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PROGRAM STATEMENT 

Workside Early Childhood Education Centre is a not-for-profit program designed to provide all 
children with positive learning experiences in an inclusive, nurturing and safe environment. We 
implement developmentally appropriate practices to promote the healthy growth of the whole 
child by supporting their emotional, social, intellectual, physical and emerging cultural 
potential. We believe children are competent, capable, curious and rich in potential.  
Workside staff incorporates “How Does Learning Happen? Ontario’s Pedagogy for the Early 
Years (2014)” as a tool to guide the program under the four foundations of Belonging, 
Engagement, Expression and Well-Being to ensure optimal learning and development of all 
children.  
 
The following paragraphs outline Workside’s goals and philosophies in connection with the 
Ministry of Education.  
 
We strive to value and acknowledge the individual cultural and structural interests of each 
family, honouring their histories, languages, traditions, child rearing practices and lifestyle 
choices. Respect for our diverse Workside community is reflected in the curriculum, 
environment, parent/teacher/child interactions, staff training, and program goals. It’s our belief 
that: 
 

• all children should be recognized for, and celebrate with each other, their unique 
abilities and talents.  

• All children should be given equal opportunities to learn and play. 

• All children should be encouraged to develop and grow alongside their peers. 

• All children should have the right to their cultures and strengths acknowledged and 
valued. 
 

Promoting inclusion in our programs helps all children to realize their potential, as well as to 
understand and value each other’s uniqueness. Inclusion is a process in which children, parents, 
teachers, and other support agencies in the community work together in a partnership to 
provide an environment in which all children can thrive with due regard to their unique abilities 
as individuals.  
 
It is the practice and belief of Workside that all staff support all children, including those with 
special needs to engage in rich and meaningful experiences and play within our emergent 
curriculum. It’s our goal to support children, their families and staff. Community partners are 
involved as part of our team and offer supports where needed. Support agency assessments 
are completed in program rather than a one-on-one consultation out of program to honour our 
philosophy on inclusion.  
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The County of Wellington Children’s Early Years Division partners with community-based 
services to support licensed child care programmes to care for all children. This means that all 
children with disabilities and special needs are able to fully participate in the child care 
programme.  
 
Within our centre, services and supports are delivered by Enhanced Support Services, a 
partnership of agencies which include: 
 

• KidsAbility Centre for Child Development (Occupational and Physiotherapy consultation, 
Speech and Language), 

• Canadian Mental Health Association (Early Childhood Social Development consultation) 

• County of Wellington Children’s Early Years Division (Inclusion coordination) 
 

Enhanced Support Services partners consult regularly with our program and perform all 
assessments in program using a play-based approach.  
 
 
Nutrition is a major factor in the physical, social, cognitive, and emotional development of 
children. Child care offers a good opportunity to establish nutritionally sound eating habits as 
well as an understanding of the relationship between food, health and growth. Our goal is to 
have a positive influence in broadening children’s eating experiences. Our staff sits with the 
children at the lunch tables offering choices in food and serving sizes. This provides an 
understanding of eating habits as well as an opportunity for social conversation.  
 
Our menus created by our Centre cook, who holds a certification in Food Handling, are 
reviewed and approved by a consulting dietician from the Wellington-Dufferin-Guelph Public 
Health Unit, and comply with, or exceed Canada’s Food Guide requirements for meal 
consumption and serving size. Six-week cycle menus are posted in various locations within the 
centre and hard copies are provided to all families during the program orientation upon 
enrollment.  
 
Our goal is to maintain a healthy environment for all children at Workside. It’s important that 
staff and parents monitor children daily for signs and symptoms of illness to reduce the risk of 
wide spread infection or outbreak within the Centre. Staff follow a cleaning and disinfecting 
schedule required by Wellington-Dufferin-Guelph Public Health to ensure our programs are 
clean and maintained.  
 
Emergent curriculum is a learning approach that supports our belief that children are active 
sensory learners who require a variety of opportunities to enhance their physical, social-
emotional, listening and language, self-help, and cognitive development. Our curriculum aims 
to foster the interests, life experiences, and developmental growth of individuals and the 
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group. Our focus is for children to be acknowledged as capable and competent partners in their 
learning. Child initiated experiences are supported by our staff through observations and 
conversations to enhance and expand their learning.  
Through observation and interactions with each child during play and meeting times, projects 
and experiences emerge. The children and staff contribute ideas for materials and activities to 
enrich their environment. Found objects and loose parts are implemented to enhance their 
ideas. Interactions with these materials will stimulate the emergence of the children’s existing 
knowledge base and future learning. As the children engage with materials and activities, the 
teachers observe, offer guidance, and facilitate the children’s exploration and inquiry through 
play.  
Documentation supports are utilized by staff to share information about the emerging 
experiences with parents. These supports include: 
 

• Planning sheet/webs 

• Daily discoveries 

• Photographs, samples of work and written staff commentaries 

• Learning stories 
 

A learning story is a way of documenting something that the child or children start on their 
own, without cause or direction and is always about positive things we value. We strive to add 
one learning story to each child’s portfolio monthly.  
 
Our committed teaching staff are qualified Early Childhood Education graduates registered with 
the College of Early Childhood Educators or equivalent who are knowledgeable with regards to 
young children and their development. Our goal is to have continual positive, meaningful 
interactions and relationships with children, parents, co-workers, students/volunteers, and 
agency partners. By role modelling the staff encourage children to interact in a positive way, 
nurturing their skills with communication, self-regulation and problem solving.  
 
 
With regular rotation of toys and equipment, our goal is to create rich, positive learning 
environments and experiences for all children, including children with individualized plans in 
which we can support learning and growth.  It is our goal that staff follow a flexible daily 
schedule for each program. This includes opportunities for active indoor and outdoor play, rest 
and quiet time, meals and snacks, and washroom routines, keeping in mind the individual 
needs of each child in their program. Staff will take time to engage daily with each child to 
increase the child’s sense of belonging.   
 
 
Workside recognizes the individual needs of children and families, and the ever-changing face 
of the field of Early Childhood Education. Our mission is to support the need for continuing 
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professional training opportunities for our staff. Workside provides ongoing comprehensive 
staff development through monthly staff meetings, special workshops, guest speakers, and 
attendance at professional conferences. Staff also participate in regular First Aid and CPR 
training. All relevant legislative requirements including a vulnerable sector check and 
appropriate immunization information are required by the centre before employment begins. 
 
 
The participation of student teachers (representing Conestoga, Mohawk and Loyalist College, 
Guelph high school Co-operative programs, and other educational programs as requested) 
and/or volunteers greatly adds to the quality and diversity of programming that we can provide 
to your family. It also allows a forum for student teachers to gain valuable on-the-job training 
under the direct supervision of our teaching staff. All Volunteers/ students will be supervised at 
all times by their supervising staff member or other member of the Workside Early Childhood 
Education Centre staff and are not permitted to be left alone with any child. 
 
Both student teachers and volunteers are interviewed by the Administrator, and undergo an 
interview/orientation process of the Centre before commencing with their placement. All 
relevant legislative requirements including a vulnerable sector check and appropriate 
immunization information are required by the centre before placement begins. 
 
At Workside Early Childhood Education Centre, we believe that children have the right to be 
cared for in a safe, healthy, nurturing environment by adults who are well-trained in child 
development principles. Since a positive parent-teacher partnership is instrumental to 
successful child care experiences. We strive to promote and demonstrate respectful 
interactions between staff, parents and agency partners. Daily contact between parents and 
teachers is an essential component of a high-quality program. By sharing information 
concerning your child’s activities and welfare, both verbally and in written format, we can work 
together towards meeting your child’s developmental needs in a collaborative approach.  
 
Any information collected from parents is for use only by program staff to aid in the provision 
of developmentally appropriate, individualized care. Information given is confidential and will 
only be released with the written consent of a parent.  
 
Our intent is to provide ongoing positive communications with parents. Program newsletters, 
log books and bulletin boards provide communication in regards to the children, experiences, 
centre updates and community events. Suggestion boxes are also available for parent feedback. 
 
It’s our goal to make families welcome to our Centre. Workside’s “open door” policy invites 
parents of enrolled children to visit or participate in the program at their convenience.  It is 
advisable however that you check first with your child’s teacher for scheduling purposes. 
Visitors will be required to provide a PVSC in order to participate in the program or on field 
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trips. To minimize disruptions to the children’s routines, and to respect their space, and safety, 
tours and orientations are scheduled in advance, and overseen by the Centre’s Administrative 
team.  
 
Our commitment is to ensure an annual review of the Program Statement and its strategies. A 
parent survey is supplied annually for parent feedback in regards to program environment, 
staff, curriculum and Centre operations in general. 
 
To continue with our ongoing commitment to provide high quality childcare all new staff, 
student’s, and volunteer’s will participate in an annual review of the program statement or at 
any time that the program statement is modified. The program statement is implemented 
through regular observations by Administration and recorded and kept in the staff’s, student’s, 
or volunteer’s file for three years. Monthly room and staff meetings are held to review program 
practices.  
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PARENT HANDBOOK 

 

ABOUT 

Workside Early Childhood Education Centre is a non-profit child care Centre 

established in September 1986.  

Workside is fully licensed and Inspected under the Ministry of Education and abides by 

all standards outlined in the Child Care and Early Years Act, 2014 (CCEYA). The 

Ministry permits the care of children three months to five years of age. 

Workside provides care 52 weeks of the year and is open Monday to Friday 7:30 a.m. 

to 5:30 p.m. The Centre is closed for all statutory holidays. We offer scheduling for 

both full and part-time spaces for Toddler and Preschool age groups. 

 

OUR VISION 

We envision a community of thriving, confident and secure children, families and 

workplaces. 

 

OUR MISSION 

To provide quality Early Childhood Education for children. 

 

PHILOSOPHY 

Workside Early Childhood Education Centre is a not-for-profit program designed to 

provide all children with positive learning experiences in an inclusive, nurturing and 

safe environment. We implement developmentally appropriate practices to promote the 

healthy growth of the whole child by supporting their emotional, social, intellectual, 

physical and emerging cultural potential. 

 

Workside staff incorporates “How Does Learning Happen? Ontario’s Pedagogy for the 

Early Years (2014)” as a tool to guide the program under the four foundations of 

Belonging, Engagement, Expression and Well-Being to ensure optimal learning and 

development of all children.  
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Workside Early Childhood Education Centre is governed by a Board of Directors who 

work together with the Administrator to maintain a high-quality child care program for 

children in Guelph and surrounding areas. 

 

CURRICULUM 

Emergent curriculum is a learning approach that supports our belief that children are 

active sensory learners who require a variety of opportunities to enhance their physical, 

social-emotional, listening and language, self-help, and cognitive development. Our 

curriculum fosters the interests, life experiences, and developmental growth of 

individuals and the group. Through observation and interactions with each child during 

play, and regular meeting times, projects and experiences emerge.  The children and 

staff contribute ideas for materials and activities to enrich their environment. Found 

objects and loose parts are implemented to enhance these ideas. Interactions with 

these materials will stimulate the emergence of the children’s existing knowledge 

base, and future learning. As the children engage with the materials and activities, the 

teachers observe, offer guidance, and facilitate the children’s exploration and inquiry 

through play.   

 

Documentation supports are utilized by staff to share information about the emerging 

project with parents. These supports include: 

 

Planning sheet/web 

This will provide a list of the experiences and materials that the children actively 

engage with during the life of the projector experience. The range of time that these 

experiences take place will depend on the interest level and participation of the group. 

Activities will be added as ideas from the children and staff continue to expand the 

project. 

 

 

Daily Discoveries                                                                              

These will provide the parent with a summary of the children’s daily explorations and 

experiences. These summaries are posted daily on each program bulletin board or 

binder. 
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Experience display boards                                                               

These boards will display photographs, samples of work, written staff commentaries, 

etc. as a visual demonstration of the children’s participation in a project. 

 

Project/experience completion                                                                           

Each program uniquely packages samples from the completed project into a “book” 

that parents are encouraged to take home and share with their child. This allows the 

child to re-visit their learning, and share their experiences with the project with their 

family. 

 

Learning Stories 

A learning story is a way of documenting something that the child or children start on 

their own, without cause or direction and is always about positive things we value. We 

strive to add one learning story to each child’s portfolio monthly. 

 

The Staff use “How Does Learning Happen? Ontario’s Pedagogy for the Early Years 

(2014)” as a tool to guide the program under the four foundations of Belonging, 

Engagement, Expression and Well-Being to ensure optimal learning and development. 

 

Your participation in a project or experience would be greatly appreciated.  Your 

involvement will enhance the learning for your child and their peers. If you have 

something to contribute to a project, (e.g. materials, your expertise, activity ideas) 

please speak with your child’s teacher.  

 

PARENTS 

The quality of our program depends largely on the dedication and professionalism of 

our teaching staff.  To ensure high standards of fairness to all children, confidentiality 

between parents and staff, and the maintenance of professional ethics, staff employed 

in any capacity by Workside will not enter into any care taking arrangement for any 

enrolled family outside of the Centre. 
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Workside offers many ways for parents to be involved in the program. These include, 

but are not limited to: 

• Parent teas, and other social events which are scheduled throughout the year 

• Fund-raising events 

• Board committees 

• Parental involvement with field trips 

• Sharing your expertise, information or talents within the program 

• A written parent evaluation of Workside which is conducted annually 

• Parent education evenings which may be planned according to parent interest or 

identified need 

** Due to COVID-19 in person fundraising, parent meetings, parent entry 

into the Centre and other events are restricted at this time to maintain a 

healthy environment.  

 

STAFF 

Our committed teaching staff are qualified Early Childhood Education graduates or 

equivalent who are knowledgeable with regards to young children and their 

development.  Our Centre Administrator and Assistant Administrator have the 

appropriate Early Childhood Education qualifications and the necessary background 

experience to operate a child care Centre. Our Cook is trained in Food Handling, and is 

knowledgeable of Canada’s Food Guide and nutritional guidelines for menu planning.  

Our supply teachers are qualified Early Childhood Education graduates (or equivalent), 

or have prior relevant education and/or experience.  All qualified Early Childhood 

Education graduates employed with our Centre are registered with the Ontario College 

of Early Childhood Educators. 

 

 

MANAGEMENT 

Workside Early Childhood Education Centre is governed by a Board of Directors who 

are elected from the membership of the Workside Early Childhood Education Centre 

Corporation.  The Board of Directors meet on a monthly basis with the Centre’s 

Administrator to review the activities of the past month.  These meetings provide an 

opportunity for the Board and the Administrator to assess the program to ensure that 

all objectives of the Centre are being met.  A call for annual membership is provided to 

all Centre families. 
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ADULT VISITORS 

We are committed to the safety and protection of your children. The Centre has a 

computerized security system that allows only staff, parents and support staff with an 

issued fob to gain entry to the building. Only those individuals with a scheduled 

appointment will be granted access to the building. We ask for your co-operation in 

maintaining a secure environment for your children by being aware of anyone who 

enters the building with you. Upon enrollment, each family will be required to provide 

a refundable deposit fee per requested fob and a one-time administrative fee. If your 

fob is misplaced or lost, a replacement fee will apply (see Fee Schedule for all 

applicable fees). 

 

Workside’s “open door” policy invites parents of enrolled children to visit or participate 

in the program at their convenience.  It is advisable however that you check first with 

your child’s teacher for scheduling purposes. Visitors will be required to provide a 

PVSC in order to participate in the program or on field trips.  

 

Sometimes it is necessary to plan individualized tours and information visits. Since our 

goal is to minimize disruptions to the children’s routines, and to respect their space 

and safety, these visits are scheduled in advance, and overseen by the Centre’s 

Administrator or Delegate.  

** Due to COVID-19 non-essential visitors and parents are restricted at this 

time. 

 

LICENSING 

Workside Early Childhood Education Centre is licensed, and inspected by the Ministry 

of Education. Workside abides by all regulations outlined in the Child Care and Early 

Years Act, 2014 (CCEYA). The Ministry of Education licenses our program to provide 

care for children 3 months to 5 years of age with a maximum capacity of 53 children (6 

infant spaces, 15 toddler spaces, and 32 preschool spaces). 

 

Workside is also regularly inspected, and abides by all regulations set by the County of 

Wellington Children’s Early Years Division, Guelph Fire Department, as well as the 

Wellington-Dufferin-Guelph Health Unit. 
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CHILD GUIDANCE  

Workside Early Childhood Education Centre’s philosophy of child guidance embodies 

the following principles: 

 

Principle One: Children are in the process of learning acceptable behaviour 

It takes individuals many years to learn appropriate ways to express strong emotions, 

and interact positively with others. Young children are just beginning to learn these 

difficult personal and social skills.  Knowing that young children learn best through 

repetition, our staff maintain daily routines and set clear limits with each group. This 

helps children to internalize these skills, and promote a safe environment. These limits 

are frequently discussed at a developmentally appropriate level with the children.  

Daily routines provide consistency which helps the children develop a sense of trust 

and understanding of the environment. 

 

Principle Two:  We promote a preventative approach to guidance 

Workside’s daily scheduling, curriculum, environmental arrangements, developmentally 

appropriate activities, and staffing patterns are designed to be preventative. They 

promote positive and enjoyable learning experiences that encourage respectful and 

trusting relationships between adults and children AND they recognize the impact that 

these may have on a child’s behaviour. 

 

Principle Three:  Adults need to understand the purpose of children’s behaviour 

Children’s behaviour has a purpose. It may be to communicate their needs or 

emotions. Their behaviour may be in reaction to the environment, or situation. 

Understanding the purpose of the behaviour can help the staff to find appropriate ways 

to guide the child.  

 

Principle Four: A supportive relationship between an adult and a child is a critical 

component of effective guidance 

Workside staff make every effort to build trusting, supportive relationships with each 

child in their program. This relationship will help to build the child’s self-concept in a 

positive way as they gain an understanding that they are valued and important. 

 

Principle Five: Adults use positive forms of guidance that help children learn self-

control and responsiveness to the needs of others 

Clear and positive verbal communication, or physical cues, are primary guidance 

practices.  These forms of guidance help children develop a sense of independence, 

confidence, and competence in their own abilities to get along with peers.  Our 

teaching staff model developmentally appropriate language and methods for children 
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to express their feelings and emotions.  Children are encouraged to use the words they 

have, or positive physical cues to express their feelings and emotions. Teaching staff 

support and facilitate the process to build and strengthen a child’s resiliency skills.  

 

Positive problem-solving skills include the staff suggesting optional behaviours, 

following through with necessary redirection, acknowledgement of successful 

problem-solving situations, choices for alternative behaviours, and the use of 

immediate and directly related consequences for a child’s unsafe behaviours 

 

When necessary, and only when staff have tried other methods of guiding the child’s 

behaviour, a child may be removed from a group activity for a “think out” time whereby 

a staff member and the child can discuss the underlying issues or feelings that may be 

precipitating the behavior and positive alternatives. 

 

 

Principle Six: Teachers continue to learn even as they teach 

Workside encourages our staff to work with their team, and the family when they 

observe behaviour they are concerned about, to determine potential triggers 

(scheduling, environment, group dynamics, child’s individual needs, familial changes, 

etc.) and to develop strategies to support the child. If these strategies do not prove to 

be beneficial to the child, there may be a need to consult with a resource agency, with 

parental knowledge and consent, for additional supports.  

 

It is the goal of Workside that all children be provided with a quality child care 

experience, and their individual needs supported in the best way possible. It is 

recognized however, that there may be situations where it is ascertained that   

Workside may not be the program to best meet the needs of a particular child or 

family.  In these situations, the family and outside services will be consulted to develop 

an action plan to support the child. All efforts and resources will be utilized to support 

the child and their family. If these efforts are not successful in supporting the child’s 

needs, assistance will be offered to find alternative care for the child that may better 

meet their individual needs, and a mutually convenient withdrawal notice provided. 

 

The following are prohibited practices and shall never be committed by any staff, 

student, volunteer or Agency Partner at Workside Early Childhood Education Centre: 

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

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

• 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; 

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

• Inflicting any bodily harm on children including making children eat or drink against their will. 
 

 Any such behaviour by any staff member is subject to disciplinary action. 

 

 

 

PROGRAM INFORMATION 

 

SPECIAL DIETS/NON-LIFE-THREATENING ALLERGIES 

Parents of children with special dietary needs/non-life-threatening allergies must 

consult with program staff, and our cook regarding substitutions. Food substitutions 

that cannot be accommodated by the Centre may be provided by parents in a labeled 

container on the day that it is to be served. Leftovers will be discarded that same day if 

not picked up by the parent. All dietary restrictions/allergies will be posted or with 

staff in all food preparation and serving areas or any other areas where children are 

present. 

** Due to COVID-19 Outside food substitutions are discouraged unless absolutely 

necessary.  

 

 

LIFE-THREATENING ALLERGIES 

Parents will be responsible to share information about their child’s allergy, and 

complete an Emergency Plan form that will outline their child’s individual treatment 

protocol. Parents will also be responsible to sign for consent for the use of an 

adrenaline auto-injector by our staff if the need arises, and provide applicable training 

to staff regarding their child’s specific allergy and treatment. 
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NUT-FREE POLICY 

Workside has many children enrolled who suffer from severe nut allergies.  Even trace 

amounts of a problem food can cause a life-threatening anaphylactic reaction.  In an 

attempt to make our environment safe for all children, we have adopted an all-

inclusive nut-free policy. You can help us to maintain a nut-free environment by 

keeping ALL nut products, and even those foods labeled “may contain” or “traces of” 

away from the Centre.  Our goal is to prevent allergic reactions. Awareness is the key!  

Please help us make our environment safe for every child. 

 

 

FIELD TRIPS AND TRANSPORTATION 

Field trips and supervised walks away from Workside are regular features for each age 

group.  Children enjoy these experiences and the opportunity to explore and learn 

from the resources within our community. Prior to admission, you will be asked to sign 

a consent form allowing program staff to take your child on local supervised walks. 

Other field trips outside of the local area will be planned in advance, and notice will be 

given to families at least one week prior to the trip.  Signed consent by the parent will 

be required to allow your child to participate in these field trips. 

It is a requirement by the Ministry of Education that all parents wishing to accompany 

children on a field trip must have a Police Vulnerable Sector Check (PVSC) completed 

and on file at the Child Care Centre. A first aid kit is taken on all field trips along with 

children’s emergency information, allergy and food restriction lists, the daily 

attendance sheet, and a cell phone.  If your child’s group is on a field trip when you 

arrive, it will be your responsibility to await their return or to take your child to the 

field trip site. 

 

OUTDOOR ACTIVITIES 

2 hours of daily outdoor activities are planned for all children when weather permits 

and is a requirement under the Child Care and Early Years Act, 2014. It is the policy of 

Workside that all children who are well enough to be in attendance are well enough to 

participate in outdoor activities. Most health professionals recommend a daily dose of 

fresh outdoor air for young growing children, and if children are dressed appropriately, 

weather conditions should not pose an illness risk. 
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SLEEP POLICY 

Each child is provided with his or her own individual labeled cot or crib and a 

sheet/blanket that is routinely laundered at our site. During orientation into the 

program parents will be consulted on their child’s sleeping arrangements as well as 

during transitions between program rooms, as well as by parent request. Infant’s sleep 

routines are individualized and based on the child’s need. Infants under the age of 12 

months are placed to sleep on their backs as to be consistent with the 

recommendations set out in the Joint Statement of Safe Sleep(ss.33.1).  A two-hour 

rest period is set aside each day for our toddler and preschool groups. If a child does 

fall asleep, they will be allowed to sleep without adult interruption until the end of the 

group’s nap period.  When a child falls asleep during our quiet rest period it is because 

his or her body is tired and needs a nap.  If a child has rested quietly for a period of 

time, and does not fall asleep, they will be provided with an opportunity to engage in a 

quiet activity. 

 

During the rest period in the toddler age group, staff in the program rooms will 

engage in visual checks of the children to monitor any significant changes in the 

child’s sleeping patterns or behaviours during sleep time every 30 minutes. When a 

staff is doing a visual check, they are looking to see if the child has good colour, if they 

are breathing, checking their body positioning on the cot and any other signs or 

symptoms that are irregular for that child. As staff are always in the program room 

while children are resting, they are continually being monitored. The staff member who 

is performing the visual checks will initial and record the time of the checks on the 

sleep monitoring checklist. Any notable changes will be documented in the child’s daily 

information form, verbally relayed to parents at pick-up time or if needed by telephone 

call to parents. Infants sleeps are monitored and recorded every 15 minutes for health 

and safety.  

 

If a child’s parents are concerned that their child is sleeping too much at Workside, we 

will help the child wake up gently but only after 30 minutes of sleep.  Staff will not 

forcibly awaken a child.   

  

Ask your child’s teacher if you wish to find additional information about children’s 

need for naps. 
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CLOTHING 

Children should wear clothing that is comfortable, easily cared for, and age-

appropriate.  Each child should have at least one complete change of clothing 

(including underwear and socks). We would also ask that children have a set of indoor 

shoes and a set of outdoor shoes.  Please label all clothing (including boots, mittens 

and shoes). Unlabeled clothing can result in losses and mix-ups.   

 

Time is spent outdoors on a daily basis.  Please ensure that your child is dressed 

according to weather conditions.  Flip-flop shoes are very dangerous for children to 

wear at the Centre (especially with stairs and outdoor play). Please do not send your 

child in this type of footwear for their own safety.  We would ask that families consider 

safety aspects of footwear when making a purchase for their child. 

 

LOST AND FOUND 

It is the parent’s responsibility to label all their children’s belongings. If, however, your 

child’s belongings go missing, please check the lost and found box. The Centre is not 

responsible for lost items. 

 

EASING CHILDREN INTO DAY CARE 

Helping children to adjust to a new environment away from the adults important to 

them can be challenging. It may be just as difficult for the parents. Our staff is 

empathetic to these feelings, and will work with you to develop an individualized 

approach to starting child care that will meet the needs of all involved.  

 

PARKING 

The parking areas of the Centre are drop-off zones only, and not for extended 

parking.  If extended parking is necessary, please speak with a program staff member 

for alternative locations. Please enter the parking areas slowly and cautiously observing 

for parents and children who may be entering or exiting the area. When parked, your 

vehicle’s engine must be turned off, and you are asked not to leave children 

unattended in vehicles for safety reasons. 
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HEALTH AND SAFETY POLICIES 

 

IMMUNIZATIONS 

The Child Care and Early Years Act, 2014 (CCYEA) stipulates that prior to admission, 

each child must be immunized as recommended by the local Medical Officer of Health.  

Upon enrollment, you will be asked to provide pertinent medical information and an 

immunization record.  Parents may request an exemption from immunization for their 

child. In this situation, it is the responsibility of the parent to complete the exemption 

form, and abide by all exclusion requirements as defined by the local Medical Officer of 

Health.  All forms are required by the Ministry of Education to be on file before the 

child’s space begins. The Centre has the right to refuse entry to a child if forms are not 

completed as required.  Parents are asked to update all immunization information with 

the Centre office as necessary. 

 

ILLNESS 

To reduce the health risk to others, it is important that parents keep a child exhibiting 

signs/symptoms of illness at home. These signs/symptoms may include, but are not 

limited to common communicable diseases such as chicken pox, conjunctivitis, fever, 

persistent diarrhea, vomiting or upper respiratory conditions.  Staff members have the 

right to refuse entry of a child into a program if they suspect that a child has any of the 

above conditions, or is deemed not well enough to participate in program.  

Readmission criteria as set forth by the Wellington-Dufferin-Guelph Health Unit are 

used to ascertain the readiness of a child to return to group care. 

** Due to COVID-19 Parents are responsible to screen their child(ren) each day before 

arriving to the Centre using the Ontario School and Child Care Screening tool. 

https://covid-19.ontario.ca/school-screening/ Entry into care will be determined by 

the result of the screen or alternate diagnosis from a physician.  

 

EXCLUSION OF ILL CHILD 

If your child should become ill during the day, or be unable to cope/participate in 

program activities, he/she will be isolated with a staff member, and you, or the 

emergency contact person (if we are unable to reach either parent) will be contacted to 

make arrangements for the child to be picked up as quickly as possible to avoid 

further exposure to their peers. Isolation is a short-term arrangement only. In the 

event that Centre staff cannot reach the parent or alternate contact, the Administrator 

will have the authority to place the child under specialized care with a specific staff 

https://covid-19.ontario.ca/school-screening/
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member (upon availability) and the parent may be required to pay an isolation fee (see 

Fee schedule for current rate) for this care.  We strongly recommend that parents 

prepare and arrange for emergency back-up child care arrangements in anticipation of 

these situations. 

 

An illness form/setting of readmission criteria will be completed by a staff member 

and reviewed with you upon your arrival. All readmission criteria as identified on the 

illness form must be met before the child can return to group care. 

 

The following is a list of the exclusion guidelines set out and enforced by Wellington-

Dufferin-Guelph Public Health that Workside Early Childhood Education Centre follows. 

We must exclude a child with any of the following conditions: 

 

Chicken Pox Children with mild chickenpox can attend 

care/school regardless of the state of their rash as 

long as they feel well enough to participate in all 

program activities. 

Conjunctivitis (Pinkeye) Bacterial conjunctivitis can return to child care 

after 24 hours of appropriate antibiotic treatment. 

Please note: If over the counter antibiotic 

ointments are used and if symptoms do not show 

improvement after 48 hours exclude the child 

until seen by a physician and treated with a 

prescribed antibiotic for 24 hours. 

Diarrhea  

(Parent will be called after two 

incidents of diarrhea unless there 

are extenuating circumstances or 

the Centre is in an outbreak 

situation) 

Exclude until child is symptom-free for 24 hours 

after the last episode.  For some infections, the 

person must also be treated with antibiotics 

before returning to day care. 

 

Fever Axillary temperature:  38.5 degrees Celsius (101.3 

F) or higher  

 

Child must be fever free for 24 hours without 

medication. 

Impetigo Exclude the child if draining lesions cannot be 

kept covered. For group A streptococcus 

infections, until 24 hours of appropriate antibiotic 

treatment received. 

Head lice *Centre policy (not enforced by Public Health) 

Until after the first treatment and no live lice 

detected 

Rash with or without fever or 

behavioural change 

Until a medical exam indicates these symptoms 

are not that of a communicable disease 

Respiratory infections (viral) Until child is without fever for 24 hours without 

medication and is well enough to participate in 

normal activities. 
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Ringworm Until first treatment has been applied. 

Scabies Until first treatment has been applied. 

Signs/Symptoms of possible severe 

illness 

Until a medical exam indicates the child may 

return (unusually tired, uncontrolled coughing, 

irritability, persistent crying, difficulty breathing, 

wheezing) 

Streptococcal infections 

(Strep Throat, Scarlet Fever) 

A child can return to child care after receiving at 

least 24 hours of appropriate antibiotic treatment 

and a doctor has determined the child has 

recovered and feels well enough to participate in 

all program activities. 

Vomiting (parent will be called after 

one incident of vomiting unless 

there are extenuating 

circumstances or the Centre is in 

an outbreak situation) 

Exclude until child is symptom-free for 24 hours 

after the last episode (1 bout) 

 

 

 

 

Other reasons for exclusion: 

A child is not able to participate in child care program activities with reasonable 

comfort, including outdoor play; or a child who requires more care than staff can 

provide without compromising the health and safety of the other children in their care. 

 

*Heightened exclusion policies may be implemented based on the 

recommendations from the Ontario online school and childcare screening tool.  

 

PARENT NOTIFICATION 

When a child in our Centre has been medically diagnosed with a communicable illness, 

we will notify the appropriate health authorities (if necessary) and inform parents by 

posting information on the parent boards, and giving written notice of the illness in 

family mailboxes. 

*Parents/Guardians will be notified by the Centre and WDG Public Health in the event 

of a probable or positive case of COVID-19.  

 

SANITARY PRACTICES 

To ensure a healthy environment, we adhere to the following basics of infection 

control: 

1. Keeping premises, equipment, and materials as clean as possible utilizing a strict 

disinfecting schedule. 

2. Practicing consistent hand washing techniques for children and staff. 

3. Separating ill children from their peers and re-admitting only when recovery from 

infection is complete. 
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4. Following all health regulations as dictated by the Wellington-Dufferin-Guelph 

Health Unit. 

OUTBREAK SITUATIONS 

Even with proper health and sanitary practices in place, an outbreak of illness can 

occur within our facility.  An outbreak exists when there is an increase in the number 

of children or staff who has similar symptoms. All child care centres have a legislated 

responsibility to report the presence or suspected presence of an outbreak to a Public 

Health Inspector staff at the Wellington-Dufferin-Guelph Public Health Unit.  

If the Health Unit determines that an outbreak exists, they have the authority to 

override existing Workside policies and: 

• Require the Centre to follow specific outbreak measures 

• Exclude children and/or staff from the Centre (please note that the Centre is not 

responsible to provide financial credits in the case of exclusion mandated by the 

Health Unit) 

• Require children and/or staff to submit samples 

• Close the Centre in extreme situations (please note that the Centre is not 

responsible to provide financial credits in these situations) 

 

 

SMOKE-FREE ENVIRONMENT 

Workside Early Childhood Education Centre and its outside play areas are smoke-free.  

No person shall smoke or hold lighted tobacco in, or around the Centre as defined by 

the Child Care and Early Years Act, 2014 (CCYEA) and the Tobacco Control Act.  

 

MEDICATION 

Prescription and over-the-counter medications for acute, symptomatic treatment will 

only be administered to a child where a parent of the child has given written 

authorization to do so by completing the child care centre’s Authorization for 

Medication Administration. 

 

Parental consent forms are also required for non-prescription medications such as 

Tylenol, cough syrups, and topical applications such as saline and nose drops, diaper 

creams, lip balms, and sunscreen. All medication must be brought to the Centre in the 

original packaging and be clearly labelled by the pharmacy with the child’s full name, 

name of the drug or medication, dosage, and any instructions for storage and 

administration, date of purchase (for prescription medications) and expiry date of the 



       
       
    

21 
 

medication. The information provided on the written parental authorization must 

match with all requirements listed above. Drugs or medications will be administered 

according to the instructions on the label and only with written parental authorization. 

 

Staff will only administer medication as per instructions by the parent. Where 

information is missing on a drug or medication label and/or the written parental 

authorization does not match the label on the labelled container, the child care centre 

will not accept or administer the medication until the label and/or written parental 

authorization accurately contains all the required information or is accompanied with a 

physician note. 

 

Staff will use their judgment to advise parents if any medication is interfering with the 

child’s ability to participate in the program.  Medications should not be used to 

disguise symptoms and if a child is exhibiting ill health and/or is unable to cope in the 

program, the parent will be contacted, and arrangements made to have the child 

picked up. 

 

All drugs or medications will be kept inaccessible to children at all times in a locked 

container or area (e.g. in a refrigerator, cabinet, cupboard or drawer). It is the parent’s 

responsibility to take all medications home. 

 

ACCIDENTS AND INJURIES 

Responsible supervision of the children is of utmost importance and children are 

appropriately supervised at all times.  Each staff member is responsible for 

implementing accident prevention measures, and for maintaining active interaction 

and/or observation of children at all times. In the event of an injury, appropriate first 

aid will be administered by our staff. Parents can expect to receive an accident injury 

report any time that a child sustains an injury at Workside. The accident injury form 

describes the nature of the injury, when it occurred, how it happened, and what type of 

first aid was administered. 

 

A Head Injury Report is also given to parents when a child sustains a blow or bump to 

the head so that signs of concussion may be monitored at home.  Every month the 

Administrator conducts an analysis of accident injuries that have occurred during that 

period. Accident prevention modifications are made when identified. 
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The process for response to any injury incurred by a child is as follows: 

1. In the case of a minor injury, first aid will be applied and you will be contacted by 

telephone to notify you of the incident. 

2. Should your child have an accident, and the injuries are not considered to be life-

threatening but medical attention is deemed necessary, parents will be contacted 

and required to pick up and transport their child for medical treatment. Centre staff 

will administer first aid until parent arrival. 

3. Should your child have an accident and staff determine that this is an emergency 

situation, 911 will be contacted to provide emergency first aid. If necessary, the 

emergency medical services will transport your child to a medical facility.  A parent 

or alternate will be contacted. 

 

Injuries that are considered life-threatening to the child are reported within 24 hours 

to the Ministry of Education, and the County of Wellington Children Early Years 

Division. 

 

EMERGENCY PREPAREDNESS 

All staff are trained in emergency procedures.  Children and staff participate in practice 

monthly fire drills and an annual tornado drill.   

In the event of a fire or other emergency evacuation, children will be removed from the 

building to our emergency evacuation site.   

 

ST. GEORGE’S CHURCH – SLEEMAN CENTRE  

 

 

In the event of an evacuation, you will be contacted by telephone to make 

arrangements to pick up your child. 

 

Centre staff are trained and responsible to evacuate and account for all children in 

their care during these situations.  Any attempts by a parent to remove their child 

without staff knowledge may endanger the safety of their child and/or other children in 

the program. 

 

 

 

 



       
       
    

23 
 

FEES AND PAYMENT 

 

PAYMENT POLICIES 

Workside Early Childhood Education Centre is a non-profit child care program relying 

on revenues from parent fees for most of its operating expenses.  Therefore, it is 

essential that fees be paid promptly and regularly.  Fees must be paid in advance on a 

monthly basis. A fee schedule is distributed to each family annually, and posted in the 

main hallways. Families will be notified of any changes to the fee schedule at least 30 

days in advance. 

 

You are required to pay full fees for all care scheduled, regardless of days missed due 

to inclement weather, statutory holidays, vacation days, emergency closings, and 

school breaks.   

 

Parents will receive billing invoices and statements in their mailboxes at the beginning 

of each month. Payment is due upon receipt of the invoice, and is due by the 10th of 

every month. Payment to Workside by cheque or email money transfer is preferred.  

Cheques may be deposited in the drop boxes located in the front foyer or in the 

preschool programs. Email money transfers should be mailed to workside@live.ca, and 

a password should be set as Workside. Cash payments are discouraged during COVID-

19. 

 

If special circumstances occur, and you cannot follow the fee payment policy, you must 

discuss this with the Administrator immediately.  An individual adjusted payment plan 

may be submitted for approval.  Child care assistance/subsidy programs are available 

to help qualified families pay for their child care arrangements.  In order to determine 

if your family qualifies for this program, please call Wellington County Children’s Early 

Years Division, Child Care Subsidy. 

 

ENROLMENT FEE 

Once a space has been offered and accepted an enrolment fee of $50.00 will apply for 

each child. As there is no fee to fill out a waitlist application, it is the responsibility of 

the applicant to notify the Centre every 6 months in order to remain on the waitlist. 

Expired applications will be discarded.  

 

 

mailto:workside@live.ca
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LATE PICK-UP POLICY 

Workside Early Childhood Education Centre closes at 5:30 pm each day. A per child late 

fee is charged anytime parents or guardians arrive after or remain in the building after 

these times to pick up their child. Late arrival is documented on the attendance sheet 

by the staff member present. The late pick-up penalty is posted on the Centre’s Fee 

Schedule. 

 

 

UNAVOIDABLE DETENTION 

In the case of car malfunction, traffic, inclement weather it is expected that you will 

contact the Centre to let the staff member know that you will be late.  A late pick-up 

charge will still need to be applied, but we will be able to reassure your child regarding 

the time that you will arrive. 

 

 

EMERGENCY SITUATION 

In the event of a sudden illness, accident, hospitalization, etc. and the parent is unable 

to contact the Centre, and is unable to pick up the child, we will make every effort to 

contact the other parent or alternate contact person you have identified on your 

admission forms. If we are unable to contact parents or the alternate contact, we will 

assume that an emergency situation exists. The Centre staff member will then contact 

Family and Children’s Services for direction. 

 

NSF CHEQUES 

We will charge an administrative fee (see Fee Schedule) for the processing of 

any cheque returned to Workside Early Childhood Education Centre due to 

insufficient funds. 

 

VACATION POLICY 

Parents are required to pay for all enrolled days even when their child is not in 

attendance.  Please indicate planned vacations to staff and/or the Administrator. This 

helps us to plan staff vacations and reduce staffing costs/potential need for supply 

staff. 

 

WITHDRAWAL POLICY 

Written notice of permanent withdrawal must be provided to the Administrator 2 weeks 

in advance.  If notice is not received, full fees for those weeks will be charged.  If you 

wish to reduce your child’s care for a temporary period of time, we do ask for 2 weeks 
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written notice. In order to accommodate this flexibility, and to provide a sense of 

consistency for your child, we recommend that your child retains a minimum of 50% of 

their previous schedule. Your child’s name and the date anticipated for return to your 

previous schedule will be placed on the Centre’s internal waiting list.  Unfortunately, 

we cannot guarantee a return to your former schedule, but consideration will be given 

as space becomes available.   

 

If you wish to withdraw your child temporarily, it will be considered a permanent 

withdrawal, and your child’s name will be put back on to the external waiting list. 

 

Children who are eligible to begin Junior Kindergarten in the school system will be 

automatically withdrawn by August 31st prior to the beginning of the school year, as 

Workside does not accommodate staggered entry.  

 

In the event that a child enrolled at Workside becomes seriously ill, and/or whose 

health is threatened with an unusual medical emergency condition, the Administrator 

has the right to waive the requirement of a 2-week written notice of withdrawal.  

 

TIMES AND LIMITS OF OPERATION 

 

Workside Early Childhood Education Centre is open 5 days per week, Monday through 

Friday, 52 weeks of the year closing on the following holidays: 

 

◊Labour Day    ◊Good Friday 

◊Thanksgiving   ◊Easter Monday 

◊Christmas Day   ◊Family Day 

◊Boxing Day    ◊Victoria Day 

◊New Year’s Day   ◊Canada Day 

◊August Civic Holiday 

 

Families are expected to pay for all holidays if they fall on a regularly scheduled day.  

Workside Early Childhood Education Centre’s hours of operation are from 7:30am to 

5:30pm except on holidays, and during emergency/weather conditions closure.   
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EMERGENCY WEATHER CONDITIONS CENTRE CLOSURE 

Closure of the Centre before 7:30am shall only occur if: 

 

• Guelph City buses are not running for the entire day 

• There is a loss of power supply to the Centre 

• State of emergency has been announced 

 

If this should occur, the Administrator will leave a message on Workside Facebook 

page to inform parents that the Centre will be closed.  The Administrator will also 

contact the local radio station (Magic FM 106.1) to advertise closure of the Centre. 

 

Closure of the Centre during hours of operation shall only occur if: 

 

• Weather conditions deteriorate, taking into account factors such as bus 

cancellations, school cancellations, weather forecast, and road conditions 

• Loss of power supply to the Centre 

• State of emergency has been announced 

 

If this should occur, the Administrator will inform staff to contact all families within 

their group requesting that families pick up their child within the designated time 

period (identified by the Administrator dependent on the weather conditions and the 

needs of families).  If the building becomes unsafe, evacuation shall be made to the 

evacuation site, and families will be informed of such. 

 

Families are expected to pay for any regularly scheduled days affected by 

emergency/weather conditions closures. 

 

ARRIVAL AND DEPARTURE 

(See Operational COVID Guidelines for latest info) 

Children benefit from routine arrival and departure times, and parents are urged to 

keep to regular schedules whenever possible. Regular arrival and departure times also 

help us plan for optimum and appropriate staffing.   

 

If your child will be absent from the program for any reason, please call Administration 

to notify the office prior to 9:30am.  
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If your child’s group is on a field trip when you arrive, it will be your responsibility to 

await their return or to take your child to the field trip site.  When you arrive, it will be 

the responsibility of the parent to bring their child into their designated program and 

inform program staff of their arrival.  Staff will then be responsible to sign in your child 

in order to transfer responsibility of care from the parent to staff.  This sign-in process 

is essential to keep track of children who are present.  

 

Upon departure, please inform staff that your child will be departing with you, and 

staff will sign out your child.  Once your child is signed out, he or she is no longer the 

responsibility of Workside staff. To ensure your child’s continued safety, please be 

aware of their location at all times after pick-up. Please do not leave children 

unattended in vehicles, or allow them to roam unsupervised in the building. If you 

need to leave your child in a program room for any reason, please advise the program 

staff member in that room so that they can continue to supervise your child in a safe 

manner.  

 

It you will be away from your office or regular contact telephone number, be sure to 

leave a phone number where you can be reached in case you are needed for a medical 

situation/emergency.   

 

Prior notification is required for anyone other than the child’s parent or legal guardian 

to pick up a child. 

 

Workside staff will not release a child to anyone other than the child’s parent or legal 

guardian unless we have been notified in advance by the child’s parent or legal 

guardian that an alternate will be picking up the child. In these situations, photo 

identification will be requested by Workside staff (unless the alternate is already known 

to program staff). 

 

All children must be picked up by closure hours.  If you will be late, it is helpful to let 

teachers and your child know.  A late fee is charged to parents who arrive after Centre 

closure hours.  (see Fee Schedule for Late Fee).  If a parent or legal guardian has failed 

to pick up a child, 2 hours after the Centre has closed, and the alternate contact 

cannot be reached, the Centre will be required to contact Family and Children’s 

Services for direction. 
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If a parent, legal guardian, or alternate arrives intoxicated, and Workside staff suspect 

this, the staff member will offer to call a taxi for the parent to take the child home. 

This will be at the parent’s expense.  If the parent, legal guardian or alternate refuses 

the offer, the Police will be contacted with the car’s license plate number. 

SCHEDULING 

We attempt to accommodate a variety of work schedules by providing flexibility in 

scheduling. Scheduling definitions are as follows: 

 

▪ FULL-TIME                                                                                  

      Child is enrolled for 5 days per week 

▪ PART-TIME                                                                                                 

Child is enrolled for less than 5 full days per week on a fixed schedule. 

 

           

TIME FRAMES 

For your child’s benefit, we ask that your child’s time at the Centre not exceed 10 

hours in a one-day period for children attending a full day.  If a child attending a full 

day exceeds the 10 hours, an overtime fee will be charged to compensate the Centre 

for additional staff coverage that may be required to meet ratios (see Fee Schedule for 

Overtime Fee).   

 

 

ADMISSION POLICIES 

 

 

ADMISSION REQUIREMENTS 

Workside Early Childhood Education Centre has the facilities to accommodate 53 

children between the ages of 3 months to 5 years of age. The following are specific 

admission requirements for each of the programs that the Centre operates: 

 

INFANT PROGRAM 

▪ Infant must be at least 3 months of age 

▪ Infant must be able to take a bottle (Workside supports nursing mothers but 

recognizes that a back-up should be available to an infant in situations where the 

mother cannot come to the Centre to provide nourishment) 

▪ Infants must either be enrolled on a full-time basis. 
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TODDLER PROGRAM 

▪ Child should be a minimum of 18 months of age, and/or display readiness for the 

Toddler program 

 

 

PRESCHOOL PROGRAM 

▪ Child should be a minimum of 30 months of age, and/or display readiness for the 

Preschool program 

 

PARENT INFORMATION 

Upon admission, a family mailbox is assigned for each child. Please check your 

mailbox daily; it frequently contains important information and notices.  Program staff 

will make available to you all pertinent curriculum, and daily information about your 

child.  Please take the time to read these.  Please refer to your child’s teacher when you 

have questions about your child or their program.  Open communication between 

parents and staff is encouraged to build a strong partnership.  A parent/teacher 

meeting can be arranged with prior notice when a parent and/or teacher feels that 

more time is needed to discuss a child.  

 

 

 

WHO TO SEE: 

 

Administrator: regarding program policy/practice and staff management 

issues/invoicing  

Assistant Administrator: performs all Administrative responsibilities in absence of 

Administrator 

Bookkeeper: regarding fee payments/late fees 

Program staff: regarding day-to-day contact/practices with your child 

Board of Directors: in situations where you have already spoken with program staff and 

Administrator, and feel situation has not been resolved 
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Parent Issues and Concerns Policy and Procedures  

Definitions 

Licensee: The individual or agency licensed by the Ministry of Education responsible for 

the operation and management of each child care it operates (i.e. the operator) 

 

Staff: Individual employed by the licensee (e.g. program room staff) 

 

Policy 

Workside Early Childhood Education Centre is committed to ensuring ongoing positive 

communications with parents, staff, volunteers, students, and Agency partners. Our 

staff are available to engage parents/guardians in conversations and support a positive 

experience during every interaction and encourage parents/guardians to communicate 

with staff about the program and their children. In support of open discussions and 

positive relationships within our Centre, the following is a process for 

parents/guardians, the child care licensee and staff to use when a parent/guardian 

brings forward issues/concerns. 

 

All issues and concerns raised by parents/guardians are taken seriously by Workside 

Early Childhood Education Centre and will be addressed. Issues/concerns may be 

brought forward verbally or in writing, and all responses and outcomes will be 

provided verbally, or in writing for accessibility or upon request. 

The level of detail provided to the parent/guardian will respect and maintain the 

confidentiality of all parties involved. 

 

Every effort will be made to address and resolve the issue/concern as quickly as 

possible with the satisfaction of all parties. An initial response to an issue/concern will 

be provided to parent/guardian within 1 business day. The person who raised the 

issue/concern will be kept informed throughout the resolution process. 

 

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

involved.  

 



       
       
    

31 
 

All information will be kept confidential and every effort will be made to protect the 

privacy of parents/guardians, children, staff, students and volunteers, except when 

information must be disclosed for legal reasons (e.g. Ministry of Education, College of 

Early Childhood Educators, law enforcement or Family and Children’s Services). 

 

Conduct 

Our Centre is committed to positive communications, interactions and role-modelling 

for the children. Harassment and discrimination will therefore not be tolerated from 

any party.  

 

If at any point a parent/guardian, provider or staff feels uncomfortable, threatened, 

abused or belittled, they may immediately end the conversation and report the 

situation to the supervisor an/or licensee.  

 

Concerns about the Suspected Abuse or Neglect of a child 

Everyone, including members of the public and professionals who work closely with 

children. Is required by law to report suspected cases of child abuse or neglect. 

 

If a parent/guardian expresses concerns that a child is being abused or neglected, the 

parent will be advised to contact Family and Children Services of Guelph and 

Wellington County directly.  

 

Persons who become aware of such concerns are also responsible for reporting this 

information to F&CS as per the “Duty to report” requirement under the Child and 

Family Services Act. 

 

For more information, visit 

www.fcsgw.org 

 

Procedures 

Steps for Parent and/or Guardian to report issues/concerns: 

1. The parent shall discuss the issue with staff involved. If the concern does not 

involve a teaching staff member, then the parent shall first discuss the issue 

with the Administrator or the Assistant Administrator in the Administrator’s 

absence.  

http://www.fcsgw.org/
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All issues or concerns about the conduct of staff or students that puts a 

child’s health, safety and well-being at risk should be reported to the 

Administrator or Assistant Administrator in the Administrators absence as 

soon as parents/guardians become aware of the situation. 

Steps taken to resolve a program issue for staff and/or Licensee 

If a parent voices a concern or has issue about any aspect of the program: 

1. Address the issue/concern at the time it is raised or;  

2. If appropriate, a meeting will be arranged within 1 business day with the 

staff member and parents to discuss the issue and discuss how it can be 

resolved.  

3. Collect details about the issue; document the issue/concern in detail. Details 

should include: 

-the date and time the issue/concern was received 

-the name of the person who is reporting the issue/concern 

-the name of the person who received the issue/concern 

-details of the issue/concern 

-steps that will be taken to resolve the issue/concern; and/or information 

that can be given to the parent/guardian regarding next steps or referral. 

This initial response should attempt to listen and gather the facts rather than 

to defend the staff member, or the program. 

4. Provide contact information for the appropriate person if the person being 

notified is unable to address the matter. 

5. Ensure the investigation of the issue/concern is initiated by the appropriate 

party within 1 business day or as soon as reasonably possibly thereafter. 

Document reasons for delays in writing.  

6. After a full review of the issue the Administrator will make an action/decision 

(if applicable) based on the information gathered to resolve the 

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

7. After completing these steps, if the Administrator’s action/decision 

regarding the matter is unsatisfactory to the parent, he/she may present 
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their concern to the Board of Directors at the next regularly scheduled 

meeting. The parent may present their concern in person or in writing.  

8. The Board of Directors shall make a recommendation to the Administrator. 

The Administrator shall have the discretion to affirm, deny, or modify the 

recommendation. 

 

Escalation of issues or Concerns: If the resolution or response to the issue/concern is 

found to be unsatisfactory to the parent/Guardian, they may present their concern to 

the Board of Directors at the next regularly scheduled meeting. They may present their 

concern in person or in writing. The Board of Directors shall make a recommendation 

to the Administrator. The Administrator shall have the discretion to affirm, deny, or 

modify the recommendation.  

Christina Roberts Farrell, RECE – Administrator:            Family and Children’s Services of Guelph Wellington 
519-822-6500 ext.1 or workside@live.ca                        519-824-2410 or www.fcsgw.org 
 
Alison Bell-Smith, RECE – Assistant Administrator:         Guelph Police Department 
519-822-6500 ext.1                                                                519-824-1212 or www.guelphpolice.ca 
 
Ministry of Education, Licensed Child Care Help Desk:  Guelph Fire Department    
1-877-510-5333 or childcare_ontario@ontario.ca          519-824-6590 or www.guelph.ca 
 
College of Early Childhood Educators:                               Ministry of Environment and Climate Change 
1-416-961-8558 or www.college-ece.ca                            1-800-565-4923 or www.ontario.ca 
                                                                                                   
Ministry of Labour                                                                 Wellington Dufferin Guelph Public Health 
1-877-202-0008 www.labour.gov.on.ca                            519-822-2715 or wdgpublichealth.ca 
 
Wellington County Children’s Early Years Division 
519-837-3620 www.wellington.ca  
 

AFFIRMATIVE ACTION 

Workside Early Childhood Education Centre is an equal opportunity employer, and 

educator.  The program offers a non-sexist, non-racist, multicultural, anti-bias, 

inclusive curriculum, and does not discriminate against staff, parents, or children on 

the basis of sex, race, creed, colour, national origin, or disability. 

 

 

 

mailto:workside@live.ca
mailto:childcare_ontario@ontario.ca
http://www.labour.gov.on.ca/
http://www.wellington.ca/
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WAITING LIST POLICIES 

 

PRE-ADMISSION 

To be considered for an available space at Workside Early Childhood Education Centre, 

a wait list application form must be completed, and returned to the Administrator.  

Application forms for an infant cannot be accepted until the infant is born. If there are 

no spaces available at the time of registration, your child’s name will be placed on a 

waiting list for the program of interest by date of registration – either the internal 

sibling waiting list, or the public waiting list.  You will be contacted by the 

Administrator when a space becomes available for your child. Offered space depends 

on registration date, date of birth, schedule (requested/available), and program 

transitions. To determine where you are on the wait list an Administrator can relay that 

information by phone call or email. 

 

ENROLMENT 

When your child is offered a space and it has been accepted, an enrolment fee will 

apply.  You will then be contacted by the Administrator for an orientation interview. 

This interview will be arranged to familiarize you with the Centre policies as outlined in 

this Handbook, the environment, pertinent written information on the program that 

your child is enrolled in, the program staff, and the required enrollment forms.  An 

orientation visit for your child, which includes parent participation, will also be 

scheduled with you prior to your child’s entry date. Enrollment of a sibling does not 

usually require another orientation interview unless there are extenuating 

circumstances. An orientation visit is still required.  

 

Workside Early Childhood Education Centre is subject to privacy legislation. Workside 

gives written privacy rights statements when collecting private or confidential 

information on parents or children enrolled.  This statement is included on the forms 

we use to collect private or confidential data, and includes the reason the data is being 

collected, how we will use the data, and with whom we will share the data.  

 

 

ORDER OF PRIORITY 

Workside Early Childhood Education Centre maintains a lengthy waiting list. The date 

of application, preferred start date, and the program registered for, determine a child’s 

position on the internal sibling or external waiting lists. As openings at Workside 
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occur, enrollment of a child in any of our programs is determined by these criteria in 

the following priority order: 

 

1. Internal movement – moving a child from a younger age program to the next older 

age program on the basis of the child’s age, developmental readiness, and available 

opening 

2. Internal requests – these are requests for a change in schedule by families already 

enrolled in a program at Workside 

3. Sibling of a child already enrolled 

4. Child from Public waiting list 

 

SIBLING PRIORITY POLICY 

Siblings of enrolled children at Workside have a priority status on the waiting list in 

order that we may better serve their families. Children on the internal wait list who 

currently have siblings in the Centre will have priority over families who have 

withdrawn their child from care. A wait list form for the sibling must be submitted to 

be considered for an available opening.  

 

MOVEMENT/TRANSITION TO OLDER GROUPS 

Movement between our programs is based on the availability of a space, and the 

age/readiness of the children.  Movement readiness is determined by program staff, 

and consultation with the parent or legal guardian. Factors to determine movement 

readiness include, but are not limited to:  

 

▪ Chronological age 

▪ Developmental readiness 

▪ Space matching (does the space that is available match the child’s schedule?) 

▪ Dynamics of program 

▪ Prior request by parent or legal guardian for child to remain longer in said program 

(for transitional/withdrawal reasons) 

Parents will be notified when movement is going to occur.  A graduation package will 

be provided to the family with information about the new program.  A visit day(s) will 

be set up for the child to visit the new program.  Parents are expected to meet with a 

staff member of the new program for a room orientation prior to that child’s 

graduation to that program. 

 


