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North Perth-Spinrite Child & Family Centre 
 

PARENT POLICY HANDBOOK 
 

 
Welcome to our program… 
This guide has been prepared to provide you with information about the policies and 
operation of North Perth-Spinrite Child & Family Centre. We are here to offer parents 
and guardians quality care for their infant, toddler and preschooler in a familiar, family 
oriented and safe environment.  We offer breakfast from 6:30-7:30, a morning and 
afternoon snack as well as a nutritious lunch that meets the Canada Food Guide. You 
are encouraged to drop in any time during our hours of operation to observe, talk with 
the staff and ask questions concerning your child. Please note we have an Infant 
program. Teacher child ratios are: 1:3 for Infants, 1:5 for the Toddler group and 1:8 for 
the Preschool group. We strive, as you do, to encourage children to grow in self-
respect, self-regulation, responsibility and self-sufficiency. 
 Please keep us informed of any changes in your child’s environment, i.e. upsets in 
routine, illness, medication, exposure to communicable disease, etc., so that we can 
best meet the needs of your child. 
 

NORTH PERTH-SPINRITE CHILD & FAMILY CENTRE PROGRAM STATEMENT 

The North Perth-Spinrite Child & Family Centre offers a play based learning program 
consistent with How Does Learning Happen?, Ontario’s Pedagogy for the Early Years 
and the Ministry’s Policy statement. The program statement will ensure that all 
employees, students, volunteers and parents are aware of how the North Perth-Spinrite 
Child & Family Centre staff view, prepare and approach our programs, children, families 
and our community. 
 
Health, safety, nutrition and well-being 
Our overall goal is to promote authentic relationships and to ensure a safe, comfortable 
environment where children learn in a meaningful and joyful manner. They will feel 
valued and have a strong sense of belonging.To promote the health, nutrition, safety 
and well being, children will be encouraged to share daily conversations, experiences 
and become engaged during snacks, nutrition breaks, meals and active learning 
activities that enhance individual strengths and needs. 
 
Children are competent, capable, curious and rich in potential 
Using the environment as an educational tool is a key component in the quality of a 
child’s play and exploration. Indoor and outdoor spaces and age appropriate activities, 
materials and furnishings (and how they are placed) will be incorporated to foster 
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children’s exploration, play and inquiry. Children’s natural curiosity and sense of wonder 
can be used with healthy innovative risk taking opportunities to foster independence, 
trust and respect. We believe all children are rich in potential and have the right to 
participate in all experiences and activities regardless of their abilities. 
 
Relationships among children, families, childcare providers and staff 
 Families offer valuable knowledge, strengths and experience that build connections 
between the child, family and childcare provider. North Perth program staff view all 
children and their familes as partners in our childcare settings.  Positive daily 
relationships foster responsive interactions in the child’s learning and developments 
amongst children, parents and childcare staff. 
 
Positive self-expression, communication, self-regulation 
Qualified Registered Early Childhood Educators and equilvalent childcare staff will 
connect with children as co-learners and will model engagement at nurtrition breaks, 
active play, learning groups and indoor/outdoor activities. This engagement will 
encourage children to interact and communicate in a positive way to support their ability 
to self-regulate by allowing trial and error and guided opportunities. Children 
experiencing difficulties will be offered alternate choices and or a quiet place to 
reflect.Our aim is to provide long periods of time to explore an environment equipped 
with interesting open-ended material that can be used in many ways and initiates 
investigation and complex play.Outdoor activities will be developed to offer and inspire 
investigation with the body, sense and mind, improving a child’s physical health and 
emotional well being and enhances the child’s capability for creative problem solving, 
self-regulation and communication. Opportunities will be encouraged indoors and 
outdoors that are child-initiated and adult-supported such as sensory, active play, quiet 
time, creative expressive experiences to enhance children’s natural curiosity. The staff 
will then become co-learners with the children, open to their suggestions and ideas and 
they will learn thought exploration and inquiry together. 
 
Parent engagement and communication 
 We believe that families are experts on their children. Sharing knowledge is integral to 
the success of your child and will enable us to reflect upon this information for change, 
program planning and documentation. Documentation will be posted for parents viewing 
on the HI MAMA app, email and on social media (facebook.) Copies of individual 
learning stories will be made available upon request. The North Perth-Spinrite Child & 
Family Centre welcomes the involvement of parents in the program at any time and on 
any day. The staff will also plan many special occasions throughout the year which 
parents and other family members will enjoy. Daily contact with parents will be 
supplemented by individual interviews (at request of parent/teacher), group meetings 
and workshops. Parents with special talents are welcome to participate and contribute 
to the program. 
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Community partners 
North Perth Programs foster partnerships that support learning and growth for success 
in school and in life. Children and their families with or without individual support plans 
will be accommodated within the centre to meet and interact with local community 
partners and professionals during all operating hours. Space (meeting rooms), staff and 
resources (toys & books) will be made available as required. Local partners could 
consist of Ontario Early Years, Thames Valley Child Centre, Small Talk, City of Stratford 
Childrens Resource Consultants & City of Stratford Social Service Department, Avon 
and Catholic School Board, the Perth District Health Unit, Huron Perth Mental Health 
and Children’s Aid Services. 
 
Supporting staff in continuous professional learning 
The North Perth-Spinrite Child & Family Centre is committed to hiring, training and fairly 
compensating staff. Our non-discriminatory hiring practices provide individuals with all 
backgrounds the opportunity for employment. We value professionalism and are 
dedicated to carry out and implement the College of Early Childhood Educator’s Code 
of Ethics and Standards of Practice. We support staff and the program with materials, 
extra staff and education to promote professional development training for staff and 
ensure inclusive practices. By continuously gaining new knowledge and understanding 
of best practices as research emerges and putting them into practice in our daily lifelong 
learning opportunities we build a more solid foundation of child development and care. 
 
Document and review the impact of strategies on children and their families 
The Program statement is recognized as a living document and will be reviewed on an 
ongoing basis by all staff at staff meetings and at other professional opportunities. 
Licensee shall access and review the impact of the program statement implementation 
through: a) scheduled quarterly program/staff support discussion that will be conducted 
within the childcare centre. This scheduled discussion will consist of observations and 
reflections emphasis being on how engaged the staff is with the children made by 
the Childcare Manager during daily interactions at the childcare centre. The Manager 
and staff will note date and time and discussion to support staff and program statement 
for changes, growth and continued monitoring and sign off. 
    b) monthly Program support visits to School-age Programs. The Program 
Supervisor will use these monthly visits emphasis being on how engaged the staff is 
with the children to support staff with programming and observe that the Program 
statement is being followed. The discussion, date and time, changes, growth and 
continued monitoring will be noted in the log book, signed by all staff.  
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ADMISSION 

 
Admission of your child requires filling out an initial registration/application form once 
you are contacted by the Daycare Manager. We are licensed by the Ministry of 
Education under the Child Care and Early Years Act and abide by all regulations of our 
local Public Health. Registration forms are to be complete and returned to the Daycare 
Manager/Program Supervisor prior to your child’s first day. It is imperative that all forms 
are completed including; Full address with postal code, Health & Immunization Record 
and full Name and Address for Emergency Contact. In the event of a Serious 
Occurrence we want to be sure to waste no time getting your child the support they 
need.  Days of care required is filled out on the first page of the registration package. It 
may be Full time (5 days a week) or Part time/Full time (3 days for one family/ 2 days for 
another family). The combination of the 3/2 days to make 5 will be determined by the 
Daycare Manager. Parents on maternity leave can choose to keep their child (ren) in 
the centre during this time. The days will be similar to the part time criteria and 
determined by the Daycare Manager. Maternity leave spaces will be an 8 hour day. 
Every attempt will be made to accommodate families as best we can. 
              An orientation visit will be conducted where the child and family will meet the 
staff and be given the opportunity to ask questions. At this time parents of newly 
registered infants can share routines and daily care for their babies. The North Perth-
Spinrite Child & Family Centre is owned and operated by the Municipality of North 
Perth. 
* If space is unavailable you may wish to have your name placed on our waiting list.* 
 
Waitlist  
If demand for the Centre services exceeds the license capacity applicants will be placed 
on a waiting list until a vacancy occurs. The waiting list will be composed according to 
seniority. Parents or guardians can call the centre and ask to speak with the Daycare 
Manager, leave a message on the answering machine or email the Daycare Manager to 
place a child on the waiting list. Parents will be emailed the OneHSN web link once an 
email address is provided or verbally directed on the phone. Each age group will have a 
separate waiting list.  

• The day that a parent or guardian calls, leaves a message on the answering 
machine or sends an email will be their seniority date on the waiting list. 

• The parent or guardian will need to provide the following information to be put on 
file for the child/children to be placed on the waiting list. 
 Parent or guardian’s first and last name. 
 Child’s first and last name 
 Date of Birth(unborn children may be added to the list with expected month 

and year of birth, parent will be asked to update after the birth of the child) 
  Expected start date and time 
 Best contact telephone numbers and or email addresses 
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• Availability will depend on space available in the individual age group that the 

child age fits.  
• Spaces are created when a family or child leaves the centre. There is no specific 

time however, the month of July, August and September have the most 
movement. Spaces can be available at any time of the year and at any point of 
the month. 

• Parents or guardians providing the required information to be placed on the 
waiting list will be directed to outline expected start month with alternatives if 
needed, for example they are willing to start in May but really need a space for 
June. 

• If there are any changes in families contact information they are encouraged to 
contact the centre to update the file. 

• When a space becomes available the Manager will call families with seniority that 
is age/day eligible to see if they are interested in the space. Families will have 
two weeks to decide if they will accept the space. If an attempt from the Daycare 
Manager to contact a family in regards to an open space has been made (for 
example a message left on voice mail/email) the date will be noted in the file to 
determine timelines. 

• If a parent or guardian declines an offered space, a dated declined note will be 
made on their file and this will become their new seniority date. 

• A parent or guardian may call at anytime to change the information on their file 
with no consequence for e.g. moving from the infant age group to the toddler age 
group or days or care required. 

• Families will remain on the waiting list until they have asked to be taken off. 
• The waiting lists will be maintained by the Daycare Manager and will be kept in 

the office at the centre. 
•  A parent or guardian can call or email at anytime to inquire if there has been any 

movement on the list and to see the position they may be sitting for future 
availability. The Daycare Manager will maintain the privacy of other children, 
parent or guardian on the waitlist and will only discuss relevant information to the 
specific person inquiry about their individual circumstance. Parents are also 
encouraged to check the OneHSN website monthly to remain active. 

 
Subsidized child care is available at all North Perth Municipal Child care programs.  
To determine eligibility for subsidized child care please contact the City of Stratford, 
Social Service Department Ontario Works Division at: - or 
 519-271-5063 
 
 
 
 

http://www.stratfordcanada.ca/
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      CHILDCARE PROFESSIONALS 
 
Staff working in the North Perth-Spinrite Child & Family Centre are qualified Registered 
Early Childhood Educators or comparable and hired according to the Municipality of 
North Perth personnel policy. Students and volunteers are supervised by an employee 
at all times. Students or Volunteers are not permitted to be left alone with any child. 
Students and volunteers are not responsible for the discipline or daily programming of 
the children. Students and volunteers will not be included in the child staff ratio. 
                    
 

 
 

THE SETTING 
 
 
A bulletin board display will include the license, staff information, menu/ snack plans 
and Fire procedures. The individual groups will display learning stories and 
documentation for parents. The program itself will incorporate the following in a child 
focused play based environment: Program Planning and documentation will be posted 
for the parents viewing as well as through Hi Mama software program and social media 
(face book) and copies of individual learning stories will be made available upon 
request. Please look for the Ministry Decal located at the entrance of the building. 
 

• Creative activities     
• Sensory   
• Science activities 
• Board games 
• Drama & Music 
• Family and community interest 

   
 
 

 
 

ABSENCE, HOLIDAYS & VACATIONS 
Sick days are required to be paid as rooms as staff accordingly. The North Perth-
Spinrite Child & Family Centre is closed all Statutory and Civic Holidays. Families are 
granted two weeks (10) days per calendar year. Holidays need to be submitted to the 
Daycare Manager 1 month in advance. 
 
 

• Active games 
• Building toys 
• Books 
• Self help skills 
• Outdoor activities 
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 WITHDRAWL FROM THE PROGRAM  
Four weeks written notice is required for withdrawal from the program. Failure to provide 
four week notice will result in the parent/guardian being invoiced for full payment. 
 
 
                                                      CHANGES 

 
It is extremely important that you notify the Daycare Manager or the Staff of any 
changes in your circumstances, i.e. address, telephone, emergency arrangements or 
family status. Our records must be kept up to date so that you can be contacted in case 
of emergency. 
 
    ARRIVALS AND DEPARTURES 
 
Children are not permitted to arrive at the North Perth-Spinrite Child & Family Centre 
program or depart from the program, unattended by an adult. Parents or guardian are 
required to assist their children with dressing and undressing. Please escort your child 
to his/her room. 
                               

CLOTHING AND CHILDREN’S BELONGINGS 
 

Please dress your children in warm, washable play clothes for the changing weather 
and seasons. We do go outside morning and afternoon on most days. Indoor and 
outdoor shoes are very important to have for the safety and comfort of your child. We 
like to play and explore with sand, water, paint and other activities so a second set of 
clothing should be kept in a bag in your child’s cubby. Please label all articles of 
indoor & outdoor clothing.  If you are interested in Mabel’s Label’s please speak to a 
staff member. 
 

TOYS AND FOOD 
 

Toys and special articles can easily be misplaced so please LABEL all items. If food 
needs to be brought in it must be labeled with the child’s name and or been in original 
packing and Peanut and Nut Free. Treats can be brought in for the whole group for 
special occasions (birthdays, parties) if the staff have been informed prior and 
remember we are a PEANUT AND NUT FREE ENVIRONMENT. 
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                                                             HEALTH 

 
If your child becomes ill while attending the program you will be notified immediately so 
that you may take your child home or to the doctor. If your child has vomiting and 
diarrhea they will need to be excluded for 24 hours after the last episode. Two 
emergency numbers are required in the event that you cannot be reached; if this is 
unattainable YOU must be available at all times. In an emergency, the staff on duty will 
take whatever immediate steps are necessary to get medical help.(Staff must be trained 
in First Aid & C.P.R.) It is the parent/guardians responsible to make the Daycare 
Manager/ Program Supervisor aware of Allergies, diet or special conditions required. 
Every effort will be made by the staff to assist the parent and child in carrying out these 
special requirements. 
REMEMBER…….KEEP IN TOUCH….A CALL IS A MUST IF YOUR CHILD IS GOING 
TO BE ABSENT 
 

MEDICATION 
 

Medication will only be administered by the Staff under the written advice of the child’s 
physician and the signing of the parental consent form. Under no circumstances will the 
Staff administer the initial dose of medicine. Only prescription medication which is in the 
original packaging with the child’s name, current date, and time & dosage amount may 
be administered in a child care facility. The medication must be properly labeled and 
stored. Please speak with the Daycare Manager or Program Supervisor in this matter. 
Parents of children with Medical Needs( Asthma, Diabetes, etc.) will be required to fill 
out an “Individualized Plan for a Child with Medical Needs form” The North Perth Staff 
are not allowed to administer any medications that are not prescribed by a doctor i.e.., 
cold medications, Tylenol, etc. 
 
         ACCIDENTS 

 
Accidents and children seem to go together. They often fall and always seem to have 
bumps and scrapes. If your child gets hurt at the program, an accident form will be 
completed and shared with the parent/guardian and signed off at pick up time. A copy 
will be available or can be emailed. 
 

SERIOUS OCCURRENCE POLICY 
 
All Serious Occurrences are to be reported to the Ministry Of Education and to the Clerk 
at the Municipal Office. All Child care operators are required to post a high-level Serious 
Occurrence Notification Form on the Parent Information centre or at the front entrance 
of the child care building. The exception to this is in the case of allegations of abuse or 
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unverified complaints, which would be posted at the completion of a follow up 
investigation. 
 
 
NORTH PERTH-SPINRITE CHILD & FAMILY CENTRE DAY DISCIPLINE POLICY 
 
Children are to be disciplined in a consistent, positive manner, at a level that is 
appropriate to their actions and their ages, in order to promote self-discipline: ensure 
health and safety; respect the right of others, and maintain equipment. Methods of 
discipline are discussed at staff meetings, and consistent disciplinary measures are 
agreed upon. “Providing alternate choices”, “You Need Space” and “Natural 
Consequences” are the methods most frequently used in the program.  The aim of the 
program is to stop behaviour problems before they occur and to use the environment to 
assist.                      
   
 
 PROHIBITED PRACTICES 

 
                  No, North Perth staff will do any of the following: 
 

•  a) corporal punishment of the child; 

•  b) physical restraint of the child, such as confining the child to a high chair, 
care seat, stroller or other device for the purposes of discipline or in lieu of 
supervision, unless the physical restraint is for the purpose of preventing a 
child from hurting himself, herself, or someone else, and is used only as a 
last resort and only until the risk of injury is no longer imminent;  

•  c) locking the exits of the child care centre  or home child care premises for 
the for the purpose of confining the child, or confining the child in area or 
room without adult supervision, unless such confinement occurs during and 
emergency and is required as part of the licensee’s emergency 
management policies and procedures;  

• d) use of harsh or degrading measures or threats or use of derogatory 
language directed at or used in the presence of a child that would humiliate , 
shame or frighten the child, or undermine his or her self-respect, dignity or 
self-worth ; 

• e) depriving the child of basic needs including food, drink, shelter, sleep, 
toilet use, clothing or bedding; or 

• f) inflicting any bodily harm on children including making children eat or drink 
against their will; 
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Parents’ Issues and Concerns 
• We encourage all parents/guardians to voice any issue and/or concerns 

regarding any of our programs to the program staff, Daycare Manager. In the 
absence of the Daycare Manager the Program Supervisor will resume this 
responsibility.    

 
Parents 

• When an issue or concern arises regarding the operation of the program, 
we advise parents to approach the program staff to discuss the issue or 
concern 

• When an issue/concern is brought to the attention of a program staff  or 
Daycare Manager , it will become a priority to resolve 

• If the issue or concern cannot be resolved between parent and program 
staff, the parent may contact the Daycare Manager to discuss the issue 
or concern further. 

• If the issue or concern is regarding the program staff, the parent is 
encouraged to contact the Daycare Manager directly to discuss the issue 
or concern further.  

 
Program Staff 

• When a parent/guardian approaches a program staff concerning an issue 
or concern, program staff will listen to the issue or concern with an open 
mind 

• After hearing the issue or concern, program staff and parent will discuss 
the issue or concern to resolve the matter 

• Program staff will take actions within 24 hours (or the next scheduled day) 
to work towards resolving the issue/concern 

• If the issue or concern cannot be resolved between program staff and 
parents, the Daycare Manager will be advised of the situation to assist in 
resolving the issue or concern 

 
Daycare Manager 

• Will be available to assist program staff and parents of any issues or 
concerns that are not resolved between program staff and parents 

• The Daycare Manager will take immediate steps to resolve the 
issue/concern 
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• If  the Daycare Manager cannot resolve the issue or concern, the daycare 
manager will include the Municipal Clerk to assist resolve the issue or 
concern 

 
 
 
 ACCESS TO CHILDREN  
 
Only those persons designated by the parents upon registration or as updated will be 
allowed to pick up your child. In cases of separation or Divorce there is a separate 
policy for access. If you require access protection for your child, please contact the 
Daycare Manager or Program Supervisor. 

 
 

PARENTAL CONSENT FOR EXCURSIONS AND PHOTOGRAPGHS 
 

Special arrangements may be made to permit children in the program to participate in a 
nature walk or other outings. The special arrangements form is to relieve the parent of 
the burden of daily notes for a long standing arrangement.  Occasionally we may have 
our picture in the local banner or other related media and children can participate with 
signed consent from the parent or guardian. 
 

PAYMENT 
 
Fees can be paid weekly, bi-weekly or once a month in person by cash, cheque or debit 
at the Municipal Office located at 330 Wallace Ave North (upstairs at the Finance 
Department), Monday to Friday between 8:30 am and 4:30 pm. If you do not require an 
immediate receipt, payments can be dropped off in the Drop Off Box located at the front 
door of the municipal building (no cash please). Payments can also be made via 
telephone or online banking simply by choosing “North Perth Accounts Receivable” and 
by using your 10 digit customer number that appears on your receipt. The infant fee per 
day is $48.00, toddler fee per day is $41.00 and the preschool fee per day is $39.00. 
Other arrangements please discuss with Daycare Manager or Program Supervisor. A 
monthly payment must be received by the last working day of the month. Invoices will 
be stamped and returned as receipt of payment of fees. Please retain your receipts for 
income tax purposes. A yearly statement will be prepared upon request. 
 
 

SIPPY CUPS OR WATER BOTTLES 
 
In the infant room sippy cups are used daily once the children no longer require a bottle. 
The sippy cups are washed daily and stored in the infant room. All other children in the 
daycare centre are encouraged to bring their own water bottle daily. Please take home 
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at the end of your child’s day to be washed, refilled and returned for their next day. To 
ensure your child’s water bottles and personal items do not go missing please label it 
with their name. Mabel’s labels are a great way to do this. 

HOURS OF OPERATION 
We care for children Monday to Friday from 6:30 to 5:30 pm. We ask that you pick up 
your child by 5:30, as our staff members have families and personal responsibilities to 
attend to. We have a late fee policy for those who abuse these hours. The North Perth-
Spinrite Child & Family Centre is open all year around with respect to statutory and civic 
holidays.  
 
 
 
                                      EMERGENCY MANAGEMENT 
Staff is prepared and knowledgeable on the actions that are to be taken to follow the 
Emergency Management Policy of the North Perth-Spinrite Child & Family Centre 
during an emergency. Within the day care programs, staff is given roles and 
responsibilities to ensure the safety of each age group in their care. 
 
Staff has on hand at all time their Emergency bag containing; a First Aid Kit, Attendance 
Clipboard, Children’s Emergency files and a small comfort snack. The emergency files 
contain contact information for each child in the event parents need to be contacted. 
Staff is equipped to notify parents immediately by phones and or Hi Mama app of any 
developments. 
 
 
 
 
 
Listen to the radio for closure due to weather or check the North Perth-Spinrite 
Child & Family Centre Facebook Page. 
 
 
 
If you have any inquiries please feel free to contact the Daycare Manager or Program 
Supervisor.  519-291-4222.  
 
 
 
 
*Thank you in advance for the opportunity to learn and grow with your child and family.* 
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