competence, 

or the profession, the necessary assistance must be sought so as not to 

compromise professional responsibility. 

• Adhere to any statutory acts, regulations or by-laws, which relate to the field. 

They must not knowingly or otherwise engage in or condone any unlawful 

activity or attempt to circumvent the clear intention of the law. 

• Support, promote and apply the principles of human rights, equity, dignity and 

respect in the workplace, within the profession and in society as a whole. 

• Must hold in strict confidence all confidential information acquired in the course 

of the performance of their duties and not divulge confidential information unless 

required by law. 

• Either avoid or disclose a potential conflict of interest that might influence or 

might be perceived to influence personal actions or judgments. 



 

  

 

• Maintain personal and professional growth by engaging in activities that enhance 

the credibility and value of the profession. 

Unethical Behavior: 

Erin Ridge Children’s Academy will not be party to the intent or appearance of unethical 

or compromising practices in its business relationships; 

• Harassment or discrimination and/or abuse of any kind will not be tolerated; and 

• Improper or inappropriate care and supervision of children 

Professional demeanor involves the manner and non-verbal tone and gestures of 

employees. At Erin Ridge Children’s Academy every employee must be conscious of the 

emotional undertones that they are exuding. 

Four Characteristics to Maintaining Professional Demeanor: 

• Pleasant Smile; 

• Gentle Approach; 

• Friendly Greeting/Conversation; and 

• Maintaining Professionalism. 

Outside Employment: 

Any employee may hold another job with another company/organization as long as 

he/she satisfactorily performs his/her job responsibilities at Erin Ridge Children’s 

Academy  All employees are critiqued using the same performance standards and will 

subject to Erin Ridge Children’s Academy scheduling demands, regardless of any exist 

outside work requirements. 

If Erin Ridge Children’s Academy determines that an employee's outside work interferes 

with performance and ability to meet the requirements of the Center, the employee may 

be asked to terminate the outside employment if he/she wishes to remain employed with 

Erin Ridge Children’s Academy  Furthermore, employees are strictly prohibited from 

working for a direct competitor of Erin Ridge Children’s Academy as this is a conflict of 

interest to employment. 

Violations: 



 

  

 

In the event that a violation of this policy occurs, Erin Ridge Children’s Academy will 

employ disciplinary measures that reflect the severity of the offence up to and including 

termination of employment. Some violations may indelibly affect our business in a 

negative fashion. In this case, punitive measures, including legal action may be pursued. 

Roles, Responsibilities and Expectations: 

• All employees are expected to abide by the guidelines of this policy. 

• All employees are expected to greet every parent and family with a smile; to let 

them know that we are happy to care for their children. 

• All employees are expected to work together to promote a workplace built on 

trust, accountability and openness; 

• Disclose any conflicts of interest regarding their position at Erin Ridge Children’s 

Academy  and 

• Report suspected violations. 

 

 

 

 

 

 

 

 

 

 

 

 



 

  

 

Employee Discipline and Grievance Policy 

One of the ERCA’s goals is to create a positive, mutually respectful, personable, and 

highly focused working and learning environment where its employees work 

collaboratively and cooperatively with each other. However, from time to time, an 

employee may be less than effective at achieving this goal. When this occurs, action may 

need to be taken. 

The following document outlines the actions to be taken when an employee has not 

adhered to the centre’s expectations, such as those noted above as well as in various 

documents (including role and responsibility documents or position descriptions). The 

Incident Procedures outline steps of progressive intervention. 

The first step is to discuss the situation with the person who created the incident. If the 

matter continues to occur it may become necessary to complete an Incident Description 

Form. This should be submitted to the educator member’s Supervisor. This document 

also identifies the grievance procedures available to employees who feel they have been 

unfairly dealt. 

Incident Procedures 

1. The initial action shall take place within 7 working days of the date the employee 

experienced an incident or situation they feel was not consistent with the Centre’s 

expectations of employees. 

2. Erin Ridge Children’s Academy Centre follows the principle of progressive 

intervention. As a result the following forms of action shall be followed when an 

incident occurs. 

Step 1Verbal - The employee’s first step shall be to speak to the person who 

offended them. Educator members who find themselves having to respond to an 

incident or situation should speak to the person who offended them. This should 

be done in a sincere, respectful, and courteous manner. They should arrange to 

speak to the individual, at a time and in a location that is private and mutually 

convenient for both parties. This will help to create a more personable and 

professional approach in solving the situation. Should the situation continue to 



 

  

 

occur, the employee may choose to speak to the individual two or more times if 

they feel it may help. Otherwise they may move on to Step 2. In 99.9% of the 

cases an incident or situation is resolved at Step 1 through verbal discussion. 

Rarely does a matter have to go to Step 2. 

Step 2 Written – If the employee continues to be offended by another individual 

they have the option to formally put their concerns in writing. To do this they will 

need to complete the incident Description Form (see attachment). 

Step 3 Supervisor – When the Supervisor of the offending employee receives the 

Incident Description Form(s) they will review them for completeness. Once the 

supervisor has reviewed each Incident Description Form and, where necessary, 

spoken to the individuals regarding the situation or incident, they will determine a 

course of action in order to hopefully resolve the situation. 

These actions may include the following: 

• verbal discussion; 

• verbal reprimand; 

• written statement; 

• written reprimand; 

• probationary statement; 

• statement of dismissal or withdrawal. 

Step 4 Probation - An employee placed on probation shall be given a written 

notice, outlining the reasons. An initial probationary period shall not exceed sixty 

(60) days and may be extended if the performance review is not satisfactory.  

The written notice shall be addressed to the employee and shall indicate the 

effective date of the probationary period, the length of the probationary period, 

and the reason(s) for the probationary period. 

Step 5 Dismissal or Withdrawal - The dismissal or withdrawal shall be confirmed 

by written notice to the employee within two (2) working days. It shall contain the 

reasons(s) for the dismissal or withdrawal. 

3. Notwithstanding the foregoing, disciplinary action may commence at Step 5 in 



 

  

 

cases of criminal activity (i.e. theft), providing false information, physical or 

verbal abuse, alcohol or drug use on centre premises, insubordination, or other 

incidents of equal gravity. 

4.  Documentation of disciplinary steps 3, 4, and 5 shall be in duplicate with one 

copy will be kept in the employee’s file. A second copy shall be given to the 

employee. 

5. An employee who has been subjected to disciplinary action at Step 3 may, after 

thirty-six (36) months from the date the disciplinary action was invoked, request 

the Director to purge their personnel file of the disciplinary action. Such requests 

shall be granted providing: 

5.1 The employee’s file does not contain any further record of disciplinary 

action during that thirty-six (36) month period and/or 

5.2 The disciplinary action is not the subject of an unresolved grievance. 

Grievance Procedures: 

1. A Grievance means a difference arising: 

1.1 As to the interpretation, application or operation of an individual 

contract, position description, or roles and responsibilities; 

1.2 With respect to a contravention or alleged contravention of an 

individual contract, position description, or roles and responsibilities. 

2. Any employee, who feels that he/she has been unjustly disciplined, discriminated 

against or terminated, shall have access to the Grievance Procedure. 

3. A Grievance shall be resolved in the following manner: 

Step 1 Within seven (7) working days from the date of the incident or knowledge 

of the incident, the employee shall discuss the matter verbally with their 

immediate supervisor in hopes of resolving the grievance. 

Step 2 If no agreement is reached in Step 1, the employee shall present in writing 

their grievance to the immediate supervisor within seven (7) working days of the 

Step 1 meeting in hopes of resolving the grievance. 

Step 3 If no agreement is reached in Step 2, a written statement of the grievance 



 

  

 

shall be submitted to the Director within seven (7) working days of the Step 2 

meeting. 

4. Either party may request an extension in writing of the time limits identified, 

provided that such extension is requested prior to the expiry of the time allowed. 

Where such extension is requested, it may not be denied unreasonably. 

5. Should a griever fail to follow the procedure and time limits established in the 

adjudication procedure, the grievance shall be deemed abandoned. 

6. If in the opinion of the decision-making authorities, an employee has been 

unjustly put on probation, suspended, terminated, or withdrawn, the employee 

shall be reinstated in their position. 

Discipline Process 

Erin Ridge Children’s Academy’s objective when hiring employees is to establish a long-

term relationship. Our intent is to provide an environment through training, development 

and strong supportive leadership that will allow both the employee and the centre to 

fulfill their objectives. There may be occasions when an employee’s performance does 

not meet the acceptable standard. Employees must recognize that discipline is a method 

of correcting performance and not a punishment. 

Step 1: Verbal Warning – This is used to handle minor infractions. The purpose of this 

verbal warning is to give the employee a chance to correct improper behavior and/or 

improve performance. Even if it is referred to as a verbal warning, the discussion is 

documented in writing and kept in the employee’s personnel file. Only the written 

warning is signed by the employee. 

Step 2: Disciplinary Review – This is a more formal verbal warning and includes a 

development plan. It will occur as a dialogue between the employee and the supervisor 

and will take place in a private setting. Once again, this verbal review is documented in 

writing and kept in the employee’s personnel file. Only the written warning is signed by 

the employee. 

Step 3: Written Warning – This will also occur as a dialogue between employee and 

supervisor and the employee will sign on the written warning. This warning is kept in the 



 

  

 

employee’s personnel file and warns of possible termination. 

Step 4: Termination – Termination of employment is an extremely serious action and is 

taken by the centre only after a complete review of all the facts and where all other 

disciplinary measures have been exhausted. While a serious offense such as theft 

warrants termination for the first offense, several warnings may be given for lesser 

offenses. 

The following are considered support for just cause: 

If the employee has received one or more written warnings in the recent past for the same 

or comparable offense, 

When considered in respect to the seriousness of the offense and the employee’s service 

and record with the centre, discharge is deemed the appropriate action, 

If the infraction is a culminating incident in a series of related and unrelated offenses, 

which when taken by itself is supportive of some discipline, 

If employee’s performance and/or behavior have not improved, and 

Insubordination. 

Whatever written above the employer may terminate the employee at any time if the 

employee found abusing the child, having or doing unsafe behaviors or activities that 

pose threat to child’s life, employee’s activities affecting the reputation of the centre, 

employee engaged in physical fight with parents and other family members and 

employees. 

The lapse of time between offenses affects the disciplinary action taken. The employee is 

deemed to have corrected their behavior and previous offenses would not be used to 

impose a more severe form of discipline, however, it should be noted that disciplinary 

records are not removed from employee’s personnel files. 

Where an employee has committed various unrelated offenses over a period of time, the 

above time lapse does not eliminate consideration of such offenses in deciding whether or 

not the employee should be disciplined or discharged as an unsatisfactory employee. 

Disciplinary records are not removed from personnel files. 



 

  

 

Violation of Law 

Erin Ridge Children’s Academy expects employees to be watchful in the interest of 

preventing violations of the law. However, where violations of the law are suspected, no 

employee other than authorized management personnel may accuse any person. 

The following are considered offenses warranting immediate discharge: 

Theft or misappropriation of Centre property, the property of employees or 

students, 

Embezzlement or theft of centre funds, 

Falsification of timekeeping systems with intent to defraud the Centre, or 

Unauthorized access to Centre’s information and/or misuse of such information 

for personal gain so that the result is an actual or potential loss to the centre. 

Erin Ridge Children’s Academy will report instances of crime against the Centre to the 

proper authorities, and when evidence justifies such action, will undertake and support 

prosecution. This stand is dictated by the centre’s public duty and by the fact that the 

prosecution may deter other likeminded individuals who may subsequently be tempted to 

commit crime. Erin Ridge Children’s Academy will cooperate with the authorities in any 

prosecution of individuals who commit crime. The employee may be suspended with pay 

while the Centre is conducting an investigation of events. 

 

 

 

 

 

 

 

 

 



 

  

 

Harassment and Abuse Policy: 

Harassment and/or abuse can originate from anyone in the workplace and or in the 

personal lives of the children in care and be directed at anyone/child. It can be subtle or 

overt. Abuse may be deliberate or unintended. The test is whether a reasonable person 

knows, or ought to know, that the recipient would consider the behaviour unwelcome or 

inappropriate. It may be a single event or may involve a continuing series of incidents. It 

may involve the abuse of authority or age, or it may involve the workers and affiliated 

personnel. Abuse victimizes the recipient, and may be directed by or towards the children 

of the Center, employees, families/parents and/or the general public. Erin Ridge 

Children’s Academy's Children, employees and management have the right to learn, play 

and work free from harm, abuse and bullying in any form. 

Harassment Definition: 

Harassment can be defined as any form of offensive/abusive treatment or behaviour that 

creates an intimidating, hostile, or abusive environment. 

• Behaviour that is hostile in nature, and/or intends to degrade an individual based 

on personal attributes, including age, race, nationality, disability, family status, 

religion, gender, sexual orientation, and/or any other Human Rights protected 

grounds. 

• Any actions that create a hostile, intimidating or offensive environment. This may 

include physical, verbal, written, graphic, or electronic means. 

• Any threats of physical violence that endangers the health and safety of the 

children and employees. 

• Any threats of unwelcome sexual advances. 

Bullying Definition: 

Bullying is an act of repeated, health-harming mistreatment, verbal abuse, or conduct 

which is threatening, humiliating, intimidating, or sabotage that interferes with work or 

some combination of the three in order to intentionally hurt another person, physically or 

mentally. 

 



 

  

 

Abuse Definitions: 

Harassment can be defined as any form of offensive/abusive treatment or behaviour that 

creates an intimidating, hostile, or abusive environment. 

• Child Abuse, sometimes called child maltreatment, describes four types of child 

mistreatment: physical abuse, sexual abuse, psychological abuse, and neglect. In 

many cases, children are the victims of more than one type of abuse. The abusers 

can be parents or other family members, caregivers such as teachers or 

babysitters, acquaintances (including other children), and strangers. Child abuse 

almost always occurs in private, and because abuse often is hidden from view and 

its victims may be too young or too frightened to speak out. 

• Physical Abuse is the non accidental infliction of physical injury to a child. The 

injuries can be inflicted by punching, kicking, biting, burning, beating, or use of a 

weapon such as a baseball bat or knife. Physical abuse can result in bruises, burns, 

poisoning, broken bones, and internal hemorrhages. 

• Sexual Abuse is any activity with a child occurring before the age of legal consent 

that is for the sexual gratification of an adult or a significantly older or dominant 

child. Sexual behaviors can include touching breasts, genitals, and buttocks while 

the victim is either dressed or undressed. Sexual abuse behavior also includes 

exhibitionism, cunnilingus, fellatio, or penetration of the vagina or anus with 

sexual organs or objects. Pornographic photography also is a form of sexual abuse 

of children. Rape is the most violent form of sexual abuse. Rape is the 

perpetration of an act of sexual intercourse when: will is overcome by force or 

fear (from threats, use of weapons, or use of drugs); mental impairment renders 

the victim incapable of rational judgment and if the victim is below the legal age 

established for consent. 

• Psychological, Mental and Emotional Abuse is referred to by many 

interchangeable terms such as: emotional abuse, covert abuse, psychological 

maltreatment, coercive abuse, abuse by proxy, and ambient abuse. Psychological 

abuse encompasses rejection, ignoring, criticizing, belittling, humiliating, 

threatening the child with violence, or otherwise terrorizing the child, all of which 



 

  

 

have the effect of eroding the child's self-esteem and sense of security. It also can 

include isolating the child from friends or other family members or destroying the 

child's property. Psychological abuse often accompanies other types of abuse. 

a. Psychological maltreatment is a concerted attack by an adult on a child’s 

development of self and social competence, a pattern of psychically 

destructive behavior to the child. 

b. Psychological abuse can be defined as a repeated pattern of damaging 

interactions between parent(s) and child that becomes typical of the 

relationship… when a person conveys to a child that he or she is worthless, 

flawed, unloved, unwanted, endangered, or only of value in meeting another’s 

needs. 

c. Emotional abuse is the systematic, patterned and chronic abuse that is used by 

a perpetrator to lower a victim's sense of self, self-worth and power.  

It [psychological/emotional abuse] is most damaging to children, who are not 

aware, nor have control over, the pattern of relationships surrounding them, is 

almost always a precursor or accompaniment to physical aggression, and is 

based on maintaining consistent power and control over time. 

d. Neglect is the failure to satisfy a child's basic needs. It can assume many 

forms. Physical neglect is the failure (beyond the constraints imposed by 

poverty) to provide adequate food, clothing, shelter, or supervision. 

Psychological neglect is the failure to satisfy a child's normal psychological 

needs and/or behavior that damages a child's normal psychological 

development (e.g., permitting drug abuse in the home, having the child 

witness domestic violence). Failing to see that a child receives proper 

schooling and medical care also are considered neglect. 

• Corporal Punishment is the inflection of physical pain on a child as a means of 

controlling behavior. This includes, but is not limited to, spanking, hitting, 

shaking, slapping, thumping, or pinching a child. 

• Assault is intentionally applying force to another without that person's consent, or 

threatening to do so, when it is believed that they have the ability to carry out the 

threat. Injury is not required. 



 

  

 

• Criminal Harassment (stalking) is harassment that causes someone to fear for 

their own, or another person's safety. 

• Uttering Threats is threatening to cause death or bodily harm, or to 

damage/destruction of property. This also includes threatening injury to pet. 

• Forcible Confinement: confining, forcibly seizing or imprisoning someone. This 

includes forcing someone to stay in bed or a chair for long periods of time. 

Recognizing the Signs: 

Although these signs do not necessarily indicate that a child has been abused, they may 

help Erin Ridge Children’s Academy employees recognize that something is wrong. The 

possibility of abuse should be investigated if a child shows a number of these symptoms, 

or any of them to a marked degree: 

• Sexual Abuse - being overly affectionate or knowledgeable in a sexual way 

inappropriate to the child's age. Medical problems such as chronic itching, pain in 

the genitals, venereal diseases. Other extreme reactions, such as depression, self-

mutilation, suicide attempts, running away, overdoses, anorexia, etc. Personality 

changes such as becoming insecure or clingy. Regressing to younger behavior 

patterns such as thumb sucking or bringing out discarded cuddly toys. Sudden 

loss of appetite or compulsive eating. Being isolated or becoming withdrawn. 

Inability to concentrate. Lack of trust or fear of someone they know well, such as 

not wanting to be alone with a babysitter or specific family member. Starting to 

wet the bed again, day or night/nightmares. Become worried about clothing being 

removed. Suddenly starting to draw sexually explicit pictures. Trying to be "ultra-

good" or perfect. and overreacting to criticism. 

• Physical Abuse - unexplained recurrent injuries or burns. Improbable excuses or 

refusal to explain injuries. Wearing clothes to cover injuries, even in hot weather. 

Fear of medical help or examination. Self-destructive tendencies. Aggression 

towards others. Fear of physical contact; shrinking back if touched. Admitting 

that they are punished, but the punishment is excessive (such as a child being 

beaten every night to make him/her study). Fear of suspected abuser being 

contacted. 



 

  

 

• Psychological Abuse -physical, mental, and psychological developmental lags. 

Sudden speech disorders. Continual self-depreciation (ie: I'm stupid, ugly, 

worthless). Overreaction to mistakes. Extreme fear of any new situation. 

Inappropriate response to pain (ie: I deserve this). Neurotic behavior (e.g., 

rocking, hair twisting, self-mutilation). Extremes of passivity or aggression. 

• Neglect - constant hunger. Poor personal hygiene. No social relationships. 

Constant tiredness. Poor state of clothing. Compulsive scavenging. Emaciation. 

Untreated medical problems. Destructive tendencies. 

A child may be subjected to a combination of different kinds of abuse. It is also possible 

that a child may show no outward signs and hide what is happening from everyone. 

Suspect and Investigation Procedures: 

Any and all incidents and observations must be reported and documented immediately 

following the event to the Director and/or Assistant Director. 

Employees of Erin Ridge Children’s Academy are required by law to report suspected 

abuse to the Director and then he/she will then bring the case to Social Services and the 

RCMP for further abuse investigation. Investigations often are a group effort involving 

medical personnel, social workers, police officers, and others. 

Once reported to Social Services and the RCMP, all investigative procedures will be the 

responsibility of Social Services and the RCMP. However, all Erin Ridge Children’s 

Academy employees will be expected to cooperate in any means needed. 

Notification of the appropriate authorities, treatment of the child's injuries, and protecting 

the child from further harm are the immediate priorities in abuse cases. 

Harassment / Bullying / Abuse Strictly Prohibited: 

• Any form of harassment, bullying or any type of abuse towards any child in care 

or fellow employee/co-worker is immediate grounds for dismissal and may lead 

to formal discipline up to and including termination. This type of behaviour will 

not be tolerated in any way, shape or form 

• Should an employee be in breach of this policy in any form, Social Services and 

the RCMP will be contacted to complete a formal investigation. Licensing 



 

  

 

officers will be notified by reported documentation and a child welfare clearance 

will no longer be clean or a police record. Employees if found guilty under an 

investigation, will unable to obtain the ability to ever work with children again. 

Roles, Responsibilities and Expectations: 

a. Management: 

• Employers must ensure that employees are instructed in: 

a. How to recognize child abuse (in all its forms); 

b. Company policies and procedures; 

c. The appropriate response and procedures to suspect abuse and/or 

violations; 

d. Procedures for reporting and documenting incidents. 

• Promote a respectful and safe environment; 

• Ensure employee adherence to the Harassment and Abuse Policy; 

• Investigate complaints of bullying and/or harassment promptly; 

• Investigate employee concerns regarding children in care and ensure 

appropriate documentation and reporting to Social Services and the RCMP. 

• Maintain a confidential file for complaints of incidents, investigations 

completed and actions taken; 

• Report the incident to Social Services and the RCMP where appropriate; 

• Apply appropriate disciplinary action when required. 

• Provide victim support where appropriate. 

b. Employees: 

• Treat others with respect, and contribute to a respectful and safe environment; 

• Must be receptive and responsive to the children in care. Taking the time to 

ask questions and to listen to each and every child in care. 

• Must inform the Director and/or Assistant Director of all incidents and/or odd 

behaviour immediately. The employee will be required to record details of the 

incident including the date and time, nature of the behaviour, who, what, 

where, when, why, how, etc. 

• Any employee who wants to report an incident of sexual or other unlawful 



 

  

 

harassment should promptly report the matter to the Owner/Director. 

Employees can raise concerns and make reports without fear of reprisal. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

  

 

Social Media Policy: 

Erin Ridge Children’s Academy endeavors to maintain a positive image in the 

community, and has adopted this policy to ensure that our employees are aware of their 

responsibilities to maintain a positive image as a representative of our organization. Erin 

Ridge Children’s Academy employees who maintain social media accounts (i.e. 

Facebook, Twitter, YouTube etc.) are expected to comply with the guidelines set out in 

this policy. 

This policy is not intended to interfere with the private lives of our employees, or 

impinge their right to freedom of speech. This policy is designed to ensure that Erin 

Ridge Children’s Academy's professional image is maintained. 

Procedures / Roles, Responsibilities and Expectations: 

1. Do not show unprofessional representation in personal life that would or could 

affect the professional standards and guidelines set by Erin Ridge Children’s 

Academy. 

2. Do not disclose confidential information about Erin Ridge Children’s Academy or 

its clients (children and families) on all Social Media outlets. Disclosure of 

confidential information without prior authorization may result in immediate 

termination. 

3. Erin Ridge Children’s Academy employees will be held responsible for what they 

write or post about Erin Ridge Children’s Academy on any and all Social Media 

outlets. Inflammatory comments, disparaging remarks, or negative / inappropriate 

language or posts may result in disciplinary action. 

4. Erin Ridge Children’s Academy educator members are directed not to engage in 

discussions regarding competitors’ or legal issues in which the company is 

involved, or government issues related to the company and our industry without 

prior approval from management. 

5. Respect copyrights. Don't post text, images or video created by someone else 

without proper attribution and/or authorization. If you have questions about 

copyright law and/or usage of certain media, contact management. 



 

  

 

6. Social Media is not a substitute for inter-company communications. Important 

information should be transmitted within normal company communication 

channels, not through Social Media outlets. 

7. Social Media is not a substitute for customer service. 

8. In the event that a Erin Ridge Children’s Academy educator member discovers 

any group(s) that users have formed to discuss the company or its services, please 

bring them to the attention of management. 

9. Relay important issues to management as soon as possible. 

10. If you have questions about how to respond to a specific post or group, discuss the 

issue with management prior to posting. 

11. Use good judgment when posting photos from company events. Notify any 

employees who are in posted photos so that they may approve the posting of those 

photos. 

12. Always adopt a positive attitude when responding to comments on the company's 

pages or applications, or comments about the company in general. 

13. Where an employee spends time maintaining their personal social network 

accounts during regular working hours, this activity shall not have a negative 

impact on productivity or efficiency. Please be advised that excessive use of 

internet/cell phones for personal reasons is a misappropriation of company time 

and resources, and may be subject to disciplinary action. 

14. Posts (including but not limited to videos, photos or comments) involving the 

following will not be tolerated and will subject the individual to discipline: 

a. Confidential company information; 

b. Information regarding incidents at Erin Ridge Children’s Academy; 

c. Discriminatory statements or sexual innuendos regarding co-workers, 

management, customers/vendors, children and families; and 

d. Defamatory statements regarding the company, its employees, children 

and families. 

15. Employees are expected to conduct themselves professionally both on and off 

duty. Where an employee publically associates him/herself with the company, all 

materials associated with his/her social network account may reflect on the 



 

  

 

company. Please be advised that inappropriate comments, photographs, links, etc. 

should be avoided. 

Violations: 

In the event that a violation of this policy occurs, Erin Ridge Children’s Academy will 

employ disciplinary measures that reflect the severity of the offence up to and including 

termination of employment. Some violations may indelibly affect business in a negative 

fashion. In this case, punitive measures, including legal action may be pursued. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

  

 

Records Management Policy: 

This Policy has been adopted by Erin Ridge Children’s Academy in an effort to establish 

standards for the management of Erin Ridge Children’s Academy records in an 

appropriate, systematic and timely manner, consistent with regulatory requirements. This 

Policy is designed to facilitate full compliance with all applicable legal requirements 

pertaining to the protection, retention and production (where necessary) of Erin Ridge 

Children’s Academy records. ERCA will us both electronic and manual record keeping 

tool to collect, store, disseminate and dispose of the records. 

Scope/Intent: 

The Records Management Policy shall be adhered to by all Erin Ridge Children’s 

Academy employees and management for the purposes of remaining compliant with the 

Alberta Personal Information Protection Act and Canada Revenue Agency at all times 

and without exception. 

Erin Ridge Children’s Academy has also adopted this Policy to ensure that all Erin Ridge 

Children’s Academy employees are aware of the importance of properly collecting, 

protecting and destroying business and clientele (children and parents/families) 

information. 

General Guidelines: 

Erin Ridge Children’s Academy employees are responsible for specific activities that will 

require to creation of accurate records that reflect their employment activities. Upon 

creation, records shall be maintained and retained for a minimum of seven (7) years. 

In the interests of efficiency, economy and administrative functions, all records shall be 

properly disposed of when due for disposal. Any records that are not required on a daily 

and/or weekly basis shall be maintained in a designated off-site storage facility. 

Erin Ridge Children’s Academy records or documents relating to any matter that is, or 

may reasonably be anticipated to become, the subject of any pending or threatened 

litigation, governmental investigation or audit, court order, or other special legal 

requirement shall be safeguarded against any alteration, loss, or destruction. 



 

  

 

Definitions: 

Personal Employee Information means, in respect of an individual who is a potential, 

current or former employee of an organization, personal information reasonably required 

by the organization for the purposes of: 

• Establishing, managing or terminating an employment or volunteer-work 

relationship, or  

• Managing a post-employment or post-volunteer-work relationship. 

Record means a record of information in any form or in any medium, whether in written, 

printed, photographic or electronic form or any other form, but does not include a 

computer program or other mechanism that can produce a record. 

Normal Retention Period - The length of time particular classes of records must normally 

be retained. The lengths of the various Normal Retention Periods are based on general 

standards and, where appropriate, federal requirements. 

Obsolete Records - Records are defined as obsolete when all of the following apply: 

• The Normal Retention Period for the records has expired; 

• There is neither a Records Hold Order in place nor a reason to hold on to the 

records any longer than what federal legislation requires. 

Off-Site Storage Facility - The designated third-party facility. Documents maintained off-

site (those that are not needed on a daily/weekly basis) are to be stored in accordance 

with these instructions: 

• Management, or the individual that is responsible for the safe storage of the 

record, shall maintain a complete list of all boxes (and their contents) sent to 

storage. While packing records for storage, please consolidate records so that 

documents of similar nature and subject to similar expiration dates are stored 

either together or in close proximity. 

• The Record Storage form must be filled out accurately, and in its entirety, for the 

box to be stored. This includes the access code, bar code and destruction date. 

Administrative Responsibilities include: 



 

  

 

1. Monitor compliance with the Retention Schedule; 

2. Transfer inactive, unclassified records to the off-site storage facility; 

3. Initiate the timely destruction of eligible records; 

4. Comply with any Records Hold Order. 

Disposal of Records: 

Every employee of Erin Ridge Children’s Academy shall participate in a record purging 

audit to identify and destroy records that have become obsolete on an annual basis. 

The Erin Ridge Children’s Academy Record Retention Schedule is usually expressed in 

terms of fiscal years (FY) plus the current fiscal year. If the record is identified as “two 

years,” during FY2012, all FY2011 and FY2010 copies will be kept, FY2010 records are 

destroyed within 30 days of FY2012 year end. 

Materials that May be Destroyed Without any Specific Retention Period: 

The following are considered to have no administrative, legal, financial, or historic value 

that would require their retention. They may be disposed of after they have served their 

purpose: 

• Duplicates - Extra copies of correspondence, completed forms, bulletins, 

statistics, reports, hard-copy printouts from databases, electronic files extracted 

from a master file/database, mailing lists, or other records used only for reference 

or informational distribution. 

• Copies that have no further administrative value after the recordkeeping copy is 

made including copies maintained by employees in personal files. 

• Document Errors - Documents, forms or reports that existed as incorrect versions 

of themselves, and required editing or recreation to correct errors in typing, data 

entry, spelling, grammar, or format. 

• Preliminary Drafts - Drafts of memos, letters, worksheets, and other records, and 

those that represent stylistic, spelling or grammatical changes. 

In accordance with the Personal Information Protection Act of Alberta, Section 35 (1), an 

organization may retain personal information only for as long as the organization 

reasonably requires the personal information for legal or business purposes. Additionally, 



 

  

 

Section 35(2) states that within a reasonable period of time after an organization no 

longer reasonably requires personal information for legal or business purposes, the 

organization must: 

a. Destroy the records containing the personal information, or 

b.  Render the personal information non-identifying so that it can no longer be used 

to identify an individual. 

Personal Client (Child/Family) Information: 

Erin Ridge Children’s Academy commits to collecting and retaining Personal 

Information, as listed below, for the sole purpose of managing its business. Erin Ridge 

Children’s Academy further commits to destroying any identifying individual 

information in accordance with the Personal Information Protection Act. 

• Name 

• Address 

• Telephone Number 

• Date of Birth 

• Disability Management/ Pertinent Medical Information 

• Learning and Development Information 

• Fee Payment Records 

• Start Dates and other Specified Dates 

Personal Employee Information: 

Erin Ridge Children’s Academy commits to collecting and retaining Personal 

Information, as listed below, for the sole purpose of managing its business. Erin Ridge 

Children’s Academy further commits to destroying any identifying individual 

information in accordance with the Personal Information Protection Act. 

• Name 

• Address 

• Telephone Number 

• Date of Birth 

• Social Insurance Number 



 

  

 

• Education History 

• Benefit/Pension Information 

• Disability Management/ Pertinent Medical Information 

• Beneficiary Information 

• Payroll Records 

• Start Date of Employment 

Personnel/Payroll Records: 

Canada Revenue Agency requires all employee files, pertaining to taxation and payroll, 

be kept on file for at least six (6) years from the end of the last taxation year and can be 

kept in paper or electronic format. 

• Employment application; 

• Resume; 

• Current personal information, including address, phone number, etc.; 

• References; 

• Employment contract; 

• Offer of Employment; 

• Family emergency contact form; 

• Employee Handbook and Policy Manual signed acknowledgement and agreement 

forms; 

• Documented disciplinary actions; 

• Documentation of grievances filed by the employee; 

• Performance improvement plans; 

• Performance reviews; 

• Career planning documentation; 

• Attendance records; 

• Dates of vacation taken; 

• Accident / incident report forms involving the employee; 

• Records of recognition / commendation; 

• Medical documentation for any required absence(s); 



 

  

 

• Workers compensation Insurance claim forms; 

• Accident / incident forms resulting in an injury to the employee; 

• Functional abilities forms required in any Return to Work (RTW) process; 

• Documentation regarding forms of reasonable accommodation required as part of 

any RTW process 

• RTW plans, including documentation of any updates or dialogue during this 

period 

• CPP contributions; 

• EI premiums; 

• Taxes withheld; 

• The hours worked by each employee; 

• Form TD1, Personal Tax Credits Return; 

• Canada Revenue Agency letters of authority which allow organizations to educe 

the tax deductions for certain employees for a specific year; 

• All information slips issued and returns filed; 

• Erin Ridge Children’s Academy employment history, citing dates of positions 

held and levels of compensation; 

• Employment contracts; 

• Tax forms; 

• Records of taxable benefits; 

• Records of contractual bonuses, incentives, or salary increases; 

• Records of accrued sick leave, vacation, and overtime; 

• Documentation of rewards / bonuses; 

• Compensation records; 

• Commission records (where appropriate); and 

• Records of any loans / advances granted, with appropriate repayment information. 

  

Procedures Regarding Records: 

At no point will any information contained within any of the business files whether it be 



 

  

 

employee or client related - be communicated publicly without the prior written consent 

of the employee, unless required by law or as permitted under the Freedom of 

Information policy. 

Erin Ridge Children’s Academy employees shall be allowed to review their files. Anyone 

that wishes to review their files must submit a request to view the files a minimum of 2 

business days prior to the date of review. Employees must be accompanied by 

management while viewing their file(s). 

Notwithstanding the above, employees may not review any documentation that would 

violate the confidentiality of another employee. 

Erin Ridge Children’s Academy employees may challenge the accuracy of 

documentation in their personal file(s), request that corrections be made, and request that 

a written note of their comments be added as an annotation to the documentation. 

All information maintained in Erin Ridge Children’s Academy files are the sole property 

of Erin Ridge Children’s Academy The removal of any documentation or information 

from personal files by employees or third parties is strictly prohibited. 

Employees may request copies of documentation included in their personal file(s). 

Securing Information: 

Erin Ridge Children’s Academy is committed to ensuring the security of its information 

in order to protect it from unauthorized access, collection, use, disclosure, copying, 

modification or disposal or similar risks. 

The following security measures will be followed to ensure that business; employee and 

clientele information is appropriately protected: the use of locked filing cabinets; 

physically securing offices where personal information is held; the use of user IDs, 

passwords, encryption, firewalls; restricting employee access to personal information as 

appropriate. 

We will use appropriate security measures when destroying information such as: 

shredding documents and permanently deleting electronically stored information. 

We will continually review and update our security policies and controls as technology 



 

  

 

changes to ensure ongoing personal information security. 

 

Supervision and Accountability Policy 

It is the responsibility of every ERCA Educator to ensure that all children in ERCA 

programs are supervised at all times, indoors and outdoors. Each Educator must always 

know the number of children in their care. Effective supervision practices reduce the risk 

of harm to children by preventing incidents, injuries and accidents. In our programs, our 

educators will be involved and familiarize themselves with the individual needs of the 

children in their care.  

Educators should always be within the range to easily communicate with children without 

the need to raise their voice. Supervision is actively participating in or guiding children’s 

learning and educational activities while being attentive, alert and watchful of each child, 

as well as engaged with the entire group. Supervision is adjusted to the specifics of the 

child care environment and the individual needs of children attending the program.  

 

 Ratios and Supervision 

 To meet the mental, emotional, spiritual and physical needs of our children, the ERCA 

adheres to ratios as outlined by the Early Learning and Child Care Act and Regulation. 

As children age, the Educator to child ratio decreases which demonstrates that children to 

have more capabilities based on their developmental stage. 

Age of Children Educator/Child 

Ratio 

Maximum Numbers of 

Children in a Group 

Infant (Less than 12 months old) 1:3 6 

Infant (12 months to 19 Months) 1:4 8 

Toddler (19 months to 3 years) 1:6 12 



 

  

 

Preschool (3 years to 4 years) 1:8 16 

Pre-Kinder (4 years and up not 

attending Kindergarten 

1:10 20 

Kindergarten and School Age 

Children 

1:15 30 

 

 

 

 

While children are resting, the following ratios apply 

Age of Children Educator/Child Ratio 

Infant (Less than 12 months old) 1:6 

Infant (12 months to 19 Months) 1:12 

Toddler (19 months to 3 years) 1:12 

Preschool (3 years to 4 years) 1:16 

Pre-Kinder (4 years and up not 

attending Kindergarten 

1:20 

 

Nap time ratios cannot apply until the children are resting or engaged in a quiet activity. 

If children are awake and not interested in resting or engaging in a quiet activity, the 

Director or Program Supervisor or another Educator must be notified to provide support 

(either leaving the room with the child(ren) or engaging in a quiet activity with the child). 

Children are encouraged to, at the but will not be required to nap. The Director and 



 

  

 

Program Supervisor must be notified immediately if children are not interested in resting 

or are exhibiting behaviours that does not allow an educator to provide supervision to the 

larger group size to ensure the children’s safety, well-being and development. Educators 

will follow rest and nap procedures. 

 

The ERCA may combine children of two or more age groups. The Educator to Child ratio 

that applies to a mixed age group depends on the majority of the age of children in the 

combined group. Infants less than 19 months are excluded from this majority ratio, unless 

an approved exemption from licensing is in place. 

In Daycare and Out of School Care Programs, a Supervisor on Site will be on duty at all 

times while children are receiving care on the program premises. 

Educators must position themselves strategically to supervise all children in their group 

effectively. Educators will move to regularly cycle through the different areas where the 

children are. Small groups are carried out as much as possible to support the individual 

needs of the children. 

The ERCA will have clear and established expectations with the children. 

The Director (or Supervisor on Site) must be aware of group locations and numbers. This 

will be monitored by radio or by physical check. Checklists are completed to ensure that 

Educators are aware of the programs indoor and outdoor physical environments, 

including while off site. 

 

Educators should not have unsupervised access to children until they have obtained a 

minimum Child Development Assistant Certification. Achieving a certification level is 

evidence that Educators have obtained the knowledge and skill to work with children 

during their different developmental stages. Educators must also have Police Information 

Check with vulnerable sector check and Valid First Aid accompanying their certification 

to be alone with children. 

 



 

  

 

Educators will take the portable first aid kit, including emergency cards, two-way radios. 

If radio is not available, educators may carry their personal cell phone and attendance any 

time a group leaves the room for outdoor activities, during off site excursions and during 

emergency evacuations. Backpacks containing this content will always be worn by an 

Educator when in non-enclosed spaces. 

 

Sign In and Out (Arrivals and Departures)  

It is a requirement that children are signed in and out of the program. When a child is 

picked up or dropped off by a parent or guardian, the parent or guardian must be greeted 

by an Educator and sign the child in or out on the attendance sheet. A child will not be 

released or accepted into care unless accompanied by a parent or guardian that is 14 years 

or older to sign the child in or out, except when children are dismissed in the morning to 

attend school and arrive from school in the afternoon.  

When a child arrives or leaves the program to attend school or an alternate program, an 

Educator must sign the child in or out on the attendance sheet.  

Parents/guardians must notify the program if someone other than themselves will be 

picking up the child and that person must be 14 years or older. A child will not be 

released to anyone without authorization. If an Educator is not familiar with a person who 

arrives to pick a child up, that person will be asked for Government Issue photo 

identification and the name will be compared to the child’s emergency card and or a 

phone call will be made to the parents or guardian.  

 

In the best interest of the child, if ERCA Child Care Educators suspect the person picking 

up the child is Unwell, the Supervisor on Site will follow our Unwell Parent, Guardian 

or Pick-up Person: Operational Procedures. 

Stop & Count/Attendance 

ERCA will have STOP & COUNT sign posted on all the doors and exits. All the 

educators will require to stop and count the children they are accountable for. Educators 



 

  

 

will be carrying the portable tracking note book and educators will be using this tracking 

note to do the headcounts during all the off-site activities including outdoor playground. 

Headcounts  

A headcount is ensuring that you can see each child at the program, whose name is on 

portable tracking note book. Headcounts must occur at least every 15 minutes and during 

transitions and be documented on the portable attendance sheet. When completed, 

educators must communicate the number of children in care with their room partner, if 

applicable.  

During transitions and on offsite excursions, headcounts occur before leaving one 

location, upon arrival at destination, during the outing, upon leaving the destination and 

upon return.  

If headcounts are not accurate, a roll call of each child must be completed. A roll call is 

reading each child’s name aloud and waiting for a response to be sure all children are 

accounted for.  

If all children are not accounted for the Lost/Missing Child Protocol, in the Emergency 

Procedures, will be followed. 

Communication/Echo Practice 

ERCA Educators must clearly communicate changes to the attendance of the group, 

including Educators responding that they understood the information. All Educators will 

be made aware of any changes to a child’s typical daily schedule. 

Washroom Supervision  

In Early Years programs, when children use the washroom, Educators are required to 

position themselves near to the washroom to supervise and assist. This means:  

• When possible, educators are required to check the washroom prior to use. 

• If Educators take children of the same sex to the washroom they are required to 

position themselves directly outside the washroom doors.  

• If possible, Educators should work together to ensure that Educators of the same 

sex accompany children to the washroom.  



 

  

 

 

In School Age programs onsite, children are encouraged to use washrooms prior to 

transitions and before arrival to program. Children notify educators prior to leaving the 

classroom and report back to the Educator upon their return.  

In School Aged programs offsite, Educators are required to position themselves near the 

washroom without impeding the privacy of the child.  

In School Aged programs onsite and offsite offering care for children not yet in school, 

Educators are required to position themselves near to the washroom to supervise. 

 

Transitions  

Transitions take place at intentional times throughout the day with the children, both 

indoors and outdoors. Transition times can overlap with pick up or drop off times. To 

ensure the safety of the children during transitions times, pick up and drop off will not be 

allowed during this time. Families will be asked to join the transitioning group and wait 

until confirmed by Educator, that all children have made it to their final destination 

before dropping off or removing their child from care.  

Educators will be prepared prior to the transition beginning.  

Educators will review expectations with children for safe travel and play. 

When Educators are transitioning, it is important that they position themselves to 

appropriately supervise the children at all times.  

If multiple Educators are transitioning with the children, they must remain in visual 

contact of each other and/or use Two Way Radios to communicate with each other. 

Transportation and Off-Site Excursions  

When Educators and children are participating in off-site excursions and/or are taking 

transportation, a minimum of 2 Educators, must attend and Educators must position 

themselves to appropriately supervise the children at all times.  

A portable attendance will be utilized.  



 

  

 

• Roll Call will take place prior to boarding bus/LRT and upon exiting  

• Head count will take place once on the bus 

• Educator will complete a Walk-through of the bus after arrival at the destination 

to ensure all children are accounted for.  

• Children requiring attention or guidance with behaviors will sit with or near 

Educators.  

Educators will designate boundaries and a meeting place on location and children will be 

made aware of the boundaries and meeting location.  

Children will be divided into small groups, prior to the off-site excursion, and assigned to 

an Educator. All children will wear wrist bands or T shirts with emergency information.  

Educators will follow Off Site Excursion Procedures.  

Playground and Outdoor Supervision  

On community/school playgrounds, there must always be two Educators supervising a 

group of children. During outdoor play, in a non-enclosed play space, two Educators will 

be outdoors, when possible (Educators may be supervising differing groups). In enclosed 

play spaces, there may be one Educator supervising a group of children outdoors. During 

transitions, there may be one Educator supervising a group of children outdoors, while 

maintaining ratios.  

Boundaries will be designated when playing outdoors and children will be made aware of 

these boundaries. 

 

 

 

 

 

 



 

  

 

 

 

Child Guidance Policy 

Guidance is very important in building accountability, responsibility, respect for others 

and most importantly, self-respect. Children are encouraged to remember that they are 

responsible for their behavior and they are to understand that any behaviors which 

disrupts or detracts from the safe and positive climate of our Centre is discouraged. 

We will help the child to identify the problem, help the child solve the problem and 

resolve the conflict in a positive manner and arrive at a mutually agreeable solution. 

The Educator is Expected to: 

1. Observe 

During children’s play most conflicts occur over property, territory or privileges. 

The educator is expected to closely observe, as conflicts are often preventable. 

2. Guide/Model Problem Solving 

• Intervene when conflict is noticed 

• Identify and sum up the problem in a non-judgmental manner 

• Ask questions as some problems may require further investigation until a 

statement can be made that the children feel comfortable with 

• Decide on a mutually agreeable solution and follow through (this may involve 

notifying the parent of the conflict) 

3. Facilitate Effective Problem Solving 

During the problem solving process, the educator is expected to stay calm (it is 

difficult to solve problems when educator is emotional and owns the problem), 

take time (proper solving requires time and energy), keep the child’s perspective 

(children’s small problems and conflicts are important to them). 

Our Centre also employs other methods to avoid conflict such as redirection, 



 

  

 

offering choices and restructuring the environment. 

Our Guidance philosophy is one which we feel best meets the needs of the 

children. We encourage children to talk about their feelings rather than to use 

aggressive behavior to express feelings of anger, hurt or confusion. We encourage 

children to independently deal with their conflicts and encourage them to reach a 

solution. 

• Disciplinary action is to be reasonable given the particular circumstances. 

• Under no circumstances can the following actions be employed or applied:  

1. physical punishment, restraint, confinement or isolation,  

2. verbal or physical degradation  

3. emotional deprivation,  

• Educator must not deny or threaten to deny any basic necessity  

Positive Guidance Policy 

Through discipline we help children develop self-control. We want the children to feel 

strong and self-confident and at the same time respect adults and other children. Children 

who like themselves and feel esteemed by others rarely act rebellious or sullen. 

Discipline refers to actions taken by adults to help children control their behavior. These 

actions include identifying what kinds of behavior are acceptable and helping the child to 

understand the possible consequences of unacceptable behavior. Giving a child the reason 

for why he is not allowed to touch or do something helps him in learning to manage his 

own behavior in the future. Adults help children to develop self-control by being 

consistent, predictable, and by modeling desirable behavior.  

 

The Centre has clear rules that will be followed consistently with each individual child. 

When making rules we refer to the following guidelines:  

• We cannot let children hurt other children  

• We cannot let children hurt themselves  



 

  

 

• We cannot let children destroy equipment or property  

• We cannot let the children bully others in any way  

The rooms will be set up and the program planned appropriately in order to prevent 

undesirable behavior. The teachers will be able to recognize when children are becoming 

bored and frustrated and when they need to change activities. We will never use sarcasm, 

physical force, or embarrassment to discipline a child.  If a educator member ever 

becomes frustrated, they shall call upon another educator member to assist them or take 

over. 

Based on the above-mentioned guidelines, teachers take disciplinary action on particular 

child on reasonable ground using the verbal communication only. Physical & Emotional 

punishment of children, including hitting and spanking will not be allowed under any 

circumstance. Other discipline methods that are unacceptable include time outs, harsh or 

degrading measures that humiliate or undermine a child’s self respect, isolating a child, 

or withholding basic needs such as food, shelter, clothing, bedding or affection.  

Teacher observes the children’s activities minutely and writes a report of any 

undisciplined activities of children on parent’s communication book and reports it to the 

respective parents. Both parents and teacher share some idea and come to the conclusion 

of how to deal with the matter. If needed parents provide advice in written form on 

parents communication book. Both parents and teacher will have communication with 

child. 

Methods of Handling Disciplinary Actions: 

• Educator will communicate to children using positive statements.  

• Educator will communicate with children by getting down to their eye level and 

talking to them in a calm quiet manner about what behaviour is expected.  

• After the child is reminded of the appropriate behaviour, he/she will be redirected 

through alternatives/ choices to another activity or area.  

• Educator will promote and encourage appropriate behaviour through 

knowledgeable program planning, modelling desirable behaviours, and socially 

acceptable language.  



 

  

 

• The goal that we are striving for is for children to take responsibility for their own 

actions and behaviours.  

Any person, while on childcare premises, shall not engage in any of the following actions 

toward children:  

• Hit, spank, beat, shake, pinch, or any other measure that produces physical 

discomfort.  

• Cruel, harsh, unusual, humiliating, or frightening methods of discipline, including 

threatening the use of physical punishment.  

• Placement in a locked or dark room.  

• Public or private humiliation, yelling, or abusive or profane language.  

• Educator shall not associate disciplinary action or rewards with rest, food, or 

toileting.  

• Educator shall not use time out for any child.  

• Educator shall not use time out for any purpose.  

Discipline Documentation / Communication to Parents:  

• Educator shall have ongoing communication between home and day care 

regarding all aspects of the care of the child.  

• Educator shall document any history of recurring discipline problems and 

subsequent formal record.  

• In cases of recurring or severe misbehavior, parents will be contacted so that we 

may work things out together. If the misbehavior continues the Director may 

place the child on a two week probationary period. If the situation does not 

improve, or a plan cannot be implemented for improvement during the 

probationary period, parents will have one week to withdraw their child from the 

Day Care.  

• Our Day Care educator will act professionally at all times and in accordance with 

regulation requirements listed in the Child Care Licensing Regulation.  



 

  

 

Role of Parent: 

Parents have the valuable role to make the children well behaved at day care or home. 

Parents hand Book contains the one chapter child discipline policy. The day care expects 

parents read the discipline policy and prepare their children accordingly. Similarly, 

parents will be advised to have sharing with concerned educator and director regarding 

their children’s behavior and find the out the appropriate procedure to handle the 

disciplinary situation. 

 

Strategies for Guiding Positive Behavior: 

• Substitution: When two children want the same toy, another similar toy will be 

provided for one child. We will present the new toy in a positive, cheerful way. 

• Redirection: Same principle as substitution, but instead a child will be moved 

along into a different area or to a different activity. 

• Encouraging the use of Language: Children need to learn to express verbally and 

need to feel understood. By listening to children and showing them they are being 

understood can prevent frustrations coming out in other, less desirable ways. 

• Physical Proximity: By circulating throughout the classroom and staying close to 

the children, our educator will prevent many problems before they start. 

• Activities: By providing a wide variety of challenging, diverse activities, the day 

will run much smoother. The children will be busy in a constructive way. 

• Appropriate Expectations: By knowing what to expect (and what cannot be 

expected) of children at certain ages, educator will avoid creating a situation ripe 

for frustration. 

• Praise and Reinforcement: Children want to please adults. Educator will 

encourage, reward, and build upon appropriate behavior. 

• Modeling: Educator will model the manners and behaviors children need to see. 

• Environment: Educator will ensure that the arrangement of the room and schedule 

are working for the children and will be responsive to the children’s needs. 

• Consistency: Whenever possible, Educator will be consistent within the practices 

of the Care Centre, and with any special rules from home. Communication is 



 

  

 

essential! 

• Rapport: Educator will get to know each child and develop meaningful 

relationships. Educator will strive to know each child’s preferences, what they 

respond to, what agitates them, etc. Educator will develop a relationship with the 

children and families based upon mutual trust. 

Supervision: Toddlers, especially, need to be closely supervised at all times and are very 

quick and extremely curious! Care Centre Educator are well aware of this fact of nature 

and will keep warm, but attentive eyes on young ones at all times 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

  

 

 

Nutrition Policy 

Child Care Nutrition – Good nutrition is vital to child’s physical and mental 

development. We have developed childcare nutrition policies in our program to 

encourage the development of good eating habits that will last a lifetime.   

Meals and Snacks Promote Child Care Nutrition – Due to our desire to promote 

child’s health and provide good child care nutrition, the daycare/OSC follows the 

childcare nutrition guidelines of the Canada Food Guide for all meals and snacks. A 

variety of nutritionally balanced, high quality kosher foods are prepared and served on 

the premises each day. Meals are served family style; each child is encouraged to serve 

him or herself, and to try each food that is offered.  

Child Care Nutrition is Routine – In order to limit our time away from the children and 

to promote healthy eating habits, food is available only at scheduled times. Children who 

choose not to eat will need to wait until the next scheduled meal or snack. Meal and 

snack times are planned so that no child will go more than three hours without being 

offered food. Scheduled meal times are  

Meal Time Schedule: 

Breakfast  8:00 AM to 9:00 AM 

Lunch   11: 00 AM to 12:00 PM 

Afternoon Snacks 3:00 PM – 4:00 PM 

Afternoon Snacks for OSC: 3:30 PM – 4:00 PM 

For those children who arrive in the bus will be given meal at the time they arrive. 

Although we realize that fast food is convenient, program. Do not promote fast food meal 

or drink as this undermines our efforts to teach healthy habits to the children.  

Child Care Nutrition Considers Special Diets – Sometimes a child requires a special 

diet due to allergies, food sensitivities, or other circumstances. If child needs a special 

diet we will be unable to make adjustments to our menu in order to accommodate his / 



 

  

 

her needs. So parents are requested to provide food for child. For vegetarian child we will 

prepare vegetarian food whenever menu has non-veggie items. If you send meals to 

ERCA, the meal must follow the Canada Food Guide. If child is not able to follow the 

Canada Food Guide due to special dietary needs we are required to have a written 

doctor’s order to follow.  

Please do not send gum, candy, snacks, or other foods to ERCA.  

Child Care Nutrition can Include Special Treats – A well-balanced child care nutrition 

plan includes occasional treats, and what better time for treats than a birthday or holiday? 

Special birthday or holiday treats help make these days even more special for our 

children! If you wish to send a special birthday or holiday treat please let us know ahead 

of time. If you plan to send birthday treats please do not send any food that contain or 

may contain nuts. All the leftover food will be sent home on the same day. 

Our Weekly menus Promote Child Care Nutrition – Our weekly menus are carefully 

planned to follow Canada Food Guide recommendations at every meal. Each menu is 

designed to provide a wide variety of nutritious foods that are different in color, shape, 

size and texture. All of our childcare menus include foods that are new or different, the 

children’s favorites, culturally diverse, and seasonally appropriate. Menus are rotated on 

a seasonal basis to provide the children with a balance of variety and familiarity. Menus 

are adapted to incorporate fresh in-season produce and special foods. Food handling 

procedures ensure that hot foods are kept hot; cold foods are kept cold at all times.  

Guidelines for Serving Food  

• All children and educator wash their hands before sitting down to eat. If a child or 

educator member wipes a nose or leaves the table for any reason, they must wash 

their hands again.  

• All tables must be cleaned and disinfected with the appropriate cleaning products. 

The tables must be air dried.  

• Educator should receive one tray / table from the kitchen. Each tray should have 

everything needed to serve the children at the table. For older children the utensils 



 

  

 

and milk / juice jug should be a good size so that the children can serve 

themselves.  

• Never touch the eating areas of plates, cups, or cutlery when serving the food.  

• Remember to check allergy list posted in the room and make sure child does not 

eat that food. Talk to the Academy director about how to handle any children who 

may have allergies. The parents may be required to substitute foods.  

• Children are NEVER forced to eat. We encourage them to try new foods and take 

small amounts at first and then to have more. Children can eat until they are full 

and shouldn’t be told to hurry up; they can take as much time as they need.  

• The menus are posted in the main entrance and kitchen wall. Any changes made 

to the menu must be approved by the Academy director and posted for everyone 

to see. Our menus follow Canada’s Food Guide to meet the nutritional needs of 

the children.  

• According to health and licensing regulations the following foods must never be 

served to children less than four years of age: nuts and seeds, hard candies, 

caramels / toffees, chewing gum, popcorn, gumdrops, jelly beans, and / or snacks 

made with toothpicks or skewers.  

• The following food may be served to children four years of age or younger if they 

are modified. Whole grapes – sliced, hard vegetables – shredded or chopped, fruit 

with pits – if pit is removed first, and /or fish – if bones are removed.  

• Peanuts and any nuts can never be served or brought into the centre. If they are, 

educator must wrap them up and dispose into an outside garbage immediately. 

Anyone handling the product must thoroughly wash his / her hands.  

• When taking food on a field trip make sure it is kept cold by putting it into a 

cooler with ice. If at all possible, keep out of the sun.  

• When a parent brings in inappropriate foods for the child, educator should discuss 

nutrition with the parent and encourage them to provide the proper amount and 

variety of foods. When food is inappropriate educator should supplement with 



 

  

 

appropriate food from the kitchen. Inform the Academy Director about any 

concerns you have.  

Manner of Feeding  

• The manner in which children are fed is appropriate to their age and level of 

development.  

• Children are seated while eating and drinking.  

• No beverages are provided to children while they are napping.  

Nutrition and Manner of Feeding: 

Nutrition is an essential factor in each child’s growth and development. The first few 

years in a child’s life are critical years for growth and brain development. It is also a time 

when children begin to form eating habits that last a lifetime. Erin Ridge Children’s 

Academy is committed to supporting the children’s nutritional needs and promoting 

healthy eating habits. Program provides morning snacks and lunch and parents provide 

afternoon snacks for daycare children and for after school care children, program 

provides morning snacks and afternoon snacks. 

 Menus are planned based on the guidelines of the most current Canada Food Guide using 

quality products and ingredients to support children’s healthy development. Lunches and 

snacks are planned for the children at appropriate times and food is provided in sufficient 

quantities in accordance with the needs of each child.  

We are a NUT FREE FACILTITY. We strive to serve foods the children enjoy, taking 

family and children’s preferences into consideration when planning menus. Menus are 

posted where they are clearly visible to keep families informed of all foods served at the 

Center, allowing parents to see what the child has been served to facilitate planning meals 

at home. Procedures and practices ensure utmost safety at meal and snack times. The 

manner in which children are fed is appropriate to their age and level of development. 

Children will be seated on the chair at the table during eating. There will absolutely no 

food or drink allowed on the crib or mats. Special dietary and feeding arrangements are to 

be carried out in accordance with the written instructions of a parent of the child. All food 

storage containers must be labelled with the child’s name (bottles, sippy cups, containers 



 

  

 

with food, lunch boxes, water bottles, etc.). We strive to establish a pleasant social 

atmosphere in which children can enjoy their meals and snacks and learn social skills, 

self-help skills and learn about good nutrition.  

Infants: If babies drink formula, parents are required to provide the prepared formula in 

glass bottles. Bottles will be sent home daily. All bottles and foods brought to the Center 

by families must be labelled with the child’s name. Mothers are welcome to breast feed 

their baby at the Center.  

Before and After School Care: Parents of children in Grades 1-6 must send a nutritional 

lunch for their children daily when children are in attendance full days. Families are 

encouraged to follow the recommendations of the age appropriate Canada Food Guide. 

Any foods containing nuts and “junk foods” are not allowed. A nutritious supplement 

will be provided for children if the food provided by the family does not meet the Canada 

Food Guide guidelines. Lunch boxes and drinks brought to the Center by families must 

be labelled with the child’s name. 

Food from Outside Facility: 

Holidays and special occasions are celebrated with healthy food and non-food treats. 

“Junk food” is never served in the Center.  

• Food treats brought into the Center by parents, educator and volunteers are 

discouraged except for special occasions such as multicultural event.  

• All foods brought into the Center for sharing must be prepared in a licensed food 

establishment. 

Note: There will be no outside food allowed to bring in the facility while COVID-19 

restriction in place 

Peanut Policy  

ERCA is peanut and nut free. ERCA cannot make any guarantees with respect to all the 

products supplied, but when purchases are made selections are peanut and nut free 

alternatives. We can neither be responsible for children or families who may bring 

peanuts to ERCA or any residue that may remain on surfaces.  



 

  

 

It is extremely important that parents of children with peanut and / or nut allergies notify 

the daycare/OSC, in writing, and provide an epi-pen in case of emergencies. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

  

 

Rest Policy 

All children have individual sleep and rest requirements. Children need a comfortable 

relaxing environment to enable their bodies to rest. This environment must be safe and 

well supervised to ensure children are safe, healthy and secure in their environment.  

Erin Ridge Children’s Academy will ensure that all children have appropriate 

opportunities to sleep, rest and relax in accordance with their individual needs. All the 

mats, cots and crib provided will comply with Alberta Health Services requirements. The 

risk of Sudden Infant Death Syndrome (SIDS) will be minimised by following practices 

and guidelines set out by health authorities.  

Children’s sleep and rest play an integral part in a child’s well-being and development. 

The purpose of this policy and procedures described within is to provide educator, 

students and volunteers with rules and procedures to follow to safeguard children from 

harm, injury or death while sleeping.  

The procedures provided for placing children under 12 months of age on their own backs 

for sleep align with the requirement to meet the recommendations set out in Health 

Canada’s document entitled “Joint Statement on Safe Sleep: Preventing Sudden Infant 

Deaths in Canada”. 

Procedures for monitoring sleeping children reduce the risk of harm or injury so that 

caregivers can look for and identify signs of distress and implement immediate responses 

to protect the health and safety of children. 

 

• Daycare program has the rest time scheduled from 12:30 – 2:30 PM 

• Children under 12 months of age will be placed in their crib on their back to 

sleep, once an infant is able to roll from their back to their stomach or side they 

will not be repositioned onto their back  

• Sleep positioners will not be used  

• Infants will not be permitted to sleep in strollers, swings, bouncers and/or car 

seats while in attendance at Erin Ridge Children’s Academy should an infant fall 

https://www.canada.ca/en/public-health/services/health-promotion/childhood-adolescence/stages-childhood/infancy-birth-two-years/safe-sleep/joint-statement-on-safe-sleep.html
https://www.canada.ca/en/public-health/services/health-promotion/childhood-adolescence/stages-childhood/infancy-birth-two-years/safe-sleep/joint-statement-on-safe-sleep.html


 

  

 

asleep or arrive asleep in any of these items they will be gently transferred to a 

crib. 

• Infant will have a tracking chart for sleeping time (we use HiMama Program) 

• Children over 12 months old will be  assigned to individual mats labeled with 

their name. 

• After School Care children will be provided mats if they need rest during non 

school days. After School Program do not have any rest period. 

Supervision and Monitoring 

• Children will be supervised by an adult at all times. Child and caregiver ratio will 

be according to Alberta Childcare Regulations. 

• Electronic sleep monitoring devices will not be used  

• There will be sufficient light in the sleep area to allow for visual monitoring; 

lights can be dimmed but educator must be able to see children clearly  

• Direct visual checks will be conducted of each sleeping child in 15 minutes 

intervals by being physically present beside the child. Educator will check for one 

of two physical indicators in rotation, chest rising (CR) and colouring (C), as well 

as look for indicators of distress or unusual behaviours. The procedures for 

completing direct Visual Checks will be posted in each room. 

• Should the above visual indicators not be easily/immediately observed educator 

will gently place their hand on the child to feel for their chest to rise and check 

body temperature  

• Children are permitted to sleep, rest or engage in quiet activities based on the 

child’s needs.  

- A wake-up area will be provided for preschool or older aged children whose 

individual needs may require more active play once their needs for rest have 

been met while others around them are still at rest.  

 



 

  

 

• All parents of children who regularly sleep at the Academywill be advised of the 

centre’s policies and procedures regarding sleep at the time of their child’s 

enrolment and/or any time the policies and procedures are revised, as applicable. 

This information is available in the program’s website and parents’ Handbook’. 

• Parents will be advised by the educator of any significant changes in their child’s 

behaviours during sleep and/or sleeping patterns.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

  

 

Program Planning Policy 

Program educators of each room are responsible for planning and organizing the 

activities in their respective rooms. Educator who has child development Assistant 

certificate will be assisting other educator for collecting information, resources and other 

support needed. This includes planning, arranging and evaluating the suitability of the 

physical environment of the room to facilitate children active engagement of the children 

in different forms of play. Erin Ridge Children’s Academy has been using a program 

planning template attached below. Erin Ridge Children’s Academy has been practicing 

Daily, Weekly and Monthly Planning. Planning sheets are posted on the communication 

board in every room for everyone to see.  

The planning is based on: 

• Observed needs and interests of children 

• Acceptable safety and health practices 

• Parental input/ideas from parents, stakeholders and other community people 

• Feelings and behaviours observed 

• Consultation with offline and online resources 

 

For out-of School care children, educator communicate and interact with the children and 

be aware of the children’s school and extra-curricular experiences, which will be 

incorporated in the program planning. Educator ensures that in addition to the variety of 

play available, there is room for quiet reading and homework activities along with messy 

and noisy play. 

The program provides age-appropriate activities that encourage growth in the individual 

stages of development. The variety of activities addresses the 6 components of 

development: Physical, Social, Intellectual, language, creative and emotional needs. The 

planning will include activities encouraging growth in math, science, reading, writing, 

dramatic play, art & craft, sand and water play. Further planning in cooperates child’s 

cultural background, language and costumes. 



 

  

 

Offsite Activities and Emergency Evacuation Policy 

At our Erin Ridge Children’s Academy the safety and well-being of children and 

educator shall always take first priority over all other considerations. The director and 

educator of our Erin Ridge Children’s Academy are considered responsible for the with 

families of the children in our Centre.  

 

Off-site Activity:  

The children’s parents will be advised in advance of planning for an offsite activity, 

including the transportation and supervision arrangements with respect to the activity. We 

will require all parents to sign a release form permitting us to take their child/ children on 

an offsite activity. Proper supervision of children is essential at all times during the off-

site activity. Educator must be responsible for children under their supervision. No child 

will be left alone at any time. All of our educator will be required to maintain educator/ 

child ratios on field trips. Educator will bring out portable record for each child to offsite 

activities and during emergency evacuation and first aid kits.  

The Erin Ridge Children’s Academy uses certain areas around the Riverbend Shopping 

Centre for off-site activities i.e. Brander Garden Park, St. Monika Park, River Ridge 

Park, earl Buxton/St. Marry Play Ground, Ramsey Park, river Valley including Fort 

Edmonton Bridge and walking both sides of river, Riverbend Public Library, walking 

around neighborhood etc. Erin Ridge Children’s Academy takes the consent of parents in 

Admission form regarding those specific areas off-site activities. Once parents agreed, 

Erin Ridge Children’s Academy may take children for off-site activities without notifying 

parents for specific days and activities. Academy keeps the record of those off-activities 

with dates, time and number of children and accompanying supervising educator. 

Summer Play:  

In hot summer days, we will follow the prescribed rule of not having the children out for 

an offsite activity when the sun’s UV rays are the strongest (11:30 am to 2:00 pm). All 

children are required to wear sunscreen and sun hat, both of which are required to be 

provided by the parents.  



 

  

 

Winter Play:  

We will not take the children for an offsite activity on days colder than 15 Degrees 

Celsius, high wind chill days, and heavy snow fall days. It will be at the discretion of the 

educator and program director as to the length of time the children could remain outdoor.  

Proper clothing for the seasons will be requited all times: We understand that while 

providing care for more than one child, each child cannot endure the heat and cold in the 

same way, therefore we follow rules of safety that should keep all children’s safety in 

mind. 

We believe outdoor play activities are essential part of our curriculum. However, we will 

not put the health, welfare and safety of the children at risk. We will follow the 

recommended rules as suggested by both City of Edmonton and Alberta Family and 

Social Services. Also our Academy educator will act professionally at all times following 

all requirements of the Child Care Licensing Regulation.  

Off-site Excursions 

A field trip form will be sent home prior to the off-site activity outlining the planned 

excursion. The field trip form includes a written parent permission section which must be 

signed by the parent and returned to the Centre prior to the commencement of the field 

trip. A child may not participate in an off-site activity without written consent from the 

parent. Portable records, emergency numbers list, First Aid kits, necessary medication 

and a cell phone must be taken along on all field trips. 

 

ERCA encourages parents to volunteer to accompany off-site excursions and activities. 

Daycare educator will direct parent volunteers regarding their duties during the field trip. 

Safety rules will be reviewed with the children before embarking on the excursion. 

Educator will ensure that car safety rules are observed and comply with Transport 

Canada Guidelines. Educator will prepare children for the off-site experience by 

reviewing where they are going, what will happen, who and what they may see and who 

the children should listen to. 

Off-site Excursion Policy and Procedure 



 

  

 

To ensure a safe and useful off-site excursion, educator are required to hand in a written 

proposal to the Director and hand out permission forms to parents 1-2 weeks in advance 

of the field trip. All parents are welcome to join us on any excursions. Field trips are 

booked according to children’s interests, parental input, as well as available community 

resources. 

The Off-Site proposal must include: 

• Location of the field trip 

• Method of transportation 

• Adult ratio required for field trip 

• Date of the trip 

• Time of departure and arrival 

• Cost of field trip 

In case of emergency, educator must take children’s portable records, First Aid kits and a 

cellular phone. All children under 70 pounds require booster seats. Additional adults, to 

exceed the required ratio, must accompany the group. Child Care educator will direct the 

accompanying adults in supervision of the children with an emphasis on safety and 

keeping the children together as a group. One adult will be responsible for accompanying 

single children or pairs away from the group to the washroom. 

We may take children on an off-site excursion activity only when the child’s parent has 

been advised of the activity, including the transportation and supervision arrangements 

with respect to the activity, and the child’s parent has consented in writing to the child’s 

participation in the excursion activity. Parents are always welcome to join us on off-site 

activities. Please let a educator member know as soon as possible if you will be joining 

us. 

 

 

 



 

  

 

Emergency Evacuation Policy: 

Erin Ridge Children’s Academy will perform a fire drill once a month to ensure fast and 

efficient evacuation of the Centre and written reviews and record of the drills will be kept 

with the plan for reference and updating of plan. The evacuation procedure will be 

discussed with children in advance. Fire drill routines will be discussed with every 

educator member upon hire and will be posted in every room for educator to review. In 

the event of an actual evacuation, children will gather in a pre-determined location and 

parents will be contacted for pick-up. 

In the event of an emergency situation our Emergency Plan will be activated.  

 

• Causes for evacuation include but are not limited to: fire, bomb threat, explosion, 

flood, severe thunderstorm, severe winter storm, hurricane, tornado, toxic fumes, 

electrical, heat, water and structural failure.  

• In an emergency, evacuation to a predetermined location will be called by the 

Program Director. The evacuation of the facility should proceed by the educator 

as rapidly and safely as possible.  

• Evacuation routes posted in each area showing exits and directional will be 

followed.  

• In the event of a major environmental hazard that necessitates a large evacuation 

such as several neighbourhoods, a city/town or geographical area, due to a large 

non-confined hazard, the local government agency will                                                                                                                                          

determine the mass shelter location. All employees are to accompany their 

assigned children to the shelter and remain with them while 

family/guardian/emergency contacts are notified and arrangements are made for 

their pick up. 

• All personnel at the Academy will receive orientation and training in his or her 

responsibilities within the plan annually.  



 

  

 

• Each child, where developmentally appropriate, will receive training concerning 

emergency evacuation procedures.  

• During every outing or emergency evacuation, a educator member will carry a 

portable record of emergency information that includes up-to-date personal 

information, medical, and emergency contacts for each child in attendance. 

The Centre also has firemen and police officers come into the Centre to talk with children 

about safety and so that in a real emergency they know which people are safe to go to in 

the case they are separated from the group.  For fire drills we use a handheld fire bell to 

do a mock alarm.  Daycare children, depending where the fire or hazard is, leave through 

the back, side or front door and meet at the North West end of the parking lot.  If the 

weather is not nice or the area is unsafe children are taken to the .  If this area is also not 

safe they are taken to either ………….. ………….  Parents are notified immediately.   

The Centre has posted the numbers of emergency medical services, ambulance service, 

fire department, police service, and poison control centre, nearest hospital and/or medical 

facility and the child abuse hotline.  We have posted the after hours emergency contact 

number on the window located by the building entrance.      

Monthly Fire Drill Procedures: 

To facilitate a safe and smooth evacuation in emergency situations like fire, flood, light 

ought, gas or chemical outbreak etc. Educators follow the clearly set up 

directions/procedure during an emergency evacuation to facilitate relocating all the 

children in care safely to the alternate evacuation sites and stay there till pick up persons 

arrive.  

Procedure:  

Educator Responsibility:  

 Primary educator of the room will put the sign-in sheets in the emergency 

backpack and while the other room educator gets the strollers ready to get infants 

seated and belted.  

 For infant each educator will take one stroller and walk out of the building, 

together. Take extra blankets if cold. 



 

  

 

 For older children each educator walk the children out of the building, together. 

Take extra blankets if cold. 

 Educator will do a head count at the door, before proceeding further.  

 Educator proceeds to the 

………………………………………………………………… (Primary Location) 

for the other groups and the Director to arrive. Director will double check the 

room and the washroom for clearance and closes the room doors.  

Toddler Room Responsibility:  

• Educator helps children line up at the door facing the main entrance. 

• Primary Educator takes the sign-in sheet along with the emergency portable kit 

and does a quick check of the room, including the washroom, before proceeding 

to the front main exit of the daycare.  

• The secondary educator can bring a stroller, if available, seat for younger toddlers 

and belt them up.  

• Primary Educator does a quick head count before proceeding to the door.  

• With one educator leading and the other following the group, will assist the 

children ……………………………… 

• Director will double check the room and the washroom for clearance and closes 

the room doors.  

We will be applying the following evacuation plan for mentioned emergency situations: 

Fire 

• At the sound of the fire alarm educator members in each room will gather the 

children. 

• Educator members will ensure that a class list and emergency contact book is 

taken from their room. 

• Educator will help children exit the building in an orderly fashion through the 

appointed fire exit. 



 

  

 

• The educator will do a head count and a roll call at the designated meeting place, 

which is located behind the daycare’s playground.  If this location is not safe we 

will meet at the front of the daycare. 

• The director or last educator member out of building will check all educator, 

storage, class and bath rooms to ensure all children and educator are out of the 

building. 

• The director or last educator member out will ensure that all doors are closed and 

lights turned off. 

• The director or last educator member will ask each educator member for an 

account of children in their care. 

• If we are unable to return to the centre, the director and educator members will 

guide the children in a safe, orderly fashion to the emergency site, which is 

located at either the Riverbend Athletic Club or a second location at Tempo 

School. 

• The director will contact parents or assign a educator member to call parents and 

inform them of the situation as well as arrange for pick up of the children. 

Tornado 

• Director will inform all educator of the warning. 

• Educator members will gather all children in their care and bring them to the 

centre of the daycare; free of all windows. 

• Educator members will take a class list and emergency contact book for their 

room with them. 

• Educator will do a head count and roll call for their room. 

• Director will check all educator, storage and wash rooms for any children and 

educator. 

• A radio will be in the room so that the director and educator can be kept informed 

of weather conditions. 



 

  

 

• When the weather clears and the director is informed by authorities children will 

be evacuated.  Parents will be contacted by director or assigned educator member. 

Lock Down 

• The director will announce to educator of a lock down, and lock all doors to the 

centre. 

• Educator will gather children in their care quickly and orderly.  The educator will 

bring their children in to a room with no windows (out-of-school room). 

• Educator will take a class list and emergency contact list with them. 

• Educator will do a head count and roll call of all children. 

• Director will check all educator, storage, class and bath rooms for any children 

and educator members. 

• Director will ask for an account of each room.\Director will remain in contact 

with authorities and remove lock down when informed it is safe to do so.   

Flood 

• Educator members will gather all children in their care and evacuate to meeting 

place. 

• Educator will ensure that class lists and emergency contact lists are taken. 

• Educator members will proceed to emergency site if deemed necessary. 

• The director or assigned educator member will contact parents is necessary. 

 

No Electricity  

• Educator members will gather children together in their rooms if electricity is 

interrupted. 

• Educator will collect their class list and emergency contact list. 

• If electricity remains off for more than 2 hours, the director or assigned educator 

will contact parents for pick up. 



 

  

 

Admission Policy 

Admission is open to all children, newborn to 12 years, whose individual and family 

needs can be met by our program. Our centre will accept children with special needs, 

depending on the severity. Children are allocated in spaces in such a way as to maintain 

our ratios and in accordance with Governmental regulations. The registration form (see 

appendix B) should be returned on or before the start date. This form asks for basic 

background information about child, please notify the Director or assistant director of 

ANY change with respect to: addresses, phone numbers, emergency arrangements family 

status, and allergies or medical problems. If we do not have a space available, we can put 

child on a waiting list.  We will require a non-refundable deposit of $50.00 for 

administrative fees during registration. You will be required to complete the registration 

form, and we will need 6 post dated cheques to cover the fees from September- February 

or March – August. All cheques should be made payable to ERCA. 

 A ONE MONTH written notice is required if you withdraw child from the centre.  

We reserve the right to refuse care of child. If, for any reason, the director or license 

holder deems necessary i.e. late fees, not meeting child’s needs, illness etc. you will 

receive a termination notice from the centre.  

Fees 

Fees are due on the first day of every month. Post dated cheques are to be left upon 

registration to avoid late penalty fees. We charge a penalty fee of $1 per day, for late fees. 

There is a $20 fee for NSF cheques. Notices of late payment will go out on the 5th day of 

each month.  

A termination notice will be served to parents who are behind in payment of fees or 

consistent default on payment of fees,  

Full fees will be charged for weeks with statutory holidays and for children who miss any 

part of the week due to illness or vacation time.  

 



 

  

 

To retain a Child Care space during a prolonged absence, you may be required to pay full 

or partial fees, or leave a deposit. Please speak to Director prior to making arrangements.  

Subsidies are available to those parents who qualify, please ask us for application forms 

or go on web site that is www.child.alberta.ca/childcare To be considered for a full time 

space, subsidized families must have their children in the centre for a minimum of 100 

hours per month.  

We understand that there may be special circumstances, in which parents may not be able 

to make a payment on time, please come and discuss this with Daljit or and we can work 

out a solution together.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

  

 

Inclusion and Diversity Policy 

Guiding Principles: 

Erin Ridge Children’s Academy believes that every child with different ability have right 

to have equal access to and participate meaningfully in our program. The program further 

believes that over all development and positive social attitude are fostered through equal 

participation and group play. In our program, child care professionals are responsive to 

the individual abilities and needs of each child. Opportunities are provided for all 

children to learn through play with their peers. Child care professionals provide support 

to reduce or eliminate barriers so children can learn and fully engage in experiences with 

other children. 

Erin Ridge Children’s Academy adopts the following inclusion principles; 

• Our program welcomes and accepts children of all abilities: Our program 

supports the full inclusion of children who require additional support because of 

physical, cognitive, social or emotional needs. Indoor and outdoor areas are 

arranged so all children can move freely and make choices based on their 

abilities, interests and needs. Our program makes changes to our daily programs 

to meet needs of child.  

• Our program provides opportunities for all children: Our program provides 

developmentally appropriate group experiences for all children and encourage 

the socialization of every child with peers. Our program believes that each child 

deserves an environment and experiences that promote growth in all areas of 

development. 

•  Our program respects and values input from parents and early intervention 

professionals: Our program encourages parents to be part of the decision-

making process for their child. Our program recognizes the desires of parents. 

Our program supports parents by consulting with early intervention 

professionals. Our program works with parents and early intervention 

professionals who have valuable knowledge and expertise to share with each 

other. 



 

  

 

Policy Statements: 

Erin Ridge Children’s Academy respects diversity in the social and cultural backgrounds 

and in the abilities of all people. We believe all individuals bring culture and diversity 

into the centre based on their beliefs, parents background and life experiences.  

Our child care program aims to provide a child care environment which is free from bias 

and prejudice in which children learn the principles of fairness and respect for the 

uniqueness of each person. Our child care program involves the community to assist 

educators/educator and children to understand and accept the range of cultures and 

abilities of members of the local community. Differences in backgrounds, culture and 

abilities are valued and parents are actively encouraged to share their experiences with 

educators/educator and other parents. Our child care program will ensure that appropriate 

inclusion support services are accessed and referred to parents in order to support 

children’s well-‐being and full inclusion into the program. 

Definitions: 

“Inclusion” is not just about learners with special needs. It is an attitude and approach 

that embraces diversity and learner differences and promotes equal opportunities for all 

learners in Alberta. Alberta’s education system is built on a values-based approach to 

accepting responsibility for all children and students (Alberta Education) 

“Disability” a physical or mental impairment of a person that has a substantial and long-

term adverse effect on his or her ability to carry out normal day-to-day activities (Disable 

World) 

“Child Care Professionals” a practitioner responsible for working directly with children 

to provide supervision, planning/organizing activities, and interacting with children to 

contribute promote their growth and development, as well as a person responsible for the 

overall supervision of practitioners and programming (AELCS) 

“Exceptionalities” refers to a child who has some form of functioning that is different 

from the norm, for example, exceptionality may refer to a child with Down Syndrome, as 

well as to a child who is gifted intellectually. 



 

  

 

“Child Care Program (Program)” a child care program licensed under the Alberta Child 

Care Licensing Act providing care and supervision to infants, pre-school children and 

kindergarten and school age children for 4 or more consecutive hours in each day the 

program is provided (AELCS) 

Procedures: 

Erin Ridge Children’s Academy has adopted the following strategies and practices to 

ensure its commitment to being an inclusive organisation. 

Enrolling parents and children into the service 

Enrolment and orientation is often a parents’ first impression of the program. To ensure 

that the enrolment and orientation process is equitable and fair for all parents, the 

program will undertake the following: 

o Consult parents about whether the program requires additional means to 

support their child’s participation in the program. This may involve 

educator training, providing specific equipment and/ or resources, and 

assisting with additional and/ or specialist needs. 

o If applicable, provide information and enrolment forms in other languages 

to assist parents who are from culturally and linguistically diverse 

backgrounds.  

o Provide, where possible, additional support child care professionals and 

seek supplementary funding for children who will require assistance on an 

individual basis. 

Orientating children and parents into the service 

Orientation can be an anxious experience for children and parents. In order to provide an 

orientation process that will meet the individual needs of children and parents and assist 

in making the process a positive experience, the program will: 

o consult with parents to discuss an appropriate orientation process suited to 

their child and parents’ needs. For example, encouraging children to have 



 

  

 

short visits to the program with their parent/guardian, extending to half days 

and then full days 

o encourage parents to contact the program by phone/email or through 

HiMama Program to discuss their child’s progress 

o encourage parents to provide ‘comfort’ items that can be brought from home 

for their child for example, a toy, music or parents photograph 

o encourage parents to participate in an orientation program and interview at 

the commencement of care. This creates an opportunity to exchange 

information, allowing child care professionals to have a better understanding 

of the needs of the child and the parents 

o assist parents from culturally and linguistically diverse backgrounds by 

accessing an interpreter 

o encourage parents to speak to the supervisors and child care professionals if 

they require additional support  

o evaluate the orientation process by requesting  parents to complete a 

checklist at the end of orientation. 

The policy of the Erin Ridge Children’s Academy is to support the diverse needs of all 

parents within the community in all aspects of its operation, and within the children’s 

program. The input of parents is therefore valued and encouraged. 

Settling children and parents into the service 

The settling-in process can be stressful for many parents, particularly those who have 

different cultural or language backgrounds. In consultation with parents, the program 

may identify strategies that actively promote the emotional wellbeing of children and 

parents during the settling-in process. 

At the program we understand that settling children and parents into care is a process that 

continues after orientation and should be maintained throughout the parents’ enrolment in 

care. At times, children who have been attending the program for an extended period of 



 

  

 

time can still have days when they are upset or distressed. All children will be provided 

with the same attention and comfort as a child who is orientating or settling into care.   

To continually meet the individual needs of children and parents, the program will: 

o organise at least two parent/educator meetings during the year to update each 

child’s background information form and ensure there is a continual flow of 

information between parents and educators 

o invite parents to make regular times to meet with the program leader to 

discuss any aspect of their child or parents 

o provide regular information to parents via the program newsletter, website 

and notices in the parents’ board or in individual children’s mailbox and 

HiMama Program 

o provide information in home languages that are appropriate to the enrolled 

parents. 

o regularly and respectfully seek information from parents about their home 

life. 

Selection and Recruitment and Professional Development of the Child Care 

Professionals: 

As an equal opportunity employer, the Erin Ridge Children’s Academy does not 

discriminate on the grounds of sex, race, religion or disability. The Centre values 

multilingual and multicultural skills. 

All child care professionals will be provided with an induction process to assist them to 

become effective members within the team. It will also provide a unique opportunity for 

the program to learn about the values, beliefs and practices of all child care professionals, 

which reaffirms the value of skills and experiences that child care professionals from 

culturally and linguistically diverse backgrounds bring to the program. 

The Centre will provide child care professionals with the information they need to 

perform to the best of their ability in their role. If applicable, this information can be 



 

  

 

translated to ensure they receive clear messages about the expectations and requirements 

of the program. 

The Erin Ridge Children’s Academy supports child care professionals in developing 

diverse and equitable partnerships with children and parents. This will be achieved by: 

o providing child care professionals with professional development materials 

and training to increase their awareness of equity issues 

o employing child care professionals who can assist to meet the needs of 

culturally and linguistically diverse backgrounds 

o creating children’s environments that meet the needs of the parents 

o encouraging informal discussions with child care professionals about their 

values and beliefs 

o reviewing the program’s philosophy annually to assist in refreshing child 

care professionals knowledge 

o inviting support agencies, for example, Community Options, GRIT, Over the 

Rainbow, SEDEN Centre etc. to work with child care professionals to 

discuss equity and inclusion concepts and issues and; 

o inviting parents or members of the community from diverse backgrounds to 

discuss their personal experiences. 

Accountability:  

All the child care professionals of Erin Ridge Children’s Academy are bound to follow 

this policy up signing the employment contract. Failing to comply with this policy will 

result the disciplinary action according to centre’s policy. This policy will be reviewed 

and updated once a year by all the educator during educator meeting and final approval 

will be done by the Centre Director. This policy will be included in “Parents Handbook” 

and Employee Handbook’ 

 

 



 

  

 

Incident Reporting Policy: 

Erin Ridge Children’s Academy will report to Regional Child Care Licensing Office 

every time a serious illness, injury to a child or any other incident occurs that may 

seriously affect the health or safety of a child. 

The following are considered as reportable incident: 

• An emergency evacuation 

• Unexpected program closure 

• An intruder on the program premises 

• A serious illness or injury to a child that requires the program to request 

emergency health care and or requires the child to remain in the hospital 

overnight. As well if you call 911. 

• An error in the administration of medication by a program educator or volunteer 

resulting in the child becoming seriously injured or ill and requiring first aid, or 

the program requesting emergency health care and/ or requires the child to remain 

in the hospital overnight. 

• The death of a child 

• An unexpected absence of a child from the program (i.e. lost child) 

• A child removed from the program by a non- custodial parent or guardian 

• An allegation of physical, sexual, emotional abuse and / or neglect of a child by a 

program educator member or volunteer 

• The commission by a child of an offence under an Act of Canada or Alberta, and/ 

or 

• A child left on the premised outside of the program’s operating hours. 

 

Erin Ridge Children’s Academy must report critical incidents immediately to licensing 

officer of Regional Child Care Licensing Office. Initial contact can be by phone, fax or 

email. The following information must be included in the initial report: 

• The program’s name and contact information 

• The child’s name 



 

  

 

• The date and time of incident 

• The action taken by the license holder as a result. 

•  

Erin Ridge Children’s Academy must report within two working days the incident 

occurrence, and completely fill out and submit the Incident Reporting Form to Regional 

Child Care Licensing Office. Forms will be available at each location. Regional Child 

Care Licensing Office will review all the Incident Reporting Forms. All incidents will be 

reported annually using the prescribed forms and submitted annually to the Regional 

Child Care Office. 

Educator please be advised that if you have a situation that occurs that is a threat to the 

children or educator health or safety the following procedures must take place: 

• Take the children inside or to a safe location 

• Call the police or emergency health care. 

• Inform the Centre Director or supervisor so that they make call to the Licensing 

Officer and other concerned authorities 

• Fill out the Incident report form check the list of reportable incidents to the 

Government of Alberta Child Care Licensing Office. 

• Fill out the proper incident form for the situation. There are 2 types of forms for 

incident reporting if the incident that occurs is under the reportable incident list 

you will use the Government of Alberta form, if not you will use the Erin Ridge 

Children’s Academy form 

• Inform the parents and get any signature and or information you may need for the 

forms 

Reporting to Parents:  

• If educator has determined that a child’s condition requires medical attention but 

it is not an emergency, parents will be called and asked to seek medical care for 

the child. A qualified educator member will administer health care in the nature of 

first aid. 



 

  

 

• If a child is injured or becomes seriously ill while at the Center, it is our 

responsibility to ensure the child receives the appropriate medical attention as 

necessary. The child will receive immediate medical attention and a parent or 

guardian will be notified as soon as possible. If parents or guardians cannot be 

located, emergency contacts listed on the registration form will be phoned. A 

educator member will remain with the child always until a parent, guardian or the 

emergency contact person arrives. 

• An injury/incident report will be completed and a copy provided to parents. The 

report will include details of any action taken by educator. The report must be 

signed by the parent and the educator member attending to the child and retained 

in the child’s file. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

  

 

Potential Health Risk 

The key to preventing the spread of contagious illnesses is early detection, and 

communication between parents and educator is crucial for the well‐being of the children. 

Parents are urged to report any symptoms or concerns to educator upon arrival, and 

educator will monitor children closely for signs of the conditions listed above. Educator 

will also maintain good communication with each other, reporting concerns to any and all 

educator working directly with a particular child under observation. 

The Program Supervisor will be notified immediately when a child becomes too ill to 

participate in the program, the child will first be moved to an area as far away as is 

practicable from other children and will remain under direct supervision/observation of a 

primary educator member. The child will be encouraged to lay or sit on a personally 

assigned cot and every effort will be made to ensure the child is as comfortable as 

possible until a parent or emergency contact arrives to pick up the child. 

Parents will be notified immediately by phone and arrangements must be made to pick up 

the child from the Centre as soon as reasonably possible. If the parents cannot be reached 

after a period of 20 minutes, or are unable to pick the child up in a reasonable amount of 

time, those listed as emergency contacts will be called to pick up the child. Educator will 

continue to try to contact the child’s parents (or emergency contacts) until someone is 

reached. 

Parents/guardians will be strongly encouraged to keep ill children at home to prevent the 

spread of illness at the Centre. Children will not be allowed to return to the Centre until 

they have been symptom free for at least 24 hours. In some cases, a note from a doctor 

may be required. 

Signs or symptoms of illness exhibited by a child as defined by the Alberta Child Care 

Licensing 

Regulation include: 

• Vomiting, having a fever (a temperature greater than 38 degrees Celsius), 

diarrhea, or a new unexplained rash or cough 

• Requiring greater attention than can be provided without compromising the care 



 

  

 

of other children in the program 

• Having or displaying any other illness or symptom the educator member knows or 

believes may indicate that a child poses a health risk to persons on the program 

premises 

Specifically, a child may be considered too ill for care and parents should be advised to 

keep their child at home or to seek alternate care arrangements for the following 

conditions: 

• A common cold with listlessness, runny nose and eyes, fever, coughing and sore 

throat. Once the child’s temperature, well‐being, and energy have returned to 

normal, the child may no longer be contagious and may be able to return to the 

child care facility even though coughing and runny nose may persist. If the 

symptoms (runny nose and eyes, coughing) are caused by a known allergy (e.g. 

hay fever, asthma) the child is not contagious and does not have to be excluded. 

• Lethargy, uncontrolled coughing, earache, irritability, persistent crying, difficult 

breathing, wheezing, confusion (should see a physician) 

• Irritable, continuous cry, or requires more attention than a caregiver can provide 

without affecting the health and safety of the other children in the day care 

• Fever of 38 C or higher 

• Severe coughing, with obvious discomfort 

• Infected skin or eyes, or an undiagnosed rash 

• Unexplained or undiagnosed pain 

• Yellowish skin or eyes 

• Vomiting (two or more episodes in a 24‐hour period) 

• Diarrhea (two or more watery stools in a 24‐hour period) 

• Sore throat with fever and swollen glands 

• Body rash with fever 

• Red eyes (thick mucus or pus draining from eye) 

• Headache or stiff neck (should see a physician) 

• Severely itchy body or scalp 

• Known or suspected contagious illness, e.g. 



 

  

 

o Chickenpox – the child can be permitted to return to the program when he 

or she feels well enough to participate in all activities, regardless of the 

state of the rash and as long as the child returns to the same group they 

were with one to two days before the onset of the rash. 

o Hepatitis A – the child should be excluded until 14 days after onset of 

illness or seven days after onset of jaundice 

o Impetigo – the child should be excluded until 24 hours after antibiotic 

treatment has been initiated. 

o Measles – the child should be excluded until 4 days after the appearance 

of a rash. 

o Mumps – she child should be excluded until 9 days after onset of parotid 

gland swelling. 

o Pertussis or “Whooping Cough” – the child should be excluded until 5 

days after antibiotic treatment has been completed, until three weeks after 

onset of symptoms, or until the coughing has stopped. 

o Purulent conjunctivitis, or “red/Pink Eye” – the child should be excluded 

until 24 hour after antibiotic treatment has been initiated. 

o Rash, with fever or behavioral change – the child should be excluded until 

a physician has determined that the symptoms are non‐infectious. 

o Rubella – the child should be excluded until at least 4 days after the onset 

of the rash, or up to 5‐7 days at the option of local health authority. 

o Scabies, Head Lice, or other infestation – the child should be excluded 

until appropriate treatment has been completed. 

o Strep throat or other Streptococcal Infection – the child should be 

excluded until 24 hours after appropriate antibiotic treatment and cessation 

of the fever. 

o Tuberculosis – the child should be excluded until a physician has 

approved his or her return. 

In the case of any of the above occur, happen or observed, our educator will administer 

an ear or under-arm thermometer to ascertain the child’s temperature. A parent will be 

contacted if the child’s temperature is above 380 C to arrange for the child’s removal 



 

  

 

from the program. A child may return to our centre with written notice from a physician 

indicating the child poses no health risk, or if the license holder is satisfied that the child 

poses no health risk. 

If a child becomes ill while at the centre, the parents will be contacted. An entry will be 

made in the Communication Binder indicating the child’s name and the date and time the 

child was observed to be ill, the name the educator member who identified the child was 

ill, when parents were notified and by whom, the time the child was removed from care 

and the date when the child returned to the program. As is practicable, we will make 

every attempt to keep the child comfortable and separated from the other children under 

educator supervision until (s)he is removed from the Centre. In the event of an 

emergency, the child will be taken to the nearest hospital and parents will be notified 

immediately. If child care educator suspect a child has a communicable disease, parents 

will be contacted immediately. When a communicable disease is confirmed in the Centre, 

all recommendations of the Capital Health Authority will be followed. Parents will be 

informed. 

Supervision of Sick Children: 

In the event that a child under our care becomes too sick to participate in Center 

activities: 

Inside the centre: the child will first be moved to centre office room and will remain 

under direct supervision/observation of a primary educator member.  

Outside the centre: the child will first be moved to an area as far away as is practicable 

from other children and will remain under direct supervision/observation of a primary 

educator member.  

The child will be encouraged to lay or sit on a personally assigned cot and every effort 

will be made to ensure the child is as comfortable as possible. Parents will be contacted 

and arrangements for immediate pick-up of the child will be made according to the 

potential health risk policy. 

For minor medical accidents (i.e. scrapes, cuts, and bumps), educator will provide the 

appropriate first aid and an accident form will be filled out. The parents/guardian will be 



 

  

 

called if educators feel the injury requires non-emergency medical attention. 

If a child requires immediate medical attention due to injury or illness, the educator will 

call 911 and the child will be transported to the hospital accompanied by a educator 

member. Parents/guardians will be notified as soon as possible by educator. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

  

 

Medication Administration Policy 

We will administer only prescribed medication. When a child is under a doctor’s care and 

requires on-going medication, the child may attend the program, provided he or she is 

well enough to do so and that the proper facilities and educator expertise for drug 

administration are available. The Program Director will determine if the conditions are 

suitable for the child’s attendance. For all prescription medication or herbal remedies, 

procedures for administration must take extreme care regarding dosage, time of 

administration, storage etc.  

 

The Program Director, educator and parents must work in partnership to ensure that all 

safety precautions and proper administration are followed. These include: 

1. An “Individual Medication Record” and emergency medication authorization form 

(if required) must be filled out by the parent. 

2. A educator with valid Child Care First Aid must write down the dosage given, the 

time given and initial the “Individual Medication Form” when the medication is 

administered. 

3. Prescription medication must be in the original container and labelled indicating the 

date, name of the child, prescribing doctor, name of the medication, dosage and 

time(s) to be given. 

4. Medication must be administered according to the labelled directions. 

5. Non-emergency medication will be stored in a locked box/cabinet out of children’s 

reach and refrigerated when necessary. 

6. All emergency medications will be stored out of reach of children; but in an 

unlocked container for easy accessibility. 

7. Each time the child needs different medication, a separate written approval must be 

provided. 

 

 

 



 

  

 

The Program Director will: 

• Meet with the parents to review the situation and agree to an acceptable solution if 

educator are not comfortable, or do not have the proper training to administer the 

medication, or the facilities are not appropriate; 

• Provide locked containers for proper storage of medication to be kept in the 

designated location accessible to educator but out of reach of children. 

• Train new educator on the requirements of this procedure. 

The Program Educator will: 

• Discuss the medication administration policy; 

• Provide parents with "Individual Medication Record Form" and ensure that the 

parent signs it; 

• Sign the Medication form after administering the medication or herbal remedies, 

stating the amount given, the time and date of administration. 

• Observe the children carefully for allergic reactions after administering medication 

or herbal remedies. 

• Return medications and herbal remedies to families when the authorized period has 

ended. 

The Parent will: 

• Bring only prescription medication with written approval and directions from the 

doctor; 

• Bring medication in the original container, with the prescription label attached and 

clearly visible. For medications where the label cannot be attached, a copy of the 

prescription must be provided. 

• Complete Individual Medication Form. 

 

Administration of Emergency Medications (such as EpiPens, Asthma inhalers etc.) 

If the child requires epinephrine for anaphylactic shock, or other emergency medication 

such as inhalers, parents/guardians are required to supply one (EpiPen or inhaler) for the 



 

  

 

child. Epi-pens and other emergency medication will be stored safely at the facility and 

accompany the child on field trips.  

Medication Storage: 

All medications are safely secured in a medication box with a functioning locking 

mechanism. This is to ensure the safety of all children in the program. The medication 

box is kept out of reach of the children. The box is set in the cupboard/shelves high 

enough, so it is inaccessible to the children. All medications are to be refrigerated and 

non-refrigerated are stored in locked containers. Only the educators with valid 

certification is authorized to administer medication. Educators need to be aware that 

medication form is to be completed and signed by the parent. Educators will make sure of 

the dosage and time of administering the medication and record it on the medication 

form. The child-administered medication is to be closely watched for 15 minutes for any 

possible reactions.  

The medication for emergency situations like asthma pumps, epi-pens, etc will be stored 

at the location mutually decided with parents and will be carried by educators along with 

the child for “in case of need” situations. Emergency medications are stored in an 

identified location that is inaccessible to children of 6 years old or younger. Children over 

7 years of age may have access to emergency medication as per the parents’ consent. All 

educators are made aware of where the emergency medications are stored. Medications 

are returned to parents when the authorization period has ended or are disposed of by the 

educators, with parental knowledge, in an appropriate manner. 

 

 

 

 

 

 

 



 

  

 

Medical Emergency Policy 

The Centre may provide first aid to a child only when the written consent of the child’s 

parent has been obtained upon registration of the child. Certified Educator are responsible 

for rendering first aid. Serious injuries/illness will be transported to the hospital by 

ambulance. All accidents & incidents will be reported and reviewed. 

The following illness/injuries are serious and require immediate first aid treatment and 

transportation to the hospital: uncontrollable bleeding, seizures, shock (respiratory and/or 

cardiac), second-degree burns, covering any significant area, any third-degree burns, 

fractured bones, head injury, suspected internal injury, and other severe conditions as 

necessary. 

Educator members shall complete the following steps in the event of an accident/medical 

emergency: 

1. Immediately apply necessary first aid and comfort the child. Control panic, being as 

supportive and comforting as possible. 

2. Ensure the safety of the remainder of the group. Children should never be left 

unattended. 

3. Seek attendance from other educator. Take the injured child away from the other 

children when possible. 

4. Notify the Director of the accident's occurrence and the steps taken. 

5. If necessary, call 911 to arrange for transportation by ambulance to the nearest 

hospital. 

6. Accompany the child in the ambulance. 

7. Take the child’s emergency sheet and file to the hospital. It contains important 

information, which will be needed, (i.e. Alberta Personal Health Card number, 

emergency contacts, allergies, etc.). 

8. Phone parent(s), or alternate emergency contact. Inform them of the accident, the 

extent of the injury, the treatment and aid being administered, and where to meet the 

child and accompanying educator. 

9. Do not give details of the accident to anyone but educator, the parent(s) of the child 

concerned, or the emergency contact person. 



 

  

 

 

An incident review must be completed for all medical incidences and emergencies. 

Review will include the following steps: 

1. Check the source of the accident. Examine steps that will be taken to prevent a 

reoccurrence. 

2. A detailed accident report will be completed by the Director and the educator 

member(s) involved and parent will be asked to sign. One copy will be on file at the 

centre, and one copy will be given to the parent(s)/guardian(s).  

3. The incident/accident will be reported immediately to the Licensing Officer.  

4. Indicate repairs needed or recommend changes in procedure and/or policy. 

Allergies 

Allergy list of children will be posted in each room so educator are aware at all times and 

are able to protect children from exposure and where necessary provide emergency 

assistance. 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

  

 

Outbreak Management Policy 

Our program is committed to protect the health and safety of the children and employees. 

Our educators will always be on the lookout for creased illness ‘outbreak’. If two or more 

children or educators exhibit the same illness symptoms within 48 hours our program will 

take appropriate action. The ‘disease surveillance’ strategies will always be followed. 

The Erin Ridge Children’s Academy will adhere to recommendations from Alberta 

Health Services.  

 Programs directly associated with a confirmed or probable case of COVID-19 will 

adhere to requirements from Alberta Health Services. This may include temporary 

program closure to allow for contact tracing processes to occur.  

 Identifying and Reporting Suspect Outbreaks in Edmonton Area Child Care 

Facilities  

 Algorithm for Identifying and Reporting Suspect Outbreaks in North Zone Child 

Care Facilities and Family Day Homes o Provincial Outbreak Number: 1-844-

343-0971  

 The program will contact Alberta Health Services through the Provincial 

Outbreak Number and Licensing through intake in the Edmonton Region or by 

contacting Licensing office.  

 Program will keep illness log all the time. 

 Our program will be watchful for the following illness: 

 Diarrhea  

 Vomiting  

 Fever  

 Cough  

 Rash illness  

 Other clusters of unusual symptoms 

If an outbreak is suspected, as defined above, it will be immediately reported to AHS 

Central Zone Public Health:  

• For gastrointestinal outbreaks such as diarrhea and vomiting please contact the 



 

  

 

Environmental Public Health Inspector (PHI) on call at 1-866-654-7890.  

For respiratory outbreaks such as fever, cough, and other outbreaks of rash illnesses 

please contact Communicable Disease Control (CDC) at 403-356-6420 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

  

 

Community Engagement and Continuous Evaluation 

We believe that a community is more than just a location, or a collection of individuals 

who happen to live or work in the same place. When we talk about a ‘sense of 

community’ we usually mean the quality of the relationships and connections that bind 

people together, rather than just the fact that they see each other regularly.  Erin Ridge 

Children’s Academy engages and gets engaged with community the following ways: 

 

• Local visits – fire station, library, police station, grocery shop 

• Visitors to the centre – parents with special skills, professionals  

• Visitors from other childcare programs and organizations to share information  

• Placements of Early Childhood Education students from local colleges and 

universities, as well as co-operative education students from high schools. 

• Help parents to reach out for the support to their child.  

• Provide favourable environment to the support agencies. 

• Participation in community activities. 

• Invite community librarian, nurses, dentist, EMS personnel and police etc. 

• Involve children in collection of food for Edmonton Food Back 

• Take children to observe K-Day. 

• Get information and feedback from neighbouring childcare centers for planning 

and other activities i.e., organizing the workshops, visiting each other’s centre etc. 

• Posting the news, brochures, and leaflet of different community organization for 

parents 

• Helping college and university students to do their research by involving children 

and parents. 

• Assuming membership with different Early Childhood Education and Care related 

organizations and agencies. 

 

 

 



 

  

 

Family Involvement 

Erin Ridge Children’s Academy has an open-door policy and parents are told at the 

beginning that they are always welcome. The educators interact with children (play with 

them, ask them questions).  Parents and children are provided a comfortable environment 

so that they can ask educator any questions.  All program reports are posted in front of 

the office so that they are readily accessible to all parents.  A monthly newsletter is also 

provided to parents.  Parents are encouraged to provide feedback on any of the program’s 

policies and Program Planning.  Feedbacks from parents are assembled to prepare lunch 

and snacks menu. We encourage parents to donate toys. Many parents have donated 

books, toys, games, and puzzles. Every year parents donate food for Christmas 

celebration. There are many opportunities for parents to join in Centre celebrations put on 

by the centre e.g., Diwali, Halloween, and Christmas etc. that are always attended by 

parents.  Parents are encouraged to volunteer on all field trips and excursions the Centre 

has.   

The following strategies will be implemented to strengthen the relationship and 

partnership with families: 

• Provide opportunities for families to share and exchange information with the 

childcare program.  

• Provide families with a clear intake and orientation process before their children 

begin care.  

• Promote regular communication between the family and program through face to 

face discussion, through newsletter, emails, notices and through social medial 

childcare software.  

• Provide opportunities for families to be involved in programming for their 

children, by collecting ideas and their input on everyday programming i.e., field 

trips, preparing family board etc. 

• Consult with families about proposed policy/practice and program changes that 

may affect them.  

• Invite parents to participate in field trips and/or off-site excursions with their 

children.  



 

  

 

• Invite parents to spend time in the program.  

• Provide opportunities for families to develop relationships with each other 

through organizing family gathering i.e., Family BBQ Party, Christmas Party, 

Mother’s Day and Father’s Day, Celebrating Annual Anniversaries.  

• Provide information to families about programs and services offered by other 

community and social organizations.  

• Act as facilitators for families in locating, contacting, and accessing specific 

supports for their children i.e., childcare subsidy, income support through Alberta 

Works, Speech Assessment through Autism Society and Alberta Health Services 

etc.  

Continuous Evaluation: 

Program evaluation is a valuable tool to strengthen the quality of our programs and 

improve outcomes for the children and families we provide services. Adopting various 

continuous evaluation tools through out the year we will be assessing the program’s 

effectiveness, and outcome will be used to improve program services.  

At ERCA, we will be adopting the following strategies to evaluate our program’s 

performance and quality continuously: 

• Conducting annual parent’s surveys 

• Conducting Annual Educators Surveys 

• Conducting Annual Surveys with School Age Children 

• Continuous collections of feedbacks and suggestions from various stakeholders 

i.e., childcare licensing officers, heath inspectors, parents, mentors and coaches 

• Educators’ annual performance appraisal will be conducted. 

• An exit interviews will be conducted to find out the strengthens and weaknesses. 

• Parents will be involved in program evaluations through social media i.e., Google 

Reviews. 

• ITERS and ECERS tool will be used annually to evaluate the overall performance 

of the program 



 

  

 

• Ages & Stages Tools will be used to evaluate children’s development and 

learning. 

• Program policies and procedures will be reviewed regularly during educator 

meeting. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

  

 

Employee Recruitment Policy 

Erin Ridge Children’s Academy ensures the recruitment, assessment and selection 

processes are equitable and consistent with respect to hiring qualified individuals for all 

positions within the organization.  

If there are vacant positions within the program, they will be advertised using internal 

and external job postings to fill the positions. Job postings will be created using existing 

job descriptions where possible. 

Internal job postings will identify the position to be filled, the qualifications required, any 

relevant dates related to the job posting including the date the job posting is first posted 

and the closing date, the application process and other information that may be needed to 

fulfill the recruitment process. Internal job postings will be distributed to all existing 

employee. 

External job postings will be used to recruit new educator for the organization if vacant 

positions exist.  External job postings may appear in newspapers, program bulletins, web 

advertising and other advertising. 

Erin Ridge Children’s Academy will hire family members of educator if that person 

meets the necessary qualifications and criteria for the position and has followed the same 

application procedures as other candidates.  However, in recognition of any possible 

conflict of interest, the selection and interview process of that candidate will not be 

conducted by the employee to whom the candidate is related.   

Selection Process 

The selection process to fill a vacant position involves the following steps: 

• Reviewing and screening résumés based on the criteria listed in the job posting 

• Identifying suitable candidates to be interviewed 

• Conducting the interview 

• Assessing candidates according to the criteria of the job posting, job description 

and fit within the organization 



 

  

 

• Short listing potential candidates 

• Conducting reference checks, and  

• Selecting the most suitable candidate. 

The selection process will involve an interview team that will consist of at least one (1) 

management educator member. If there is a vacant management position, the interview 

team will include the Director or their designate. 

Members of the interview team will rate all responses given by the candidate during the 

interview. Notes taken during the interview shall accurately reflect the actual responses 

made by the candidate. They should not be an interpretation of the candidate’s intended 

meaning. All interview materials will be retained at office for one (1) year following an 

interview.  

Reference checks will be conducted as part of the interview process and are an integral 

part of the selection process. 

If the selection process identifies more than one (1) qualified candidate for the position 

and their qualifications are considered relatively equal, preference for filling the position 

will be given to existing permanent educator over contract or supply educator. 

Interview Briefing 

Upon request, all candidates interviewed for the position are entitled to a briefing by a 

member of the interview team regarding their performance during the interview. The 

briefing will review the candidate’s strengths and weaknesses related to the position for 

which s/he interviewed. 

Recruiting Volunteers 

Volunteers are important to the organization. They may include students who need to 

complete community volunteer hours, students seeking to gain practical experience in a 

child care setting, or others interested in volunteering in their community.  Erin Ridge 

Children’s Academy works with community colleges, universities, City of Edmonton and 

other community agencies in the placement of volunteers.   

 



 

  

 

All volunteers must be at least fifteen (15) years of age to be considered for a volunteer 

position. 

Volunteers must go through an interview process with management educator. The skills 

and experience of the volunteer candidate will be evaluated during the interview process. 

After the interview, the interview team will determine if the candidate should be accepted 

as a volunteer and which location s/he will be assigned. 

Volunteers will be provided with all the information needed to fully carry out their duties. 

They will need to complete or obtain certain documents. For example, if they are over the 

age of eighteen (18), they must undergo a Police Background Check including a 

Vulnerable Sector Screening.   

Employee Orientation Policy 

Erin Ridge Children’s Academy will use the Employee Orientation Checklist developed 

to provide standardized material that is accurate and current, in a usable format that meets 

the immediate and ongoing needs of employers and employees. The orientation checklist 

contains the information of program policies and procedures, licensing and health 

requirements, daily routines, procedures, forms and documents, location of resources and 

everyday expectations.  

The purpose of the orientation process is as below: 

• Meet the initial requirements for orientation of new employees as required by our 

program policy. 

• Provide a complete and comprehensive orientation, beyond the minimum 

requirements, for all personnel who work with children in our program. The full 

completion of the orientation checklist, with instruction, should allow for frequent 

interaction with Director or trainer.  

• Provide Directors with a flexible tool that can be customized and expanded to 

provide ongoing professional development.  

• Allow for regular updates to ensure the materials are current and provide directors 

and employees with the most accurate and accessible information possible. 

The following procedures will be applied for employee orientation: 



 

  

 

• The Trainer will print two copies of the Orientation Training Checklist to 

document the employee’s completion of each section.  

• One copy will be retained by the Director, and the other copy is for the employee.  

• Center Directors may assign the new employee to work with different educator 

that has in program policies and procedures.  

• Employee reads the information contained in the assigned, reviews and reflects on 

the questions, reads the listed handouts, reviews other relevant resources listed 

and completes the worksheet at the end of each section.  

• Center Director or Orientation Trainer meets with the employee to discuss any 

questions, review the worksheet, explain center policies and procedures on the 

topic, and address specific center-based employee and teaching expectations.  

• The new employee and the orientation trainer sign and date each training item 

when the new educator member understands the training topic. Once this checklist 

is completed it will be stored in employee personal folder. 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

  

 

Daily Safety Health and Safety Check 

To Ensure all children are properly recorded and counted for all educator /volunteers and 

persons directly and indirectly involved in the children’s care when not in/outside the 

immediate surroundings.  

Outdoor Checklist Policy: 

 Our outdoor play space/playground is attached to the building. Educator positions 

themselves strategically on the playground in order to supervise all children at all times. 

The play space is used at different times for babies and toddlers from that of the pre-

school/kindergarten and Out-Of-School care groups. The play space provides a choice of 

activities that reflect their needs and interests and are age-appropriate. Educator closely 

supervises climbing structures where applicable. One Educator member steps out to 

briefly to inspect the playground for any broken bottles or glass thrown in from over the 

fence. Any broken toys or equipment is removed from the play space as well, before 

letting the children out. Indoor safety check Indoor safety check has to be done daily. 

Educator will make sure there are no tripping hazards like wires from electronics or sharp 

corners from broken furniture are in the walkways. Educator makes sure that all 

equipment and toys are used responsibly. 

Indoor Safety Check: 

 Indoor safety check has to be done daily. Educator will make sure there are no tripping 

hazards like wires from electronics or sharp corners from broken furniture are in the 

walkways. Educator makes sure that all equipment and toys are used responsibly. 

 

 

 

 

 

 



 

  

 

Staffing Plan 

 

Erin Ridge Children’s Academy has the following numbers of educator members with 

their positions and specific responsibilities: 

 

1. Daljit Chauhan 

    Position: Director 

    Major Roles and Responsibilities: 

 Implement the policies and procedures in accordance with the purpose and goals 

of the Day Care Centre and its program. 

 Selects, hires, trains, supervises, evaluates, orients new educator members and if     

required, dismisses educator members  

 Oversees the maintenance of the Daycare facility and equipment by     arranging 

for necessary caretaking and the purchase, repair, and replacement of necessary 

furnishings, equipment and supplies. 

 Supervises, and evaluates professional child care educator to ensure that activities 

are provided daily which promote the physical, social, intellectual, and emotional 

development of the children in care 

 Maintains confidential personnel records, including job descriptions, salary, work 

hours, sick leave, vacation, and other leave and performance appraisals. 

 Accepts children into the program, orients children and parents to the Centre, 

arranges for and oversees the payment of fees for service. 

 Plans for the involvement of parents in the Day Care Centre through arranging 

meetings; invites parents to participate in program activities such as fieldtrips or 

special events; utilizes special skills of parents willing and able to contribute their 

time and talents in any capacity. 



 

  

 

 Maintains a supportive relationship with parents of children in the Centre, 

Keeping them informed of their children’s adjustment and progress, and referring 

them to outside resources if help is required for personal concerns 

 Arranges for and oversees the use of the Centre as a training resource for students 

from College and university programs, and professional child care educator to 

ensure that sure placements are beneficial to the children, students, and educator 

members. 

 Provides direction, consultation, and instruction to childcare educator in the 

development of the child care program and ensures that the necessary equipment 

and supplies are provided to carry out the program within the provisions of the 

budget. 

 Arranges work schedules for all educator to ensure that the child-educator ratio 

meets the require Provincial Standards at all times. 

 Maintains on-going program review through participation in the program, 

individual consultations with educator members on a regular basis, and weekly 

group meetings to inform, direct, and hear the concerns of all educator members 

 Provides, reviews, and up-dates personnel records and responsibilities of each 

position and of the personnel policies of the Centre. 

 Provides a formal evaluation in writing at least annually with suggested 

performance objectives for each employee, prepared in consultation with each 

employee. 

 Participates in the planning for and facilitates regular fieldtrips and special events 

planned by the child care educator to enrich the learning experiences of the 

children. 

 Assists child care educator in developing and maintaining records of the children 

in care so that program activities can be directed to the promotion of their best 

physical, social, intellectual and emotional development. 

 Supervises support educator in the execution of their duties. 



 

  

 

 Plans and carries out monthly educator meetings. 

 Documents for the Personnel Committee any perceived problems with work 

performance of educator members. 

 Report to License Officer any incident within two days. 

 Food Preparation. 

 Planning & Reviews menus to ensure they meet the recommendations of most 

recent Canada Food Guide. 

 Stays current with research and emerging best practices in health and safety as 

recommended by licensing and health authorities, sharing this information with 

the educator and families (when relevant) and incorporating in the centre’s 

policies and practices.  

 Ensuring all educator are familiar with health and safety policies. 

 

2. Position: Asst. Director/Program Supervisor (To be appointed as required) 

Certificate: Early Childhood Educator (Level III) 

Room Allocation: OSC/Day Care 

Major Roles and Responsibilities: 

• Implement and develop the policies and procedures based on current best 

practices 

• Selects, interviews, screens (police checks, references checked etc.) educator 

before they begin to work with children. Helps Director Hire, train, supervise, 

evaluate, and if required, dismisses educator members as per the Directors 

request. 

• Orients new educator members and ensures educator have read & signed to 

acknowledge agreement to comply with the centre’s policies and has an 

opportunity to discuss &/or ask questions to clarify understanding. 



 

  

 

• Ensures the building, play areas, toys, materials and furnishings have been 

regularly inspected (and noted on a checklist) to ensure they are safe, in good 

repair and hygienically maintained. 

• Provide opportunities & support for the educator to enhance their knowledge and 

skills in all aspects of their jobs, including support to acquire the knowledge and 

skills to protect children from harm and maintain a safe environment (fire safety, 

first aid). 

• Helps Director Maintain confidential personnel records, including job 

descriptions, salary, work hours, sick leave, vacation, and other leave and 

performance appraisals. 

• Accepts children into the program, orients children and parents to the Centre, 

helps Director in the collection of payment of fees for service. 

• Plans for the involvement of parents in the Day Care Centre through arranging 

meetings; invites parents to participate in program activities such as fieldtrips or 

special events; utilizes special skills of parents willing and able to contribute their 

time and talents in any capacity. 

• Maintains a supportive relationship with parents of children in the Centre, keeping 

them informed of their children’s adjustment and progress, and referring them to 

the Director and outside resources if help is required for personal concerns. 

• Helps the Director oversee the use of the Centre as a training resource for students 

from College and university programs, and professional child care educator to 

ensure that sure placements are beneficial to the children, students, and educator 

members. 

• Provides direction, consultation, and instruction to childcare educator in the 

development of the child care program.  

• Help the Director maintain on-going program review through participation in the 

program, individual consultations with educator members on a regular basis, and 



 

  

 

monthly group meetings to inform, direct, and hear the concerns of all educator 

members. 

• Provides, reviews, and up-dates personnel records and responsibilities of each 

position and of the personnel policies of the Centre. 

• Participates in the planning for and facilitates regular fieldtrips and special events 

planned by the childcare educator to enrich the learning experiences of the 

children. 

• Assists childcare educator in developing and maintaining records of the children 

in care so that program activities can be directed to the promotion of their best 

physical, social, intellectual and emotional development. 

• Supervises support educator in the execution of their duties. 

• Documents for the Personnel Committee any perceived problems with work 

performance of educator members. 

• Report to License Officer any incident within two days. 

• Planning & Reviews menus to ensure they meet the recommendations of most 

recent Canada Food Guide. 

• Stays current with research and emerging best practices in health and safety as 

recommended by licensing and health authorities, sharing this information with 

the educator and families (when relevant) and incorporating in the centre’s 

policies and practices. 

• Ensuring all educator is familiar with health and safety policies. 

• Supervision of Children in care where you are required to maintain ratio numbers. 

• Assume duties of the Director, when the Director is absent. 

• Cleaning duties, program planning and implementing. 

• Ensuring educator are properly managed and that educator are completing their 

duties. 



 

  

 

• Ensure Proper ratios are maintained throughout the Centre. 

• Any other duties required as per the Director. 

3.  Position: Early Childhood Educator (Level III): To be hired as required 

      Responsibilities:  

 On-going implementation all relevant policies and procedures of the Daycare.  

 Maintain full compliance with of the Child Care Licensing Regulations.  

 Create a positive and nurturing environment that meets the children’s social, 

emotional and physical development  

 Responsible for planning, maintaining and evaluation of daycare at all times  

 Create and implement children programs based on their interests, needs and 

abilities and facilitate their learning as they engage in self-directed play in a 

nurturing and safe environment  

 Facilitate appropriate behavior both within educator and children that supports 

their social-emotional development.  

 Maintain on-going developmental records on each child (i.e. written observations 

& children’s portfolios).  

 Ensure on-going supervision that ensures the children’s safety and well-being at 

all times.  

 Carry out personal care routines to meet the needs of each child and use these 

opportunities to be positive experiences for the children.  

 Communicate effectively all relevant information regarding children, families, the 

program and health and safety to educator team and Director  

 Maintain communicate with families about their child’s day and share relevant 

information with parents.  

 When appropriate, refer families to the Director when information and support is 

required to help parents locate resources.  

 Report any concerns about children to the Director. 

 Ensure all necessary forms are completed accurately in a timely fashion (i.e. time 

sheets, accident and incident reports, educator & child attendance records, etc.).  

 Assist with and attend family functions that involve the daycare (i.e. Enrollment, 



 

  

 

parent meetings, holidays)  

 Ensure attendance in on-going educator meetings to address daycare needs that 

maintain health and wellbeing of the children  

 Be an active participant in the accreditations process.  

 Perform any other duties assigned by the Director.  

Health & Safety Responsibilities:  

 Maintain current first-aid certification.  

 Renew Police Security Check every 3 years.  

 Implement appropriate health, safety and hygiene practices based on the center’s 

policies & procedures. Record safety inspections and cleaning routines on the 

checklists provided when this task is designated to you.  

 Respond to any health and safety concerns in a timely and appropriate manner, 

reporting to the Director or person in charge for follow-up as required.  

 Respond to emergencies effectively based on the center’s policies and procedures.  

 Use the Accident/Incident Reports to record accidents, illnesses, behavior 

concerns, etc.  

 Inform the Director of any and all accidents and incidents concerning the children 

and the educator.  

 Be aware of the children’s allergies and dietary restrictions.  

 Supervise children closely at all times, maintaining the required educator-child 

ratios at all times both indoors and outdoors.  

Professionalism & Professional Development:  

 Maintain confidentiality as defined by the center’s Confidentiality Agreement.  

 Remain current on child development information and childcare related issues by 

participating in professional development or training opportunities and/or by 

continuing education courses.  

 Participate in annual performance appraisals and identify areas for professional 

growth. 

4. Position: Early Childhood Educator (Level II/I) to be hired as needed 

Role and Responsibilities:  



 

  

 

• Ensure safety and welfare of each child;  

• Plan and implement a suitable program to ensure good quality child care and to 

meet the needs of all children, utilizing clear and concise routines, rules and 

limits;  

• Create, plan and prepare developmental appropriate interesting and imaginative 

activities for the needs of each individual child as well as for the needs of the 

group; 

• Perform and be responsible for housekeeping tasks and all duties outlined in the 

daily shift requirements;  

• Ensure the safety and maintenance of the equipment and toys at all times;  

• Maintain close communication with the Program Director on the development and 

progress of each child, and all issues regarding the Play ‘n’ Fun Daycare and 

After School Care;  

• Create and maintain a developmentally appropriate learning environment for 

children birth to 12 years;  

• Ensure appropriate facility cleanliness at all times;  

• Plan for and assist casual educator if necessary;  

• Responsible for opening and closing of the centre; 

• Act as an ambassador for the municipality at all times;  

• Employees at every level, including management, are responsible and accountable 

for the municipality’s overall safety initiatives. Complete and active participation 

by everyone, everyday, in every job is necessary for the safety excellence the 

municipality expects. 

• Communicate and interact positively and appropriately as a team member with 

colleagues and supervisors;  

• Constantly update professional development through books, materials, and 

resources available;  

• Assist with the orientation of new educator and help casual educator whenever 

needed;  

• Promote and maintain harmonious relationships between childcare personnel. 



 

  

 

• Attend and participate in all educator meetings, recommended training programs, 

conferences and meetings;  

• Monitor facilities and equipment on a regular basis so as to ensure standards are 

met;  

• To become familiar with and carry out duties and responsibilities in accordance 

with the Health & Safety Manual along with Occupational Health & Safety 

regulations. 

• Initiate, establish and maintain a continuing positive and supportive relationship 

with parents;  

• Be available to explain the operation and functions of childcare to parents, 

students and the community. 

Staffing Plan and Procedures 

ERCA will be following procedures to meet the staffing requirements as per Alberta 

Early Learning and Childcare Regulation (2021)   

• All the educators, volunteers, adults including program supervisor (Academy 

Director) who have unsupervised access to the children must have Alberta’s Early 

Learning and Childcare Educator’s Certificate 

• ERCA ensures that Program Supervisor is not used as primary staff member 

working with children. During the initial phase of program opening (if overall 

staffing is less than 7 educators), Program Supervisor may be working as primary 

staff member. Similarly, Program Supervisor may be used as the primary staff 

members during drop off and pick up time or if other primary staff member is 

absent unexpectedly. 

• All the educators including program supervisor (Academy Director) who have 

unsupervised access to the children must have ‘criminal record check, including 

vulnerable sector search. This must not be dated earlier than the 6 months of 

commencement date for new hire educator. All the educators must renew prior to 

3 years from the date of record check. 

• For Daycare Program ERCA ensures that one in every 3 of the primary staff 



 

  

 

members on duty has minimum of Level II certificate. Other primary staff 

members be certified minimum of level I. 

• For After School Program ERCA ensures that one in every 4 of the primary staff 

members on duty has minimum of Level II certificate. Other primary staff 

members be certified minimum of level I. 

• For Pre-School Program ERCA ensures that one in every 4 of the primary staff 

members on duty has minimum of Level II certificate. Other primary staff 

members be certified minimum of level I. 

• An exemption will be obtained from Director of Licensing Office, if ERCA 

cannot meet staff qualification requirements unexpectedly. 

• ERCA aims to have all the educators on duty has Early Childhood Educator 

Certificate. In the event that ERCA hires educators without Early Childhood 

Educator Certificate, educator must obtain certificate with in 6 months of 

commencement with our Academy. 

• ERCA aims that all the educators will have valid First Aid Certificate but it will 

ensure that one in every two educators must have valid First Aid Certificate. 

• All the volunteers and adults who does not have current criminal record check 

will not have unsupervised access to children at all time. ERCA will require them 

to provide the criminal record check with in 8 weeks of commencement with the 

program. 

• ERCA ensures that at least one staff member with valid First Aid Certificate is on 

duty all times 

• ERCA ensures that program supervisor who has Childcare Educator Certificate 

Level III will be on duty all times for Daycare and After School Program. During 

the absence of the program supervisor, another staff member who is certified as 

Level III will be designated to assume the responsibilities of program supervisor. 

An exemption will be obtained from Director of Licensing Office if ERCA cannot 

ensure the supervisor on duty is not certified as Level III. 



 

  

 

Ratios and Maximum Group Size 

To meet the mental, emotional, spiritual and physical needs of our children, the ERCA 

adheres to ratios as outlined by the Early Learning and Child Care Act and Regulation. 

As children age, the Educator to child ratio decreases which demonstrates that children to 

have more capabilities based on their developmental stage. 

Age of Children Educator/Child 

Ratio 

Maximum Numbers of 

Children in a Group 

Infant (Less than 12 months old) 1:3 6 

Infant (12 months to 19 Months) 1:4 8 

Toddler (19 months to 3 years) 1:6 12 

Preschool (3 years to 4 years) 1:8 16 

Pre-Kinder (4 years and up not attending 

Kindergarten 

1:10 20 

Preschool Program (19 months to 3 

years) 

1:6 - 

Preschool Program (3 years and older) 1:12 - 

Kindergarten and School Age Children 1:15 30 

While children are resting, the following ratios apply 

Age of Children Educator/Child Ratio 

Infant (Less than 12 months old) 1:6 

Infant (12 months to 19 Months) 1:12 

Toddler (19 months to 3 years) 1:12 



 

  

 

Preschool (3 years to 4 years) 1:16 

Pre-Kinder (4 years and up not attending Kindergarten 1:20 

Nap time ratios cannot apply until the children are resting or engaged in a quiet activity. 

If children are awake and not interested in resting or engaging in a quiet activity, the 

Director or Program Supervisor or another Educator must be notified to provide support 

(either leaving the room with the child(ren) or engaging in a quiet activity with the child). 

Children are encouraged to, at the but will not be required to nap. The Director and 

Program Supervisor must be notified immediately if children are not interested in resting 

or are exhibiting behaviours that does not allow an educator to provide supervision to the 

larger group size to ensure the children’s safety, well-being and development. Educators 

will follow rest and nap procedures 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

  

 

 

 

 

Mixed Age Ratio Policy and Procedures: 

Erin Ridge Children’s Academy will implement mixed age group care as per the need of 

the parents and centers. This will be adopted mostly during opening and closing hours. 

Our main motto behind mixed age care older children will be encouraged and provided 

opportunities to lead, instruct, assume responsibilities, and nurture others. As they model 

appropriate behaviors, offer leadership, and support less mature and knowledgeable 

group members they also strengthen their own skills. Through shared interactions, 

activities, and experiences older children learn empathy and patience. They also develop 

a healthy self-esteem, and have opportunities to experience another’s point of view. In 

‘mixed-age group’ settings siblings can remain together and close relationships are 

formed between caregiver, children, and their families. Infants and toddlers are exposed 

to more complex play, advanced language and are able to learn a wide range of skills by 

observing, copying and participating in activities with siblings, other children of various 

ages, and caregivers. 

ERCA will ensure the following to meet the Mix-age requirements: 

• Children less than 19 months old will not me mixed with older age children 

during 8:30 AM to 4:30 PM 

• Infants may be mixed with older children before 8:30 AM and after 4:30 PM but 

educator must make sure children are safe and meeting the needs of the children 

in mixed age group. 

• ERCA will follow the ratio requirements based on majority age of children all 

time during mix age group programing. 

• ERCA ensures that all times when a group of 7 or more children receiving 

childcare in a program, whether on or off the program premises, minimum of 2 

adults (one of them is primary staff) are on duty at Daycare Program. 



 

  

 

• ERCA ensures that all times when a group of 7 or more children receiving 

childcare in a program, whether on or off the program premises, minimum of 2 

adults (one of them is primary staff) are on duty at After School Program. 

• ERCA ensures that there will be 2 adults (one of them is primary staff) present 

when there are 7 or more than 7 children are being transported between program 

premises and schools. 

Strategies to Meet the Needs of Children:  

Educator will be adopting following strategies to provide quality and standard mixed age 

group care: 

• Help younger children notice other’s feelings. Older children can be models for 

younger children as they increasingly express their feelings through words, rather 

than behaviors. 

• Create opportunities for all children to cooperate in a variety of daily tasks and 

routines, making use of their individual abilities. Younger children can help with 

cleaning up while older children can help with setting the table or serving younger 

children. 

• Encourage children of all ages to offer and accept comfort from each other when 

they are hurt or sad. Younger children may offer a hug and older children may 

offer encouragement. 

• Build into the daily routine time and space where children can be by themselves 

or with one other child. Additionally, include experiences and materials older 

children can enjoy separate from younger children. 

• Talk about similar interests and experiences between older and younger children. 

Focus on and acknowledge each child’s strengths and talents. 

• Encourage older children to think of ways to include younger children in their 

activities such as finding roles for them in their dramatic play. 



 

  

 

• Use conflicts as opportunities to help children learn to problem solve by using 

their words, listening to others and together reaching a solution. Children who are 

not fairly matched may need help through this process. 

• Limit “all together” approach to activities such as whole group book reading. 

Instead offer projects where everyone can contribute. Ex. offer finger painting 

with an edible medium or dancing to music. Encourage and support children to 

participate based on their ability. 

• Offer materials that can be used in a variety of ways by children of different ages 

& skill levels. Such as balls, play dough, boxes, blocks, arts and craft materials. 

As children mature, they will use the materials in increasingly complex ways 

• Make play materials and furniture appropriate to the children’s age and 

developmental level. 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

  

 

Pick up of Children Policy 

The safety of children is of paramount concern to ERCA. To track all drop-offs and 

pickups of children, educators are required to sign children in/out on the daily attendance 

sheet and make sure children are picked up by authorized person only. 

Generally, persons picking up children must be at least 18 years of age and bring a valid 

photo identification. In exceptional circumstances, and only with the parent/guardian’s 

written consent, a younger individual (14 year and up) may be permitted to pick up a 

child. 

When children are being picked up from the Centre, staff will ensure that the person 

doing the pickup is authorized to do so and does not appear to be unwell or intoxicated. 

Additionally, if parent(s)/caregiver(s) arrive after 6:00 pm to pick up their child(ren), late 

pickup procedures will be applied due to safety concerns and staffing costs. 

Pickup by an unknown person 

If the person picking up the child is not known to a staff member; the staff person will 

consult with other staff members to determine if any other staff knows whether or not this 

individual is authorized to pick up the child. If still unfamiliar to staff present, the child’s 

file will be checked for the individual’s name, and photo identification will be required. If 

the unknown person is not authorized to pick up the child, the parent must be contacted 

for permission. Should the parent(s) be unavailable, the child cannot be permitted to 

leave with the unauthorized individual. 

If an attempt is made to take the child or if the individual does leave with the child, 911 

(police) will be called by staff. Describe to the 911 operator/police: 

• the name of the person 

• the appearance of the person 

• the appearance of their car (if driving) 

• the direction they left 



 

  

 

• the appearance of the child, and inform operator/police that you have a photo of 

the child 

The Supervisor and Chair of the Board of Directors are to be immediately informed and 

staff will continue to make attempts to contact the parent(s)/guardian(s). The Supervisor 

will follow the Critical Incident reporting Procedures. 

Pickup by a person who appears unwell 

If a parent/authorized person appears to staff to be unwell/intoxicated when they arrive to 

pick up a child and staff is concerned for the safety of the child, staff will suggest that the 

parent/ authorized person not leave with the child. Staff can offer to call a cab or call 

another authorized contact person to assist. The Supervisor/designate will be involved to 

deal with this situation and every effort will be made to prevent child not getting picked 

up. Should the unwell/intoxicated person agree to a cab when the centre is closing, a staff 

person will remain with the parent/authorized person until the cab has arrived. 

If the unwell person insists on leaving the centre with the child, staff cannot prevent the 

parent/authorized person from taking their child. In the event that safety concerns for the 

child are present, staff should call CWS (children’s Welfare Services) and document the 

event including: 

• time of incident 

• location 

• people involved/staff on duty 

• your concern and details about the conversation 

• any other relevant information 

• your name and position 

If the unwell/intoxicated person is driving the child and staff is concerned, staff should 

make note of the car, license number and probable destination, then call the police at 780-

426-8300.  The Supervisor/designate, will contact the other parent or guardian and staff 

should make a note in the child’s file of any agency persons contacted. 



 

  

 

Late child pickup procedure 

ERCA close at 6:00 p.m. Parents are asked to plan sufficient time to dress their child, 

collect the child’s clothes, artwork, speak to a staff (if necessary) and leave the centre by 

6:00 p.m. If the parent/guardian is aware that they are going to be late, they should call 

the Centre to advise staff of this and of their plan to pick up their child/ren. Due to the 

operational and staffing costs incurred when a parent/guardian is late, a late fee will be 

charged. 

When a child is not picked up by 6:00 p.m., two staff will remain at the day care until the 

situation is resolved. 

When the parent/guardian is late: 

1. Contact the parent/guardian at the numbers on the child’s file card 

2. If contact with parent/guardian is not established, call the emergency contact(s) on 

the child’s file card and make arrangements for the child to be picked up. 

3. Contact the Supervisor/designate. 

4. In the event that the parents/guardians/emergency contact(s) are not available and 

it is 7:00 pm; contact the Police and follow their instructions. Under no 

circumstances is the staff to remove the children from the Centre. 

5. If the parent/guardian is repetitively late, staff will notify the Supervisor/designate 

who will meet with the parents/guardians regarding the situation. 

 

 

 

 

 

 

 

 



 

  

 

Recruitment/Hiring Policy 

  

 

The Erin Ridge children’s Academy ensures the recruitment, assessment  and selection 

processes are equitable and consistent with respect to hiring qualified individuals for all 

positions within the organization. 

Recruitment 

If there are vacant positions within the organization, they will be advertised using internal 

and external job postings to fill the positions. Job postings will be created using existing 

job descriptions where possible. 

Internal job postings will identify the position to be filled, the qualifications required, any 

relevant dates related to the job posting including the date the job posting is first posted 

and the closing date, the application process and other information that may be needed to 

fulfill the recruitment process. Internal job postings will be distributed to all existing 

employee. 

External job postings will be used to recruit new staff for the organization if vacant 

positions exist.  External job postings may appear in newspapers, centre bulletins, web 

advertising and other advertising. 

Definition of Employee 

There are different categories of employees within the organization which are defined as 

follows: 

• Full Time describes an employee who regularly works a full shift of eight (8) 

hours per day. 

• Part Time describes an employee who works less than a full shift of eight (8) 

hours per day. 

• Permanent describes an employee who has been hired for an indeterminate 

amount of time.  A permanent employee may be either full-time or part-time. 



 

  

 

• Contract describes an employee who has been hired for a specific time period.  A 

contract employee may be either full-time or part-time. 

• Occasional describes an employee who is hired on an on-call basis, with no 

commitment to ongoing, continuous employment.  

• Twelve (12) month employee describes an employee who is scheduled to work for 

the full year (12 months), not including the employee’s vacation time. 

 

Hiring Staff’s Family Members 

Erin Ridge children’s Academy will hire family members of staff if that person meets the 

necessary qualifications and criteria for the position and has followed the same 

application procedures as other candidates.  However, in recognition of any possible 

conflict of interest, the selection and interview process of that candidate will not be 

conducted by the employee to whom the candidate is related.  

 

Selection Process 

The selection process to fill a vacant position involves the following steps: 

• Reviewing and screening résumés based on the criteria listed in the job posting 

• Identifying suitable candidates to be interviewed 

• Conducting the interview 

• Assessing candidates according to the criteria of the job posting, job description 

and fit within the organization 

• Short listing potential candidates 

• Conducting reference checks, and  

• Selecting the most suitable candidate. 



 

  

 

The selection process will involve an interview team that will consist of at least one (1) 

management staff member. If there is a vacant management position, the interview team 

will include the Director or their designate. 

Members of the interview team will rate all responses given by the candidate during the 

interview. Notes taken during the interview shall accurately reflect the actual responses 

made by the candidate. They should not be an interpretation of the candidate’s intended 

meaning. All interview materials will be retained at office for one (1) year following an 

interview.  

Reference checks will be conducted as part of the interview process and are an integral 

part of the selection process. 

If the selection process identifies more than one (1) qualified candidate for the position 

and their qualifications are considered relatively equal, preference for filling the position 

will be given to existing permanent staff over contract or supply staff. 

 

Interview Briefing 

Upon request, all candidates interviewed for the position are entitled to a briefing by a 

member of the interview team regarding their performance during the interview. The 

briefing will review the candidate’s strengths and weaknesses related to the position for 

which s/he interviewed. 

 

Grieving Interview Process 

A candidate wishing to grieve the interview process should submit a letter identifying 

their concerns to a member of the selection team. This grievance should be submitted 

within thirty (30) days of the position being filled. A copy must also be given to the 

Director. If the matter is not satisfactorily resolved, the candidate can submit a formal 

grievance to the Director according to Step 3 of the Grievance Policy. 

 

Volunteer Recruitment 



 

  

 

Volunteers are important to the organization. They may include students who need to 

complete community volunteer hours, students seeking to gain practical experience in a 

child care setting, or others interested in volunteering in their community.  Erin Ridge 

children’s Academy works with community colleges, universities, City of Edmonton and 

other community agencies in the placement of volunteers.   

All volunteers must be at least fifteen (15) years of age to be considered for a volunteer 

position. 

Volunteers must go through an interview process with management staff. The skills and 

experience of the volunteer candidate will be evaluated during the interview process. 

After the interview, the interview team will determine if the candidate should be accepted 

as a volunteer and which location s/he will be assigned. 

Volunteers will be provided with all the information needed to fully carry out their duties. 

They will need to complete or obtain certain documents as outlined in Staffing Policy. 

For example, if they are over the age of eighteen (18), they must undergo a Police 

Background Check including a Vulnerable Sector Screening.   

Position (Job) Requirements 

Police Background Check 

As a condition of employment, Erin Ridge children’s Academy requires all successful 

candidates to obtain a Police Background Check with Vulnerable Sector Screening. This 

requirement must be met for candidates of all positions, including occasional and part-

time positions. Volunteers over the age of eighteen (18) must also meet this requirement.  

It is the responsibility of the candidate to incur all costs related to obtaining a Police 

Background Check.  

In its employment practices, Erin Ridge children’s Academy does not discriminate 

against individuals who have been convicted of criminal offenses, unless specific 

exemptions apply as outlined in the Alberta Human Rights Code. A positive criminal 

record does not necessarily disqualify a person from being hired for a position within the 

organization. 



 

  

 

All information will be maintained in personnel files in the centre and kept in strictest 

confidence unless written Consent to Disclosure is given by the employee. 

 

Procedures: 

 

The Supervisor must ensure that the following procedures are followed with respect to 

the Police Background Check: 

  Employees and Volunteers (over the age of eighteen (18) 

• Police Background Checks are due before starting employment and every three 

(3) years thereafter. 

• Police Background  Checks must include the Vulnerable Sector Screening 

• Police Background Checks must be dated within six (6) months of the date of 

hire. 

• Employees will be required to sign an Offence Declaration Form each year 

confirming that there have been no changes to their criminal record. 

• For interruption of work situations (eg: leave of absence, returning summer 

students), the employee’s original Police Background Check is valid as long as it 

was issued within a three (3) year period. 

• Police Background Checks for all staff will also be valid for three (3) years. 

 

Under extenuating circumstances (e.g. significant delays related to the police department 

processing the documentation), it will be at the discretion of the Director to accept a 

receipt that the Police Background Check has been completed, as temporary 

documentation until the final Police Background Check is completed. 

Proof of Qualifications 

For positions requiring a specific degree, diploma, or certificate (e.g. E.C.E. Diploma), 

the employee must provide the original document that shows s/he has obtained the 



 

  

 

qualification.  A copy of the original degree, diploma or certificate will be placed in the 

employee’s personnel file and the original document will be returned to the employee.  

Newly hired employees will not be eligible to start work until the original qualification 

document has been provided.  

First Aid Certificate: 

All the educators must have current First Aid Training Certificate or willing to obtain 

within three months of commencement of work at ERCA. Failure to do so will lead the 

termination of employment with ERCA. Once educator obtain the First Aid Certificate, it 

will be valid for 3 years and educator need to renew their certificate before the expiry 

date. 

 

Employee Orientation 

All new employees and volunteers will receive an orientation to the program and the 

organization when starting employment.  Employee will be provided a copy of Staff 

Handbook along with the Job Offer Letter. 

Orientation will include a review of Human Resources policies and procedures, Licensing 

and Health regulations, Program Plan, Administrative Policies and other information. For 

more details, refer to the Academy’s Orientation Manual. 

New employees and volunteers are responsible for ensuring that they understand and will 

adhere to all of the policies, procedures and items received at the time of orientation. 

They must seek clarification and guidance as necessary to perform their job duties 

effectively. 

New employees and volunteers must sign a form indicating they have read, understood 

and will follow all applicable policies related to their employment with the organization. 

 

 

 

 



 

  

 

Open Door and Information Sharing Policy 

ERCA is committed to communicating with families, children, educators, schools and 

community members in a respectful and professional manner to facilitate positive 

relationships, partnerships and create an optimum Child Care experience.  

The ERCA encourages family and community input into our programs and ongoing 

communication between families and community members with Educators and Program 

Directors to support the ongoing and ever-changing needs of children and the program.  

To support the transition to care we encourage pre-enrollment visits, where the 

parent/guardian must accompany the child, to give children and families an opportunity 

to spend time in the program. We do ask that these be scheduled with the program. As the 

transition to care is unique for each child and family the Director will work with in 

collaboration with the family to be sure a plan is developed.  

Items that pertain to all families will be made available on a consistent basis (digitally 

and/or posted):  

• License (including any conditions to which the license is subject, which may 

include exemptions)  

• Licensing inspection and monitoring reports and notices of enforcement action  

• Alberta Health Reports 

• Programing: this will be posted on each classroom’s documentation board 

• Programing Documentations 

• Notification of Program Educator Change 

• Menus 

• Program Changes (hours, fees, off-site excursions 

• Community resources 

• Program Information Booklet 

• Health  Care notices 

• Special Activities Announcement 

• Emergency Procedures 

• Newsletter 



 

  

 

• Child Care Policies  

• Planned and unplanned events  

• Daily report through HiMama online tool 

 

Parents and guardians are encouraged to communicate their questions and concerns to 

their child’s educator or program Director 

Educators will take care to acknowledge families when they arrive and leave the program 

and take each opportunity to offer relevant information about their child’s day.  All 

potentially sensitive issues will be discussed with families in a non-public place. 

Communication from parent/guardians will be considered and changes to the program 

may be made accordingly. All comments and suggestions will be considered on an 

individual basis.  

Families are encouraged to share their Time, Talent, Treasure and Trust with our 

programs. 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

  

 

Transportation Policy 
For children who attend school outside of our centre, i.e. Grade K-6, the centre may 

transport (transportation authorization required) child to his/her designated school upon 

completion of the transportation waiver. 

The Centre meets Transport Canada regulations during transportation.  

The Centre also has a Safety Fitness Certificate and maintains a yearly Intra Provincial 

Operating Authority Certificate for the Daycare Van.    

If centre requires a pick up or drop off outside of the regular time, parents need to submit 

a written request to the director at least one week in advance. 

If we are able to accommodate this request there will be a $5 charge each time. 

We transport our children by van and if van is not available we may use Taxi. Parents 

will be notified verbally before using taxi.  Children must wear seatbelts.  

We also drop off and pick up children from school and center with walking. They are 

dropped off at their respective schools and their designated drop off area and pick up 

area. 

Drop Off: 

Children who need drive to school: 

The primary staff of the concerned room makes the list of the children who need to be 

dropped off, then hen s/he handovers the list to the driver. The driver attends the children 

and verifies the list. After verification driver leads the children to the van. Driver makes 

sure that all the children in the van have the seat belts on. Driver keeps the record of 

children who are dropped off.  

Children who walk to school 

Children are collected in one place and staff attends the list and verifies the list and staff 

walk the children in group and they are being dropped at designated place in their 

respective schools. 

Picking up children: 



 

  

 

Children who need drive from school 

The Day Care van or vehicles are parked in the school parking lot or in front of the 

school (van parking area will be known by children). The children are required to wait at 

the designated meeting place in the school. Driver verifies the list of children who need to 

be picked up.  

Children who walk to our centre 

Every school has designated spot for pick up. After the school time children come to the 

designated spot and wait for the staff. Staff attend the children and verifies the list and 

walks them back to the centre in group. 

Late or Missing children: 

The staff waits an extra five minutes, then calls the school office to check if the child was 

in the school or not. The staff calls the daycare director to verify whether or not the child 

is supposed to be picked up. Day care director makes calls to parents and verifies the 

exact information of the child. Day care director makes call back to the staff and staff 

does accordingly. If the staff does not get any response, he/she moves to the other school. 

Daycare Director will contact the proper authorities to help locate the missing child. The 

Centre will make an arrangement to pick him/her up.  

Unless the daycare drops off the child at school, or the parent has called to notify us of 

pick-up, we will not be responsible for the pick-up of that child. 

A list of children being dropped off and picked up are being prepared for each day at the 

daycare and provided to the assigned staff each day for the record. It is the responsibility 

of the van staff to check off children when they are dropped off and picked up daily.  At 

the end of the day this information should be filed in the office. 

Guidelines and Procedures of Our Centre: 

• Our centre will provide one staff for walking drop off and pick up, one staff for 

driving the children to the school. We will be using centre van and personal 

vehicles (ERCA Staff ‘s vehicles only) when required and one staff for drop 

off and pick up from school bus. 



 

  

 

• We provide walking drop off and pick up of the children for Brander, Tempo 

and St. Monika School (St. Monika is for both walking or driving) 

• We provide driving drop off and pick up children to St. Mary, Earl Buxton, 

G.H. Luck, St. Monika and Brookside schools 

• We provide one staff for pick up and drop off of the child for school bus at 

ETS #4023 North Bound Riverbend Road NW @ 56 Avenue.  We recommend 

the school bus to park in front of our main entrance so that our staff can watch 

for the bus (especially for winter, it is very hard for child and staff to wait for 

the bus for longer times). Our staff will wait for the bus up to 10 minutes at the 

designated spot, if at this time no bus has arrived and it is deemed late, a staff 

person will call the bus company at the number presented to us to try to obtain 

the information of the bus arrival. It is the responsibility of the bus driver to 

call our office number to notify the arrival and one of our staff will walk out to 

pick up and drop off the child.  

• For other children (driving and walking), our staff will be on the designated 

time at the specified spot at their respective school. Staff will wait for 5 

minutes, if child does not show up our staff member will follow the procedure 

mentioned above. 

Responsibilities of Parents: 

• Provide detailed information of the transportation information to our centre 

• Cost of the transportation is the sole responsibility of the parents 

• Parents need to provide a notice of absence of child in advance for both 

morning and afternoon 

• If the bus service (School Bus), for whatever reason, is unable to provide 

services to our centre, it is the parent’s responsibility to make alternate 

arrangements for transportation; our centre will not provide any arrangements 

for transportation. 



 

  

 

• It is the sole responsibility of parents to inform the bus company of any special 

needs or requirements. 

• In the event of early arrival and delay in bus time, parents must inform the bus 

company themselves if they wish their child to remain on the bus until a staff 

person is able to walk to the designated bus stop. 

Responsibilities of Parents (children who use centre vehicles or walking with): 

• Provide detailed information of the transportation information to our centre 

• Cost of the transportation is the sole responsibility of the parents 

• Parents need to provide a notice of absence of child in advance for both 

morning and afternoon 

• The center van leaves at 8:05 am to drop off morning children and 12:00 pm 

for afternoon children. It is the parent’s responsibility to drop the child off at 

school if unable to be on time for the van as the centre will not provide any 

alternative arrangements for transportation. 

• Centre van will pick up the children from their respective school at scheduled 

time.  In case of the late arrival or no show up at specified spot our staff 

member will follow the procedure mentioned above. 
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