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WELCOME 
 

Welcome to Nanabijou Child Care Centre 
 

We are delighted to welcome your family into our community. Choosing childcare is an important 
decision, and we recognize the trust you place in us each day. Our goal is to create a safe, 
nurturing, inclusive, and engaging environment where every child feels valued, supported, and 
inspired to learn and grow. 

At Nanabijou, we believe that children learn best through relationships, play, exploration, and 
meaningful experiences. Our Registered Early Childhood Educators are committed to 
understanding each child as an individual—their interests, strengths, personality, culture, family, 
and unique way of experiencing the world. We work to create an environment where children 
can develop confidence, independence, friendships, communication skills, and a lifelong love of 
learning. 

Families are an essential part of our program. We believe that strong partnerships between 
families and educators provide children with the consistency, security, and support they need to 
thrive. We encourage open communication and welcome your questions, ideas, feedback, and 
participation. Together, we can build a strong foundation for your child’s early years. 

This Parent Handbook has been prepared to help you become familiar with our programs, 
policies, procedures, expectations, and the day-to-day operation of Nanabijou Childcare Centre. 
It is intended to be a useful resource throughout your family’s time with us. We encourage you to 
read it carefully and keep it available for future reference. 

Our commitment is simple: to provide children with a place where they are safe, known, 
respected, encouraged, and loved. 

Thank you for choosing Nanabijou Childcare Centre and for becoming part of our community. 
We look forward to building a meaningful relationship with your family and sharing in the many 
milestones, discoveries, and adventures ahead. 

Welcome to Nanabijou—we are so happy you are here! 

The Nanabijou Childcare Centre Team  
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PROGRAMS OFFERED 
 

Licenced Child Care Programs Offered 
Admission is on a first come first served basis according to the application date on the Thunder 
Bay Childcare Registry. There is no fee to be a part of the waitlist but Nanabijou does charge a 
$20.00 Registration Fee once a space has been offered and accepted. This charge is not a part 
of the Canada Wide Early Learning Child Care program (CWELCC). Please refer to Appendix 
A for the full Waitlist Policy. 

Child Care is offered to children from birth through 4 years of age in separate Infant, Toddler and 
Preschool classrooms. Full Time and Part Time care is available in each program. To allow your 
child the opportunity to become familiar with the staff, children and routines in our Centre, 
children must be registered for two full days per week as a minimum enrollment. 

 

HOURS OF OPERATION: 
 

Daytime Programming – 7:45am to 5:45pm 

Our facilities will be in operation Monday through Friday year-round, except for all Statutory 
Holidays, listed below, when our Centres will be closed. Under Ontario Employment Law, an 
employer has the discretion of when to provide the paid day in lieu of a stat that falls on a 
weekend. All closure signs will be posted with plenty of notice for families to make any alternate 
arrangements necessary. 

Family Day  Good Friday   Easter Monday 

Victoria Day  Canada Day   Civic Holiday (August) 

Labour Day  Thanksgiving Day  Christmas Closure 

***Nanabijou may also close periodically for professional development at the discretion of the 
Executive Director and Board of Directors. *** 
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PARENT FEES  
 

Effective October 1, 2026 

Age Group Code Fee per day 

Infant Full INF $22.00 
      
Toddler Full TDF $22.00 
      
Preschool Full PSF $21.26 
   
Late Fee  
(on top of daily fee)  $20.00 

 

Fees are invoiced once a month after the last date of each month by email and can be paid by 
credit or debit or by sending an e-transfer to nanabijo@lakeheadu.ca. Please refer to Appendix 
B for Fee Payment Contract.  

Refunds or credits are not available for family accounts under any circumstances. 

All families must adhere to hours of care written in their fee contract. Children are scheduled for 
less than 9 hours. If a child stays longer than 9 hours, a $20 late fee will apply.  

Parents are required to notify the Business Administrator and/or Educators if a fee contract 
needs to be adjusted. 

The accuracy of contract supports us to maintain appropriate ratio, staff scheduling, routine and 
ensure the health and safety of all children.  

mailto:nanabijo@lakeheadu.ca
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BOARD OF DIRECTORS 
 

The Board of Directors is the decision-making body of Nanabijou Childcare Centre and carries 
the legal responsibility of all operations. As a non-profit organization, the parents of every child 
enrolled become voting members who, together, elect mainly from amongst themselves, a 
Board of Directors to represent their interest. Special talents or experience are not necessary; 
any contribution would be of benefit to the centre.  

Every year, a Nomination Committee seeks out those who may be interested in a position on the 
Board of Directors. New members are voted in at our Annual General Meeting. All parents are 
invited to attend our Annual General Meeting. 

The four main areas on which the Board of Directors concentrates its efforts are: Finance 
Management, Human Resources, Policy Development and Review, and Program Evaluation.   

Joining our Board of Directors ensures parent input in the legal, strategic business planning and 
operational aspects of our organization.  

The Board of Directors of Nanabijou Childcare Centre requires a membership of nine and the 
licensing of our centre is dependent upon the participation of a full membership. Therefore, their 
commitment to attend the monthly Board meetings and be part of the decision-making team 
which guides and supports the staff will ensure that quality childcare is imperative for Nanabijou 
Childcare Centre’s daily operations. 
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MISSION, VALUE AND PROGRAM STATEMENT  
   
Our Mission 
Nanabijou Childcare Centre is an inclusive community, centered around growth and shared discovery. 

Our Values 

 

Inclusive: We embrace inclusivity by celebrating and nurturing the uniqueness of every 
individual, unifying our community. 

Shared Discovery: Shared discovery is a respect for the process of child inspired learning, 
supported by educators and celebrated by all. 

Growth: We nurture the development of each child while empowering the growth of families, 
staff, and community. 

Environment: We cultivate a deep connection with nature where children learn the value of 
environmental stewardship by engaging in a mutual relationship with the indoor and outdoor 
world. 

Kindness: Our daily practice is rooted in mutual respect, compassion, empathy, understanding, 
gratitude, and acceptance; strengthening our sense of community and creating a supportive 
environment for all to thrive.  

Program Statement 
Nanabijou Childcare Centre is an early learning program inspired by the Reggio Emilia approach 
to learning. At the centre of Reggio-inspired programming children’s natural development and 
relationships with each other and their environment are key. Our educators partner with parents 
and guardians, involving them in every aspect of the Centre’s operation and we strive to foster 
family engagement in the Centre through ongoing communication and invitations to participate in 
the Centre’s activities, focus groups, professional development, and Board work. Our Educators 
are active participants in children’s learning and activities and everything we do with the children 
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at the Centre can be a learning experience. Children are observed as they play and new 
possibilities are explored based on these observations to develop further investigation. 
Documentation is recorded daily both for the family’s information as well as the Educators 
continued research with the children. 

Please refer to Appendix C for the complete Program Statement. 

GUIDING PRINCIPALS 
We believe that children are competent, capable and rich in potential. In our programs we strive 
to set out broad goals for children organizing around the four foundations of belonging, well-
being, engagement and expression, as outlined in the Ministry of Education’s How Does 
Learning Happen? Ontario’s Pedagogy for the Early Years. Nanabijou Childcare Centre has also 
embraced and adopted the Ministry of Education’s Early Learning for Every Child Today 
(ELECT) framework. Included in the document are the principles and beliefs that guide practice 
in early years settings and guide the practice at our centre. 

Principals: 
1. Positive experiences in early childhood set the foundation for lifelong learning, behaviour, 

health and well-being. 
2. Partnerships with families and communities are essential. 
3. Respect for diversity, equity and inclusion is vital. 
4. An intentional, planned program supports learning. 
5. Play and inquiry are learning approaches that capitalize on children’s natural curiosity and 

exuberance 
6. Knowledgeable, responsive and reflective educators are essential. 

BELIEFS 
 

Nanabijou Childcare Centre believes that as a high-quality early childhood program we will: 

1. Establish positive, responsive relationships with children and their families. 
2. Value children as individuals and as active and competent contributors with their own 

interests and points of view. 
3. Recognise the connection between well-being and social and cognitive development and 

the importance of focusing on these areas holistically. 
4. Provide environments and experiences for children to explore ideas, investigate their 

theories and interact with others in play.  
5. Engage with families and support each child within the context of their family, recognizing 

that family and child well-being are inextricably linked. 
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6. Provide ongoing opportunities for educators to engage in critical reflection and discussion 
with others about pedagogy and practice to support continuous professional learning and 
growth.  

THE REGGIO APPROACH 
The Reggio Emilia philosophy is an innovative and inspiring approach to early childhood 
education, which values the child as strong, capable and resilient: rich with wonder and 
knowledge. As a starting place, the philosophy believes in the innate curiosity of children and 
aims to assist them with understanding their world and who they are in it.  

Image of the Child: At Nanabijou educator’s view children as citizens who hold amazing 
potentials for learning, who are full of knowledge, curious, and are valued in their own 
uniqueness. We recognize that children naturally look to connect with the world around them 
and we value that in our daily practice. Educators are connected and aware of children’s 
possibilities and base all their work with children on this foundation.  

Environment as a Third Teacher: The environment in the classroom is referred to as the third 
teacher. It is set up intentionally by the educators to create interaction, autonomy, and as a 
place where children and educators research and live together day to day. The environment is 
adjusted and evolves in relation to projects, current interests and learning experiences of the 
children and educators. 

STRATEGIC PLAN 
 

Nanabijou Childcare Centre’s Strategic Plan 2025-2030 
Inclusive  Shared Discovery  Growth  Environment  Kindness 

Our Four Strategic Directions for 2025-2030 
1. Explore New Opportunities for Growth 

2. Streamline Office Processes to Increase Efficiency 

3. Foster Meaningful Parent Engagement  

4. Invest in Reggio Approach  
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COMMUNITY PARTNERS 
 

Nanabijou Childcare Centre works with various community partners including, but not limited to, 
the Ministry of Education, the Thunder Bay District Social Services Administration Board 
(DSSAB), Children’s Centre Thunder Bay (CCTB), the Thunder Bay District Health Unit 
(TBDHU), and George Jeffrey Children’s Centre. Supports are available for children and families 
who require additional help. 

ENROLMENT POLICY 
 
Registration Visits 
Once your child has been registered you are welcome to set up 2 visit dates before their start 
date to help you and them adjust and feel comfortable with the centre and our educators. The 
first visit is when you and your child can spend time in the program together for approximately 
an hour. The second visit is when you can drop off your child to visit by themselves for 
approximately 2 hours.  

Extended Leave 
If parents’ employment has been terminated or studies have concluded, they can fill out an 
application request for an extended leave from the Centre. Families granted an extended leave 
will be expected to pay a non-refundable fee of $50.00 per month per child when they receive 
notice that their leave has been granted. Families must maintain communication with Nanabijou 
Child Care Centre, to reinstate their childcare.  

Please refer to Appendix D for Application for Extended Leave Form. 

Arrivals 
Upon arrival, please ensure that your child is in the supervision of a staff member. Nanabijou 
Childcare Centre will not accept legal responsibility for a child whose arrival has not been 
recorded.  
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Safe Arrival/ Reporting Child’s Attendance 
A Phone Call to (807) 343-8369 MUST be made before 9:30am from you if your child is going 
to be late (after 9:30am) or absent for any reason. You can leave a voicemail if no one 
answers or if it is after hours. In person communication with a staff member is acceptable and 
the message will be logged by the staff in the communication log book. If no voice message has 
been received, a staff member must phone the parent/guardian after 9:30am to establish the 
safety of the child. Regular fees will apply to absent days. 

Please refer to Appendix E for the Safe Arrival/Dismissal Policy 

Departure 
When registering your child, we ask that you provide us with the name and phone number of at 
least one other person who can pick up your child if you are prevented from doing so. A child will 
not be released into the care of anyone other than a person(s) designated by that child’s 
parent/guardian. When such a designated person arrives at the centre they will be asked for ID 
before they are allowed to leave with your child. You MUST inform the educator when leaving 
with your child to avoid any confusion or a “missing child”. 

Nanabijou Child Centre closes at 5:45 pm.  

If you do anticipate being delayed, call the centre and arrangements must be made for someone 
else to pick up your child before 5:45 pm. The centre is closed at 5:45 without any staff on site 
available to stay later. 

If you are late picking up your child and the daycare has not been contacted or another 
designated person can not be contacted, the Director, or staff member will wait an additional 
fifteen minutes. Without any communication from a parent or caregiver after 6:00 pm, Children’s 
Services will be contacted, and the child placed in their care. It should be noted that such a 
course of events can be very stressful for a child.  

Parents must communicate if they are running later than 5:45 pm. Late departures will be noted, 
and parents/guardians will be asked to sign our “Late Book”. Each offense will result in an 
additional $20.00 late fee added to your next invoice. Late Fees are not part of the CWELCC 
program. Repeat offenders will be asked to leave the centre.  

Change to Schedule 
Your child’s schedule is agreed on upon registration and if you would like to change the 
scheduled days in the future, you will need to submit an Application for Change to Schedule 
Form (Appendix F) for approval. This approval will only be given if space is available in your 
child’s program. 
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Child Pick Up Policy 
In order to protect the emotional and physical well-being of every child, staff are prohibited from 
allowing a child to leave unaccompanied with someone who appears to be under the influence 
of alcohol or drugs. 

If a person authorized to pick up a child from the Centre appears to be under the influence of 
drugs or alcohol, staff will: 

1. attempt to ensure that the person in question is not driving 
2. contact a family member, friend or emergency contact person for alternate transportation 

and care for the child, and 
3. notify the Executive Director 

Should this person refuse staff assistance, or an emergency contact person cannot be reached, 
staff will contact both the police and Children’s Aid Society and inform the person that they have 
done so. 

Withdrawal 
Nanabijou Childcare Centre requires 30 days written notice (see Appendix L) when withdrawing 
your child from the centre. Failure to do so may result in penalty fees being charged.  

Conflict Resolution 
It is the policy of Nanabijou Childcare Centre to support open discussions between the Centre 
and parents/guardians through a fair and transparent process. By ensuring that there is a 
procedure for parents and families to raise issues and concerns both parties will achieve 
satisfactory resolutions with any conflict. The purpose of having a conflict resolution policy is to 
outline clear and consistent steps to ensure issues and concerns are addressed in a timely and 
transparent manner which will support communication and positive relationships between the 
Centre and its families.  

Please refer to Appendix G for the Conflict Resolution with Families Policy. 
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EMERGENCY MANAGEMENT POLICIES 
 

Fire Drills:  
We have regular fire drills to familiarize the children with the sound of the alarm and our 
evacuation procedures. In the event of a fire, the staff will lead the children out of the building 
immediately, not stopping for coats or footwear. We consider this to be important in training 
children for an emergency. In the event of an emergency where staff and children must abandon 
the Centre premises, children will walk to a predetermined location and parents will be contacted 
to pick up their children.  

Emergency Closure 
In the event of severe weather conditions please listen to the radio stations for closure 
information. The Executive Director shall use her discretion in determining cancellation. Regular 
childcare fees will apply. There will be no reimbursement. 

Regardless of the reasons, if Nanabijou Childcare is unsafe to open for a day, all parents will be 
notified. Regular childcare fees will apply. There will be no reimbursement for snow closure 
days. 

Utility Failures 
In case of failure of electricity, water supply or heat, the Executive Director shall use her 
discretion in determining cancellation based on health and safety needs of the children. 

 

HEALTH POLICIES 
 

Health Care 
Should a child become ill or exhibit symptoms of a communicable disease while at Nanabijou 
Childcare Centre, a staff member will contact the child’s parent/guardian. The child will then be 
sent home to reduce the risk of infection for other children and staff.  

A doctor’s note may be used in the event of a lengthy illness or hospital stay to receive a 
reduction in fees. If a child is away from Nanabijou Childcare Centre due to medical reasons for 
a period in excess of 10 consecutive days, a parent may, upon presentation of a doctor’s note, 
receive a fee adjustment for the period following the 10 consecutive days absent (beginning day 
11) until the child’s health allows his/her return to the centre.  
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Ill Health 
Parents/Guardians must keep sick children at home to prevent the spread of illness at the 
centre. Children MUST be free from symptoms for 24 hours before returning to the centre. 
Please ensure you have back-up plans to accommodate any such spontaneous childcare 
needs. Obvious symptoms that indicate a child is ill are: 

• A fever over 38 degrees Celsius and low energy 
• Unexplained pain 
• Cold with fever, runny nose and eyes, coughing and sore throat 
• Sore throat, difficulty swallowing 
• Rash or red eyes 
• Headache, stiff neck 
• Stomach-ache, diarrhea and/or vomiting 
• Sever itchy body or scalp 
• Known or suspected contagious illness, e.g. Chicken pox, mumps, measles 
• Your child is lethargic and/or clingy and does not have the energy to fully 

participate in the daily program. This includes outdoor play. 

Please inform staff if the child has been given over the counter or prescription medication 
overnight. Fever control medication should NOT be given to your child before coming to 
daycare. 

Allergies  
Parents MUST inform the staff of any food allergies or dietary restrictions at registration so plans 
can be made on how to best serve the dietary needs of the child. Because of severe allergies 
within the centre, we ask that you DO NOT send your child with any food from home unless 
otherwise approved as it could present a safety concern for other children in the centre.  

Families that need to provide food from home due to severe allergies or health concerns MUST 
have permission from the office and all food must be safe for any of the other children in the 
program with allergies. 

Please refer to Appendix H for Anaphylactic Shock Policy. 

Medication 
 While we recommend that all medication be administered at home whenever possible, 
Nanabijou Childcare Centre will administer both prescription and non-prescription drugs to 
children, at the discretion of the Director and in accordance with provincial legislation.  

This legislation requires that parents provide: 
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1. Written authorization forms (available at Centre), including reason for taking drug, 
dosage, time of day, and dates drug is to be administered as well as any possible side 
effects. 

2. The medication must be in the original container, clearly labelled with the child’s name, 
name of drug, dosage required, date of purchase and instructions for storage and 
administration of the drug.  

All medications for children, including non-prescription drugs, but excluding emergency 
medication such as epi-pens or asthma inhalers, must be given to the administrative staff at 
Nanabijou Childcare Centre for storage inaccessible to children. 

The office administration staff are the persons in charge of medication at our centre. They have 
been instructed to: 

• Supply parents with the Medication Dispensing Forms and have them fill in the 
appropriate information. 

• Place medicine in a locked box which is stored out of the children’s  reach. 
• Ensure that medication is given at times and in amounts specified on the 

medication dispensing form, by herself or her designate.  
• Ensure that completed record of Medication Dispensed is placed in the child’s file 

for future reference.  

Accidents/ Illnesses/ Incidents 
Anytime a child becomes ill, has an accident or injury, or hurts another child, a report will be 
completed by the educator to be signed by the Parent/Guardian at pick up time. These reports 
shall give details about the injury, illness or incident and whether first aid was provided.  

In the event of a life-threatening accident/injury or medical problem where the child requires 
immediate medical attention, the staff is instructed to:  

CALL 911 and then: 

1. Attempt to contact a parent/guardian.  
2. Should the illness/injury/accident appear to be non-life threatening, but serious enough to 

possibly require medical attention, staff will provide immediate first aid: 
3. Attempt to contact a parent/guardian to take the child for medical attention or attempt to 

contact the parent/guardian through the child’s designated emergency contact, who may 
also take the child for medical attention.  

4. If we cannot contact the parent/guardian or emergency contact, we will do any or all the 
following: call the Nurse’s Registry, call an ambulance and/or have the child escorted to 
the Emergency Unit of the hospital in the company of a staff member by taxi. 
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Nutrition 
One nutritious meal and two snacks will be served at our centre daily. A menu will be posted so 
that you are aware of your child’s daily diet. This is also helpful to avoid duplication at home. All 
food is stored and prepared in accordance with the steps set out under the headings of Infection 
Control and Safe Food: Storage and Preparation taken from the Thunder Bay District Health 
Units Day Care Manual. Nanabijou Childcare Centre’s kitchen is inspected quarterly by the 
Thunder Bay District Health Unit. 

Toys and Belongings 
To prevent a situation of lost or damaged toys, Centre staff request that personal possessions 
remain at home.  

Field Trips 
Under the supervision of a staff member, children may be taken for neighborhood walks on the 
Lakehead University Campus. Neighborhood walks do not require separate parental/guardian 
permission as this is included on our registration form. Trips out of this ratius will require 
parental/guardian permission. Permission forms will be handed out prior to each activity, 
outlining the details of specific trips. Please ensure that you return the signed form to avoid 
unnecessary disappointment of your child not participating.  

Clothing Requirements 
Your child should wear comfortable clothes suitable to the weather and the seasons. The 
clothes should be easily laundered as play may involve glue, paint, pizza sauce or mud. At least 
one spare change of clothes is essential. Running shoes are encouraged. All clothes must be 
labelled with the child’s name as we are not responsible for lost clothing.  

Thunder Bay has a variety of weather weekly, sometimes daily, so the clothing your child has 
available in their cubby for the weather is essential for the educators to dress them appropriately 
for outdoor play. Our programs spend a minimum of 2 hours per day outside, weather 
permitting, so warm, comfortable, waterproof clothing must be provided daily. This includes 
snowsuits, rainsuits, snow boots, rain boots, hats, neckwarmers and mittens.  

Sunscreen 
Nanabijou Childcare Centre recommends that you apply an 8-hour water resistant sunscreen to 
your child each morning before coming to the centre. Staff will re-apply as needed throughout 
the day. Parents must bring a bottle of their own sunscreen from home to leave in their child’s 
cubby.  
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Diapers/Toilet Training 
Parents must provide diapers, wipes and any powder or diaper cream needed. When toilet 
training, it is the responsibility of the parent/guardian to supply an adequate supply of training 
pants and spare full sets of clothing (underwear, pants, shirt, socks and shoes). Parents are 
responsible for laundering these items and returning them clean each day.  

  



   

 

Nanabijou Child Care Centre - Parent Handbook Revised September 2026 Page 20 

NO IDLING POLICY 
Employees, parents/guardians and visitors are asked to turn off their vehicles while in the 
Nanabijou parking lot, whenever possible, to reduce everyone’s exposure to harmful emissions. 
These fumes from idling vehicles can exacerbate asthma and allergies and increase the risk of 
lung cancer as well waste fuel and contribute to climate change. Please help us provide a safe, 
healthy environment for our children and choose sustainable, environmentally friendly practices. 

BEHAVIOUR MANAGEMENT  
Guidance strategies will be appropriate to the developmental level of the child and used in a 
positive and consistent manner. 

Staff will assist the child to learn appropriate behaviours. Educators will encourage children to 
identify situations and feelings which promote the need for disciplinary actions and encourage 
self-help skills in redirection of negative feelings to an appropriate outlet and appropriately 
avoiding or handling of each situation should it arise again. In the event behaviours are of a 
concern to the child’s development, Staff will meet with Parents/Guardians. This meeting will be 
a conversation to share information and create possible guidance strategies to be used at home 
and in the childcare setting.   

At Nanabijou Childcare Centre every effort is made to encourage respect in each child for a) 
themselves, b) others and c) property. Should any child display unacceptable behaviour deemed 
by the Director to be beyond the expertise of the Centre Staff to control, recommendations will 
be made in writing for the Parent/Guardian to a) consent to work in cooperation with the Centre 
Staff, Resource Teacher and applicable community agencies in order to develop an Individual 
Program Plan which addresses the child’s specific needs; or b) withdraw the child from 
Nanabijou Childcare Centre to enable them to enroll their child in an alternate facility where the 
child’s individual needs may be met.  

Whenever possible, parent/guardians will be given sufficient notice to make alternate childcare 
arrangements however, if a child’s specific behaviour poses a direct threat to the safety of the 
other children or staff, the parent/guardian may be required to immediately withdraw the child 
from the Centre at the Director’s written notice.  

Please refer to the Prohibited Practices Policy in Appendix I. 

 

Prohibited Practices 
Nanabijou Childcare Centre and its Educators will NOT engage in the following Prohibited 
Practices: 
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• Corporal punishment of a child 
• Physical restraint of a child, such as confining the child to a high chair, car seat, stroller or 

other device for the purpose of preventing a child from hurting themself or someone else 
• Locking the exits of the child care centre for the purpose of confining the child, or 

confining the child in an area or room without adult supervision 
• 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 their self-respect, dignity or self-worth 

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

• Inflicting any bodily harm on a child including making a child eat or drink against their will 

Supervision of Volunteers and Students 
Nanabijou Childcare Centre engages in mentoring students and volunteers frequently 
throughout the year and every employee, student, and volunteer must read and sign the 
Supervision of Volunteers and Students Policy annually (Appendix J).  

1. Every volunteer or student at the Centre will be supervised by an employee at all times. 
2. Volunteers and students are not permitted to be left alone with any child at the Centre. 
3. Direct, unsupervised access is not permitted for persons who are not employees of 

Nanabijou Childcare Centre. No child is directly supervised by a person less than 18 
years of age. 

4. Volunteers and students are not counted in the staffing ratios. Volunteers and students 
are assigned a supervising mentor/staff member throughout their placement. 
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SECURE DOORS 

LOCK DOOR & KEY FOB ACCESS POLICY 
Nanabijou Childcare Centre is committed to maintaining a safe and secure environment for all 
children, staff, families, and visitors. All exterior doors are kept locked during operating hours and 
access is controlled through a key fob entry system in accordance with the Child Care and Early 
Years Act, 2014 (CCEYA) and Ontario Regulation 137/15. 

This policy ensures: 

• Protection of children from unauthorized access 
• Controlled and monitored entry to the centre 
• Compliance with provincial legislation 
• Safe arrival and departure procedures 

This policy applies to all staff, students, and volunteers, parents/guardians and authorized visitors 
and contractors 

Locked Doors 

All exterior doors will always remain locked. Doors may only be accessed using an assigned key fob 
or by staff admitting individuals. 

Key Fob Access 

One key fob will be issued to authorized staff. Registered families will receive two key fobs. Each key 
fob is individually assigned and tracked. 

Key fobs must not share, lend, or duplicated. 

Lost or stolen fobs must be reported immediately to the Office Administrator or Executive Director. 
Entry without a Key Fob 

Visitors or those people without key fob must ring the doorbell or use the intercom system for entry. 
Staff will visually confirm identity prior to unlocking the door. 

Community Visitor Access 
All visitors must be admitted by staff. Visitors must sign in and out and wear identification where 
required. Visitors are not permitted unsupervised access to children. 
Monitoring & Maintenance 

Key fob access logs may be reviewed as part of safety monitoring. Door locking mechanisms and 
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access systems are inspected regularly. Any malfunction must be reported immediately and will be 
addressed promptly. 
Legislative References 

• Child Care and Early Years Act, 2014 
• Ontario Regulation 137/15, sections related to supervision, safety, and access control 

LOST OR DAMAGED KEY FOB POLICY 
To maintain the safety and security of all children, staff, and families, the child care centre uses a 
controlled key fob access system. All key fobs remain the property of the centre. Lost, stolen, or 
damaged key fobs must be reported immediately and replaced according to this policy. 

This policy ensures: 

• Prompt protection against unauthorized access 
• Accountability for issued key fobs 
• Consistent replacement procedures 
• Compliance with safety expectations under the CCEYA 

This policy applies to Staff, Parents/guardians and Students and volunteers (if issued a fob) 

Reporting a Lost or Stolen Key Fob 

Any individual issued a key fob must report a lost or stolen fob immediately to the Office 
Administrator or Executive Director. The lost fob will be deactivated immediately to maintain security. 

Damaged Key Fobs 

Damaged or malfunctioning fobs must be returned to the centre as soon as possible. 

Replacement Fee 
A replacement fee of $25.00 will be charged for each lost, stolen, or damaged key fob. The 
replacement fee helps cover the cost of the fob and system reprogramming. Fees must be paid prior 
to or at the time the replacement fob is issued. 
Return of Key Fobs 

All key fobs must be returned immediately upon termination of employment, withdrawal of a child, or 
when access is no longer required. Failure to return a key fob will result in a $25.00 replacement 
charge. 
Legislative Reference 

• Child Care and Early Years Act, 2014 
• Ontario Regulation 137/15 – supervision, safety, and secure access requirements 
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SOCIAL MEDIA AND COMMUNICATIONS 
 

Nanabijou Childcare Centre strives to maintain a positive image in the community, and has 
adopted this policy to ensure that our staff members, students, volunteers, board members and 
parent/guardians are aware of their responsibility to maintain a positive image as a 
representative of our organization, and use social media responsibly and appropriately. 

This policy is not intended to interfere with the private lives of our staff members, students, 
volunteers, board members and parent/guardians, or impinge their right to freedom of speech. 
This policy is designed to ensure that Nanabijou Childcare Centre’s image and branding are 
maintained and remain impugned. 

Please read the full policy in Appendix K. 

PROGRAM REQUIREMENTS FOR REST 
 
Child Care Centre Licensing Manual, Ministry of Education, January 2024.  
Ontario Regulation 137/15 
47(2) Every licensee shall ensure that the program in each child care centre it operates is 
arranged so that, 

(a) Each child in a licensed toddler or preschool group who receives child care for 6 hours or 
more in a day has a rest period each day not exceeding 2 hours in length; and 
(b) Each child in a licensed toddler, preschool or kindergarten group is permitted to sleep, 
rest, or engage in quiet activities based on the child's needs. 
The intent of this regulation is to make sure that a portion of a child's day at a child care 
centre is reserved for rest and relaxation to balance all of the activity and play that children do 
during the rest of the day. 
 

Clarifying Guidance from the Ministry of Education 
While the need for rest and sleep varies greatly at different ages, and even among children of 
the same age, rest is an important part of the day for all children. Programs take into 
consideration instructions given by parents regarding their child's sleep and rest period. These 
instructions are followed as closely as possible but they also need to take into consideration the 
needs of the individual child. Where a parent indicates that a child does not need to sleep, the 
staff should respect these directions, but parents are reminded that the program is required to 
allow the child to sleep, rest, or have quiet time according to the child's needs. 
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Nanabijou Childcare Centre Policy 
If a child at Nanabijou is not sleeping they are permitted to get up after 1 hour, or less, of quiet 
rest. If a parent would like to alter this routine they must provide written instructions. Such 
changes must be mutually agreed upon by parents and caregivers and that such a change is in 
the best interest of the child. Nanabijou Childcare Centre educators will not force a child to 
sleep, nor will they keep a child awake if the child is falling asleep on their own. 

 

WATER BOTTLE POLICY 
 

Nanabijou Childcare Centre does allow children to bring water bottles, especially during the 
hotter months. These bottles must be clearly labelled with your child’s name and must be left in 
their cubbies where they can access it throughout the day. Because of Health Unit regulations, 
we cannot store these water bottles in the classrooms, and we do not have the staff or the time 
to sanitize everyone’s water bottles after every snack and/or meal. Therefore, it is the parent’s 
responsibility to take the water bottle home daily and return it sanitized the next day. If a child is 
thirsty, they can ask for water at any time throughout the day. 

 

FREQUENTLY ASKED QUESTIONS 
 

Q: Where do I find out information about my child’s day? How do I know what to bring 
and how will I know if they are running low on supplies? 

A: All the programs at Nanabijou have a dry erase board that the educators update daily 
with routine information such as diaper changes and sleep times. Programs will leave a note on 
your child’s cubby if they require more supplies or alternate clothing. The best way to learn 
about your child’s day is to engage in conversation with the educators. 

Q: How sick is too sick to come to daycare? 

A: “Too sick” can mean two things; a) your child’s illness is contagious or in the infectious 
stage or b) your child is lethargic and/or clingy and does not have the energy to fully participate 
in the daily program. This includes outdoor play. Please note that when your child’s group is 
outdoors, so is his/her caregiver. Nanabijou does not have the space nor additional staff to care 
for ill children. Symptoms of common childhood illnesses re fever, greenish discharge from 
nose, sticky discharge from eyes, or any unexplained rash. 
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Q: Can my child come with Tylenol or Advil? 

A: Children can come with pain medication if it is for relief from a diagnosed or existing 
condition such as ear infection, teething or injury. If your child has a fever, it generally means 
they are sick and/or contagious, and they need to stay home until 24 hours after their fever 
breaks. 

Q: Does my child play with the other children? 

A: Children go through many stages of play from infancy to preschool including solitary play, 
onlooker play, parallel play and associative play. Group childcare at Nanabijou allows your child 
to develop these play skills naturally and the educators will always let you know if they are 
concerned about your child’s social play development. 

Q: Why is my child biting? 

A: Biting is a typical behaviour in early childhood and generally occurs because language 
and communication skills have not developed yet. Biting is generally reactive and can occur 
during many emotions including anger, frustration, sadness and even excitement. The educators 
will work with you and your child, implementing strategies that will increase language and 
communication skills and emotional regulation. Generally biting is no cause for alarm. 

Q: Can I come during the day to visit my child? 

A: Nanabijou has an open-door policy and welcomes families to visit anytime they want. We 
encourage all parents to spend time in the programs reading to the children, playing with the 
children, or even bringing in a special activity to do with the children. 
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APPENDICES 
APPENDIX A: Wait List Policy 
 

Policy Title: Wait List   Date Approved: 2016  
  Reviewed: April 23, 2026 

 
This policy is intended to ensure transparency and fairness in the administration of the wait list for 
Nanabijou Childcare Centre. It guarantees that no parent or guardian is charged for placing a child on the 
Centre’s waiting list for an unsecured spot. Additionally, it clarifies that an enrollment fee will only be 
charged once a child has been offered and accepted a secured spot at the Centre. 
 
No Charge for Wait List Placement: Parents/guardians will not incur any fees for placing their child on 
the waiting list. 
 
Registration Process: Parents/guardians must register their child/children on OneList, the community 
waitlist available at http://www.thunderbaychildcare.ca. There is no fee for registration on OneList. 
 
Wait List Variables: Due to numerous variables affecting the wait list, it is not feasible to provide a 
specific position number on the list. However, Nanabijou will ensure timely communication regarding 
available spots. 
 
Securing a Spot: When a space becomes available, Nanabijou will contact the family. Families DO NOT 
need to contact us. The required documents must be completed to secure the spot. 
 
Enrollment Fee for Secured Spots: A fee of $20.00 will be charged once a child has been offered and 
accepted a secured spot at the Centre. 
 
Removal from Wait List: a) A family will be removed if a parent/guardian refuses a spot. OR b) A family 
will be removed if a parent/guardian does not respond within three business days after being offered a 
spot, either by phone or email. 
 
Inclusivity: Nanabijou is committed to being an inclusive childcare provider, with zero tolerance for 
discrimination during the enrollment process for any reason. 
 
No Priority Placements: Under the new funding model introduced by the Provincial Government of 
Ontario in 2025, Nanabijou Childcare Centre does not offer priority placement to Lakehead University 
students, employees, or alumni. 
 
This policy emphasizes fair and transparent procedures, ensuring all families have equitable access to 
childcare opportunities at Nanabijou Childcare Centre. 
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APPENDIX B: Fee Payment Contract 
FEE PAYMENT CONTRACT 

Nanabijou Childcare Centre charges a $20.00 Registration Fee for each child as space into the program 
is accepted and will be added to your first invoice. 

Nanabijou Childcare’s invoices are once a month after the last date of each month. Payment of all 
childcare fees is due before the end of the next billing period.   

Invoices which have not been paid after 30 days will be stamped PAST DUE and must be paid 
immediately. Invoices which remain outstanding for 60 days will have a reminder letter attached stating 
that if payment is not received immediately services could be suspended until payment is made. Invoices 
that are outstanding after 90 days will have a letter attached stating that the account will be sent to 
collections if payment is not received immediately, and services will be suspended until payment is 
received.  

Cash or Cheque Payments are not accepted at the Centre. Payments can be made by debit, credit card 
or E-Transfer to nanabijo@lakeheadu.ca. 

If childcare fees are paid through a subsidy contract, either full subsidy or partial subsidy, any charges 
incurred that are not covered by the subsidy contract will be billed at full fee rates to the parent/guardians 
on file.   

If any invoices remain outstanding for 90 days, a termination of services will be issued, and the account 
will be sent to collections and any legal fees and/or court fees will be the sole responsibility of the 
parents/guardians listed in the registration file. 

An Income Tax Letter will be issued to all families in January every year.  
============================================================================= 

Child’s Name: __________________________________________________________ 

Email Address for Invoices: _______________________________________________ 

My schedule is as follows and will be billed accordingly. 

MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY 
☐ ☐ ☐ ☐ ☐ 

DROP OFF TIME: __________________  PICK UP TIME:  ______________________  

My first day of childcare is: ________________________ and my invoice will begin on this date. 

 
Parent Signature: _______________________________________________________________ 
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APPENDIX C: Program Statement 
 

NANABIJOU CHILDCARE CENTRE PROGRAM STATEMENT 
 

Updated September 2026 

Our Commitment 

At Nanabijou Childcare Centre, we believe that every child is competent, capable, curious and rich in 
potential. 

Our program is grounded in the belief that children learn through relationships, play, exploration, 
communication and meaningful participation in their communities. We recognize that every child arrives 
with their own experiences, abilities, interests, culture, family, identity and way of understanding the 
world. 

Our responsibility is to create an environment where children feel safe, valued, respected and 
empowered to participate fully in their learning. 

Our Program Statement reflects the requirements of the Child Care and Early Years Act, 2014, Ontario 
Regulation 137/15, and How Does Learning Happen? Ontario’s Pedagogy for the Early Years. It also 
reflects Nanabijou Childcare Centre’s strategic commitment to providing high-quality early learning and 
childcare, supporting families, strengthening our community and increasing access to licensed childcare 
for young children in Thunder Bay. 

Our Program Statement is a living document. It will be reviewed at least annually, informed by current 
Ministry requirements, professional learning, educator reflection, family feedback, community needs and 
our observations of the children we serve.  

Our Goals 

Every child and family will experience Nanabijou as a place where they belong. 

We believe children develop a strong sense of belonging when they experience secure relationships, 
meaningful connections and environments where their identities, families, cultures and experiences are 
respected. 

Educators will: 

• Build warm, responsive and consistent relationships with every child. 
• Learn about each child’s family, interests, culture, abilities, strengths and experiences. 
• Welcome families as partners in their child’s learning and development. 
• Create environments that reflect the children and families enrolled in the program. 
• Encourage children to develop relationships with peers and educators. 
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• Support children through transitions into the program, between classrooms and eventually into 
school. 

• Use children’s names, interests, family experiences and ideas as part of the program. 
• Create opportunities for children to contribute to their classroom and community. 
• Ensure that all children can participate meaningfully regardless of ability, developmental stage, 

language, culture or family circumstance. 
• Establish predictable routines while remaining responsive to individual children’s needs. 

Every child will experience physical and emotional safety, security, health and well-being. 

We recognize that children learn best when their physical, emotional and social needs are supported. 

Educators will: 

• Maintain safe, clean, welcoming and developmentally appropriate environments. 
• Follow all Ministry of Education requirements relating to health and safety. 
• Promote healthy nutrition and positive relationships with food. 
• Respond promptly and appropriately to children’s physical and emotional needs. 
• Establish predictable routines that support children’s sense of security. 
• Provide opportunities for active play, outdoor exploration, rest and quiet experiences. 
• Recognize individual sleep, rest, sensory and regulation needs. 
• Support children in identifying and expressing emotions. 
• Help children develop strategies for self-regulation. 
• Provide comfort and reassurance when children experience frustration, conflict, separation or 

change. 
• Observe children for changes in behaviour, health or well-being and communicate appropriately 

with families. 
• Maintain respectful and confidential communication with families. 
• Create environments that allow children to take appropriate developmental risks while maintaining 

safety. 

Every child will be an active participant in their learning through play, exploration, inquiry and 
meaningful experiences. 

Nanabijou recognizes that children are not passive recipients of information. Children are active learners 
who construct knowledge through relationships, experiences, experimentation, movement, play and 
communication. 

Educators will: 

• Observe children to identify their interests, strengths, questions and emerging abilities. 
• Use observations to plan responsive learning experiences. 
• Provide opportunities for child-initiated play. 
• Extend children’s learning through intentional educator support. 
• Encourage curiosity, experimentation, problem-solving and inquiry. 
• Provide open-ended materials that can be used in multiple ways. 
• Allow children sufficient time to become deeply involved in play. 
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• Support children to make choices and contribute to decisions affecting their day. 
• Encourage children to investigate their indoor and outdoor environments. 
• Use children’s questions and theories as starting points for further exploration. 
• Balance educator-supported experiences with opportunities for children to lead. 
• Recognize that learning occurs throughout the entire day—not only during planned activities. 

Every child will have meaningful opportunities to communicate, express ideas, develop 
relationships and make their thinking visible. 

We understand expression to include far more than spoken language. Children communicate through 
movement, facial expressions, gestures, play, art, music, dramatic play, construction, storytelling, 
language and relationships. 

Educators will: 

• Listen carefully to children’s verbal and non-verbal communication. 
• Give children sufficient time to express themselves. 
• Encourage children to communicate their ideas, feelings, needs and questions. 
• Provide opportunities for music, movement, art, dramatic play, storytelling and creative 

expression. 
• Support language development through meaningful interactions rather than isolated instruction. 
• Respect children’s home languages and communication styles. 
• Encourage children to represent their ideas in multiple ways. 
• Document children’s thinking and learning through photographs, observations, children’s words 

and other forms of pedagogical documentation. 
• Use documentation as a tool for reflection and future program planning. 
• Encourage children to revisit and build upon previous experiences. 

Children, families and educators will experience relationships based on trust, respect, 
communication and mutual responsibility. 

Relationships are at the centre of Nanabijou Childcare’s program. 

Educators will: 

• Respond to children with warmth, patience and respect. 
• Get to know each child as an individual. 
• Model respectful communication. 
• Help children develop positive relationships with peers. 
• Support children to resolve conflicts in developmentally appropriate ways. 
• Avoid shame, humiliation or punitive approaches. 
• Recognize behaviour as communication. 
• Seek to understand the underlying needs, emotions or circumstances contributing to children’s 

behaviour. 
• Work collaboratively with families when concerns arise. 
• Maintain professional boundaries while building genuine relationships with children and families. 
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• Follow the ethical and professional expectations applicable to Registered Early Childhood 
Educators. 

Environments will invite children to explore, participate, create, investigate and belong. 

Educators will intentionally design indoor and outdoor environments that: 

• Reflect children’s interests and experiences. 
• Are accessible and inclusive. 
• Encourage independence. 
• Provide developmentally appropriate challenges. 
• Include natural and open-ended materials. 
• Support individual and collaborative play. 
• Include opportunities for quiet and active experiences. 
• Change in response to children’s emerging interests. 
• Provide opportunities for children to make meaningful choices. 
• Connect indoor experiences with outdoor learning. 
• Reflect the diversity of the families and community we serve. 

Children will develop a meaningful relationship with the natural environment and their 
community. 

Nanabijou will provide regular opportunities for children to explore outdoors, experience nature, engage 
in physical activity and develop an understanding of the world around them. 

Educators will: 

• Provide daily opportunities for outdoor exploration, weather permitting. 
• Encourage children to investigate nature and seasonal changes. 
• Incorporate natural materials into play and learning. 
• Encourage physical activity and gross-motor development. 
• Support children’s sense of responsibility toward their environment. 
• Connect children’s learning to the local community. 
• Build relationships with appropriate community organizations and resources. 
• Provide experiences that help children understand that they are members of a larger community. 

Families will be welcomed as knowledgeable and valued partners in their children’s learning and 
development. 

Nanabijou Childcare Centre will: 

• Maintain open, respectful and two-way communication with families. 
• Share information about children’s experiences and learning. 
• Invite family perspectives into program planning. 
• Encourage families to share cultural traditions, knowledge, interests and experiences. 
• Provide opportunities for families to participate in the life of the centre. 
• Respect family choices and individual circumstances. 
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• Respond respectfully and promptly to questions, concerns and feedback. 
• Use family feedback to evaluate and improve our program. 

Every child and family will be treated with dignity, respect and fairness and will have meaningful 
opportunities to participate. 

Nanabijou recognizes that equity does not mean treating every child the same. It means recognizing 
individual needs and providing children with the support necessary to participate and thrive. 

Educators will: 

• Respect each child’s identity, culture, language, family structure and lived experience. 
• Identify and reduce barriers to participation. 
• Adapt environments and experiences to support individual needs. 
• Collaborate with families and appropriate professionals when additional support is required. 
• Challenge stereotypes and exclusion. 
• Provide materials and experiences representing diverse people and perspectives. 
• Promote kindness, empathy, respect and inclusion. 
• Ensure children’s differences are viewed as strengths rather than deficits. 

Nanabijou will be an active partner within the Thunder Bay community and will work 
collaboratively to strengthen outcomes for children and families. 

Nanabijou Childcare Centre will: 

• Build relationships with community organizations. 
• Connect families with appropriate community resources. 
• Work collaboratively with professionals supporting children’s development. 
• Participate in community initiatives that benefit children and families. 
• Develop partnerships that enhance children’s learning experiences. 
• Seek opportunities to strengthen access to early learning and childcare. 

 

Educators will be reflective professionals who continuously develop their knowledge, skills and 
practice. 

Nanabijou recognizes that high-quality early learning depends upon educators who are supported to 
learn, reflect and grow. 

Nanabijou Childcare Centre will: 

• Support ongoing professional learning. 
• Encourage educators to reflect on their practice. 
• Use team discussions and professional dialogue to examine program quality. 
• Provide opportunities for educators to share knowledge and ideas. 
• Encourage educators to remain current with Ministry requirements and professional expectations. 
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• Connect professional learning to the needs and interests of the children and families served. 
• Encourage educators to use observation and documentation to reflect upon the effectiveness of 

their practice. 
• Support new staff, students and volunteers in understanding and implementing this Program 

Statement. 

Nanabijou will use observation, documentation, reflection and evaluation to continuously improve 
the quality of its programs. 

Educators will: 

1. Observe children and their experiences. 
2. Document meaningful learning and interactions. 
3. Interpret what the documentation tells us about children’s learning. 
4. Reflect on our environment, interactions and curriculum. 
5. Respond by adapting the program. 
6. Evaluate whether the changes supported children and families. 

Documentation will not be viewed simply as a record of what happened. It will be used as a tool for 
understanding children and improving our practice. 
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APPENDIX D: Application Request for Extended Leave 

APPLICATION REQUEST FOR EXTENDED LEAVE 
If parents’ employment has been terminated or studies have concluded, they may complete an 

Application Request for Extended Leave from the Centre.   

Name of Child: _________________________ Program enrolled in: _______________________ 

Parent/Guardian: ________________________ Phone #: _________________________________ 

Family Email: __________________________ Time off requested: _______________________ 

Last day: ______________________________ Return Date: _____________________________ 

 Studies Concluded on ___________________________________________________  

 Employment Terminated on ______________________________________________ 

Reason for Request: (please supply details of end of studies or termination of employment and dates) 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

The request will be submitted ideally four weeks prior to the dates needed. Failure to do so may result 

in fees being applied. Families granted an Extended Leave will be expected to pay a non-refundable fee 

of $50.00 per month per child when they receive notice that their Leave has been granted. Families 

must receive written approval from the Executive Director before assuming they have the time off. 

Families must maintain communication with Nanabijou Childcare Centre, to reinstate their child care. 

Please submit the form to nanabijou.ba@hotmail.com. 

Parent Signature: ____________________________________ Date: ______________________ 

Reviewed By: _______________________________________ Date: ______________________ 

Approved By: _______________________________________ Date: ______________________ 

                         Marcia Arpin Executive Director 

mailto:nanabijou.ba@hotmail.com
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APPENDIX E Safe Arrival and Departure of Children and Visitors Policy 
 
Policy Title: Safe Arrival and Departure of Children and Visitors Policy 
APPROVED: January 22, 2024 

 

Statement of Intent 

This policy aims to outline the safe arrival and departure of children in and out of the setting. It also states 
the procedure to follow when a visitor attends the setting. Nanabijou Childcare Centre has adopted this 
policy in accordance with the Ministry of Education and to maintain the highest standards of care and safety 
to the children, their families, and the staff. 

Methods Used: 

• Parents will adopt consistent drop off and pick up routines and identify these times in their child’s 
registration package. If the time is later than 9:30am consistently, a letter can be written by the 
parent to omit them from daily phone calls to report their later arrival. 

• A daily inspection must be completed by the Health & Safety officer to ensure all exterior doors to 
the property are checked and always supervised.  

• All exterior doors are kept locked and secured during the day so no visitors can gain unauthorised 
access to the premises. 

• All children and adults accompanying them must be greeted by staff. The Educator must 
introduce themselves to the parent or caregiver by name.  

 
Safe Arrival of Children 

At 7:45am Nanabijou Childcare is open for families to arrive. A staff member will use attendance forms to 
log each child’s arrival. Children MUST be logged on the attendance as they enter the classroom with the 
time of their arrival.  

If a child does not arrive by 9:30am to Nanabijou Childcare Centre on their scheduled day, the Parent 
Co-Ordinator will phone the parent to establish immediate verbal communication and determine a time of 
expected arrival. All communication must be documented. 

 If a child is to be absent from the day, the parent is expected to phone the centre to report the absence. 
Voice recognition must be established; therefore, HiMama messages and emails are not excepted. Voice 
mail is acceptable.  

 

Safe Departure of Children 

A staff member must sign out each child as they depart. If an adult arrives to collect a child that is not 
someone who the Educator has met, then the staff will check the emergency contact booklet for parental 
consent. If parents have not given written permission, then the child will not be released into the adult’s 
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care. Parents must be contacted to collect the child or provide verbal consent. All children must leave by 
5:45pm. 

**A log of any conversations with parents regarding safe arrival and departure will be kept within the 
setting’s communication book.  

 

Visitors to the Setting 

If a visitor arrives at the setting their identification must be checked to verify who they are. While their 
identity is being verified the visitor MUST remain outside of the building. Once their identification has 
been verified, visitors can be let into the building.  

All visitors MUST sign into the communication book.  

Visitors must be always accompanied by a staff member when in the setting and if coming into the setting 
to work directly with the children. 

When the visit is finished the visitor must sign out on the logbook and be escorted from the building.  

 

Lock Down Procedure 

If a visitor to the setting is attempting to gain entry without permission, staff must calmly move all children 
to the classrooms ensuring they have checked the bathrooms. The children will remain in their 
classroom. If children are outside and unable to safely come inside, they will be escorted to Lakehead 
University Wolf Den for refuge. Staff must telephone the police (911) for assistance. The staff must write 
witness accounts as per serious occurrence policy. 
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APPENDIX F: Application Request for Change of Schedule 
 

APPLICATION REQUEST FOR CHANGE OF SCHEDULE 
Please submit the following form to your Educator. 

Name of Child: _______________________________ Program enrolled in: _________________  

Parent/ Guardian: ____________________________ Phone #: ___________________________ 

Request for changes in your child’s schedule requires 2 weeks written notice. Failure to do so may 
result in fees being applied.  

 

Original schedule (circle the days that apply):   

MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY 
☐ ☐ ☐ ☐ ☐ 

 

New schedule proposed (circle the days that apply) 

MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY 
☐ ☐ ☐ ☐ ☐ 

 

Parent Signature: _____________________________________Date: _____________________  

 

APPROVED SCHEDULE (circle the days that apply): 

MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY 
☐ ☐ ☐ ☐ ☐ 

Start date: __________________________________________________________________  

Reviewed by: ________________________________________Date: ______________________  

Approved by: ________________________________________Date: ______________________ 

 Marcia Arpin, Executive Director  

 

*This application will be kept on file* 
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APPENDIX G: Conflict Resolution with Families 
Policy Title: Conflict Resolution with Families        Date  Approved: 2016 
 

It is the policy of Nanabijou Childcare Centre to support open discussions between the Centre and 
parents/guardians through a fair and transparent process. By ensuring that there is a procedure for 
parents and families to raise issues and concerns both parties will achieve satisfactory resolutions with 
any conflict. The purpose of having a conflict resolution policy is to outline clear and consistent steps to 
ensure issues and concerns are addressed in a timely and transparent manner which will support 
communication and positive relationships between the Centre and its families.  

Procedure: 

If a parent/guardian has an issue or concern they should discuss it directly with the staff person involved, 
in a quiet and confidential manner. If the parent/guardian is not satisfied with the outcome of the 
communication, then they can discuss the issue with the Executive Director/designate. At that time, it will 
be determined if the issue or concern can be addressed informally with the individuals involved or if a 
more formal meeting is required.  

Any formal meetings will be scheduled (date, time and location) to accommodate the family. All 
communications will be respectful and conducted in a calm and quiet manner. An investigation may be 
needed to seek further clarification, which may or may not involve an outside agency such as Dilico, 
Children’s Centre Thunder Bay, the Thunder Bay District Health Unit, the Ministry of Education, etc. If an 
outside agency is to be involved the Executive Director/designate will make the appropriate contacts.  

It is the Centre’s goal to resolve parent/guardian concerns and will continue to meet until the parties 
agree on a resolution or until the parent/guardian chooses to withdraw from the discussions or pursue 
another avenue. Once an issue or concern has been dealt with and the parent/guardian feels satisfied 
with the outcome, the matter is seen as resolved and closed. It will not be raised again unless the 
agreement/resolution has been breached. 

If a parent/guardian is not satisfied with the outcome of their meeting(s) and/or discussion(s) then they 
may raise the matter with the appropriate authority.    

Documentation 

Notes will be taken to ensure clarity and the direction to be taken to resolve the conflict. All parties 
involved in the conflict will sign the notes of all meetings and where there is agreement, the agreed to 
resolution(s). If an agreement is not reached the notes will reflect this and both parties will sign off to that 
effect. 

Copies of written strategies, outcomes and resolutions will be given to all parties involved. A copy will 
also be retained in the child’s file, if applicable.  
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APPENDIX H: Anaphylactic Shock 
Policy Title: Anaphylactic Shock   Date Approved: 2016  
   Updated: July 27, 2022 

 
If in doubt ALWAYS administer an epinephrine pen. There is no risk if given unnecessarily 

 
 

Emergency Medical Procedures 
1. Call 911 
2. Administer emergency medication. 
3. Calm and reassure the child/person. 
4. Call emergency contacts. 
5. If reaction is from an insect stinger, remove the stinger by scraping it away with a finger nail or 
plastic card – DO NOT use tweezers – squeezing the stinger can release more venom. 
6. Help prevent shock by putting the child/person’s feet up and covering them with a blanket. 
 
This policy is intended to help support the needs of a child with a severe allergy and provide information 
on anaphylaxis and awareness to parents, staff, students, volunteers, board members and visitors at the 
Centre.           
 
What is Anaphylactic Shock? 
Anaphylaxis or anaphylactic shock is a severe, life-threatening allergic reaction. It can be related to food, 
insect stings, medicine, latex, or exercise. Reactions usually begin within minutes of exposure and can 
progress rapidly for hours. Anaphylaxis always requires emergency intervention even when treated 
promptly by injection of emergency medication.  

 
When a child enrolls with an anaphylactic allergy 
The Anaphylactic Policy will be reviewed by parents, staff, students, volunteers, board members upon 
enrollment of a child with an anaphylactic allergy. 
 
Strategies to reduce the risk of exposure to anaphylactic causative agents may include: 

a. Certain foods will be avoided on the menu 
b. Certain food/materials will be avoided for craft and sensory activities 
c. Risk reduction strategies for stinging insects, or latex 
d. Only purchased foods containing secure ingredient labels will be allowed to be shared and/or 

distributed 
 
A Communication Plan will provide the following information: 

a. Signs/information of all children’s allergies will be posted in a designated area accessible to all 
parents (i.e. Parent Information Board) (Appendix C) 

b. This policy will be outlined in the Parent Manual 
c. A list of known allergies of children will be posted in food preparation area, eating areas and 

activity rooms 
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d. When caterers are used at the Centre the caterer will be advised of the food/causative agents not 
to be used in food prepared for the Centre. 

 
The Centre will develop a child’s individual plan and emergency procedures 

a. The parent/guardian of a child with an anaphylactic allergy will provide input on the child’s plan, 
including the emergency procedure by completing the Child’s Individual Plan Form (Appendix A) 

b. The information collected on the Child’s Individual Plan Form includes: 
i. A description of the child’s allergy 
ii. Monitoring and avoidance strategies 
iii. Signs and symptoms 
iv. Action to be taken by staff 
v. Consent from parent/guardian that allows staff to administer medication 
vi. Emergency contact information to be updated as required 

c. The Child’s Individual Plan Form is to be reviewed by staff upon employment and annually 
d. The Child’s Individual Plan Form is to be reviewed by all students and volunteers, including parent 

volunteers. 
e. The child’s parent/guardian will advise the Centre of any change to the child’s individual plan or 

treatment or if the child has outgrown an allergy and no longer requires medication.  
 
In-Service of Anaphylaxis Policy and Procedure 
  
The Executive Director or Designate will review with all staff1, students2 and volunteers3 annually or more 
frequently if needed the Anaphylactic Shock Policy and Procedures. The Executive Director will also 
meet with the parents of children diagnosed with and/or upon diagnosis of Anaphylaxis. 
 
Staff in-service will occur once a year and/or more frequently when required and will include:  

• An overview of anaphylaxis.  
• Signs and symptoms of anaphylaxis shock. 
• A demonstration on the use of epinephrine. Staff will have the opportunity to practice using an 

auto-injector trainer (device used for training purposes) and are encouraged to practice with the 
auto-injector trainer throughout the year, especially if they have a child at risk in their class. 

• Specific roles of administration in providing plan of administering medication to anaphylactic 
children. 

• A review of procedures staff are to follow when a child is experiencing anaphylactic shock. 
• Information/resources available to staff to ensure a safe environment for children 
 

Where a child has an anaphylactic allergy, staff are provided with training from the Executive Director or 
designate on the procedures to be followed in the event of a child having an anaphylactic reaction, 
including how to recognize the signs and symptoms of anaphylaxis and administer medication. The 
Executive Director or designate will provide training to parents, students and volunteers as required. 
(Appendix B) 

 
Emergency Allergy Medications 

 
It is the parent’s/guardian’s responsibility to ensure their child attends the Centre with an epinephrine 
auto-injector and an appropriate number of epinephrine auto-injectors shall be available for on and off 
premise activities (i.e. field trips) 
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Parents with anaphylactic children MUST complete an Individual Anaphylaxis Emergency Plan and 
Procedure Form for each child prior to being admitted to the Centre. (Appendix A) 
 
Parents with anaphylactic children MUST provide one dedicated prescription auto-injector pen for each 
child that will remain at the Centre at all times. This pen will be taken on every outing with the children.  
 
All staff will receive training on emergency procedures and auto-injector pen use. 
 
Auto-injector pens and asthma inhalers MUST be provided to the Centre’s staff prior to the start of their 
child’s participation in any of the programs being offered by the Centre. 
 
Auto-injector pens and asthma inhalers are stored in a basket located in a cupboard above the Teacher’s 
shelf in each playroom. All cupboard doors and baskets containing emergency allergy medications are 
labelled Emergency Allergy Medications.  
 
All medications MUST be provided to the staff in a clearly labelled bag with the following information: 

a. Child’s full name 
b. Expiration date of medication 
c. Clearly labelled with instructions for use 

 
Staff will review each child’s individual protocol prior to commencing employment and yearly thereafter or 
when there are any changes in the child’s medical requirements/needs. A review and signature form 
including the date and the person completing the review will be required. 
 
Roles and Responsibilities 
 
1. Parent/guardian of a child with an anaphylactic allergy: 

a. Identify their child’s allergies and needs to the Centre’s Executive Director 
b. Provide the Centre with up-to-date auto-injectors 
c. Participate in the development of an Individual Anaphylaxis Emergency Plan for their child 
d. Provide food from home (if applicable) 
e. Provide support to the Centre and staff as required 

2. Office Staff 
a. Ensure parents/guardians have completed all the necessary consent and authorization forms 
b. Ensure the implementation of policies and procedures for reducing risk in the Centre 
c. Work closely with parents/guardians of the child with known risk of anaphylaxis 
d. Notify staff of the Child with known risk of anaphylaxis, the allergens and the treatment 
e. Ensure all staff, students and volunteers have received instruction in the use of the auto-

injector. 
f. Inform all parents/guardians that a child with an anaphylactic allergy is in direct contact with 

their child and ask for their support and cooperation 
g. Ensure staff, students and volunteers review and sign the Anaphylactic Policy and the Child’s 

Individual Plan upon employment and annually thereafter. 
h. Ensure safety procedures are developed for field trips and extracurricular activities. 
i. Ensure allergy list is posted in all rooms. 

 
3. Staff/Providers 

a. Enforce children not to bring food/lunches/snacks from home 
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b. Ensure children do not share utensils or containers 
c. Ensure the child with an anaphylactic allergy only eats the food specifically provide to them 
d. Reinforce handwashing to all children before and after eating 
e. Facilitate communication with parents/guardians 
f. Ensure auto-injector pens are accessible at all times (indoors and outdoors) 
g. Designated staff responsible for administering medication will ensure the auto-injector pens 

are updated when expiring 
h. Know what their role is when an anaphylactic allergy emergency occurs 
 

Anaphylaxis Emergency Response Plan 
 
If there is ANY suspicion that an anaphylaxis reaction is occurring follow the plan of action as stated on 
the child’s Individual Plan. If an auto-injection pen is required: 

1. One staff member (staff #1) will administer the auto-injection pen (epinephrine) and remain with 
the child 

2. Another staff member (staff #2) will call for an ambulance – dial 911 
3. Staff #2 will contact the child’s emergency contacts 
4. A third staff member (staff #3) will remove all other children from the area 

 
Administering an auto-injection pen  

1. Pull off the epipen auto injector blue safety cap 
2. Jab black tip into outer thigh until the unit activates and a click is heard. This may be done 

through clothes if necessary 
3. Hold the pen in place for 10 seconds 

 
If in doubt ALWAYS administer an epinephrine pen. There is no risk if given unnecessarily 

 
If an ambulance has not arrived in 15 minutes and there are recurring symptoms, or no relief, administer 
a second auto-injection pen.  
 
It is recommended that the child go to the hospital even if the symptoms seem to go away after the first 
injection. There may be a delayed reaction and the child will need hospital observation.  
 
A staff member should accompany the child to the hospital. Staff to child ratios MUST be maintained. 
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APPENDIX I: Prohibited Practices 
 

Policy Title: Prohibited Practices  Date Approved: 2016  
    

 

This policy prohibits physical punishment and other harmful disciplinary practices to protect the emotional 
and physical well-being of children. It sets out clear direction regarding prohibitive practices to support 
the overall well-being of children. These practices are never permitted in the Nanabijou Childcare Centre.  

Staff, students and volunteers are prohibited from engaging in discipline prohibited practices as outlined 
below. Non-compliance is a serious occurrence and will result in disciplinary action, up to and including 
dismissal.  

Discipline Prohibited Practices 

1. Corporal punishment of the child. 
2. 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. 

3. Locking the exits of the Centre 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 Centre’s emergency management policies and procedures. 

4. Use harsh, 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 a child or undermine his or her 
self-respect, dignity or self-worth. 

5. Depriving a child of basic needs including food, drink, shelter, sleep, toilet use, clothing or 
bedding; or 

6. Inflicting any bodily harm on a child including making children eat or drink against their will.  
 

Contravention 

Any staff, student or volunteer who observes another staff, student or volunteer engaging in discipline 
prohibited practices should ask those involved to stop what they are doing. The intervening person shall 
attend to any immediate needs of the child/children involved and then advise the Executive 
Director/designate.  

The Executive Director/designate will immediately undertake an investigation to substantiate the 
allegations. At this point the Executive Director/designate has the authority to relieve staff, students and 
volunteers of their duties.  
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If a staff, student or volunteer has violated the Discipline Prohibited Practices, the Record of Violation of 
Behaviour Management Practices form (Appendix A) will be completed by the Executive 
Director/designate. 

If the staff, student or volunteer’s actions are considered a serious occurrence the Executive 
Director/designate will ensure that the Serious Occurrence form is completed and forwarded to the 
Program Supervisor of the Ministry of Education.  

Staff, students or volunteers who report violations of this policy shall be protected from recrimination or 
harassment.  

Acceptable Prohibited Practices Strategies 

The goal of discipline is to teach a child safe, socially and developmentally appropriate skills and abilities 
to increase self-control and self-esteem. A positive environment, created by skilled ECE staff who provide 
consistency, structure and appropriate intervention strategies, will encourage self-control and skill 
acquisition for children.  

Disciplinary measures, through the use of behaviour management strategies, are used to prevent 
unacceptable behaviour and avoid crisis situations. 

Principles of Positive Discipline 

1. Children need to be aware of expectations and be capable of achieving them. 

2. Expectations of children must be age appropriate but congruent with the child’s individual 
development needs. 

3. Expectations and rules are structured and implemented consistently. 

4. A positive climate is created to encourage a feeling of safety and security for children. 

5. Childcare space is sufficient for the number of children enrolled and is organized in a way which 
promotes good mental health and diminishes potential for problems. 

6. Schedules, routines and transitions are established, with some degree of flexibility, to provide children 
with clear guidelines about what is expected and when. 

7. Restful and quiet activities are available throughout the day to allow for a child to self-segregate. 

8. Toys and materials are in good supply, proper repair and age appropriate to encourage children to 
engage in appropriate play. 

9. Behaviour is considered to be communication and the result of developmental or emotional struggles. 

10. Staff’s response to behavioural difficulties encourages self-control on the part of children. To do so, 
staff must remain calm, non-punitive and non-rejecting in their responses.  
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11. When a child is out of control, staff will apply external limits until the child regains control over their 
own behaviours. 

12.  Small efforts at gaining control on the part of the child will be acknowledged. 

13. Behavioural interventions are consistently applied in attempts to teach and promote healthy social 
and emotional development.  

14. Behaviour is considered within a normative developmental perspective.  

15. Behavioural interventions should begin with the least intrusive method when possible. 

16. The child’s strengths are capitalized upon and used to decrease inappropriate or problematic 
behaviour. 

17. Discipline must benefit the child, not the adult, and all strategies are exhausted to avoid power 
struggles with children. 

When the need arises, children will be disciplined in a positive manner, at a level that is appropriate to 
their ages and developmental stages.  

Acceptable Behaviour Management Strategies 

Acceptable behaviour management strategies include, but are not limited to: 

1. Clear expectations. Unacceptable behaviour is clearly defined to the child in a manner consistent with 
their ability to comprehend. 

2. Choices. The child is provided with acceptable choices to assist them to develop decision making 
skills and pro-social behaviour. 

3. Redirection. Distract a child from objectionable pursuit by directing their attention toward a positive 
activity.  

4. Planned ignoring. Staff chooses to ignore a child’s negative behaviour, when safety is not in question, 
in an attempt to have the child seek attention positively.  

5. Caring gesture. Extra attention, encouragement and support is given when a child is experiencing 
emotional distress. 

6. Humour. Developmentally appropriate comic relief is used, without sarcasm, to ease a tense 
situation.  

7. Hurdle helping. Identify when a child is having difficulty, respond quietly and unobtrusively, with 
assistance with the task prior to frustration setting in. Focus is on the task, not the misbehaviour.  

8. Removal of triggering object. Remove objects that trigger negative behaviour or responses of a child 
prior to the behaviour occurring. 
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9. Limits. Implement guidelines, rules or boundaries that can be adjusted from staff to staff but do not 
affect the safety of a child.  

10. Controls. Implement rules that never vary due to issues of safety. 

11. Logical consequences. Consequences are imposed by staff upon the child. The consequences 
correlate to the difficult or inappropriate behaviour. (i.e. the child assists in the repair of damaged 
property) 

12. Natural consequences. The child is informed of the natural results of unacceptable behaviour and, 
when safe and appropriate, these consequences are allowed to occur.  

13. Time away. When a child is unable to regulate themselves, and is posing a safety concern to self or 
others, a brief, quiet time away from activities is implemented until the child can control themselves. 
The child will be monitored closely and messages of care and concern will be delivered until the child 
demonstrated self-control prior to re-joining the activities. This strategy will not be used punitively. 
Immediately after the child has regained self-control, they will be re-integrated into the group.  

In the event that behaviour problems are significant in nature, staff shall record in the child’s file what 
behaviours occur and what behavioural interventions are used. This information can be discussed in 
multi-disciplinary meetings, including but not limited to the resource teacher, parent/guardian, staff and 
management to assess, develop and implement additional behaviour management strategies.  

Parents/guardians will be advised that having the child remain in the Centre would require an IEP and 
intervention of a Resource Teacher and appropriate community services.  

Removal of a child from the Centre 

Should a child’s behaviour problems be deemed to be beyond the expertise of the Centre, staff, pose a 
risk of safety to the child or infringe on the rights of another child to participate in a safe and secure 
childcare environment, recommendations will be made in writing to the parent/guardian to withdraw the 
child from the Centre and enrol with another agency who may be better suited to meet the child’s and 
family’s needs.  

When possible, the family will be given sufficient notice in which to find alternative arrangements.  

Monitoring Prohibited Practices 

The Executive Director/designate is responsible for monitoring, on a regular basis, all programs to 
observe how staff conduct themselves with the children to ensure staff, volunteers and students are 
following behavioural management practices. 

The following measures are in place  

To help ensure that only preferred behavioural management practices are used: 
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1. A comprehensive discussion with each staff, student and volunteer’s behaviour management 
philosophy is held during the initial screening of each person to ensure compatibility with the Centre’s 
philosophy and the Child Care and Early Year Act.  

2. The Executive Director/designate will observe each staff at least four times per year and complete 
staff performance appraisals at least once per year.  

3. All concerns and complaints regarding behaviour management practices made by anyone including 
staff, students, volunteers, parents/guardians and others will be addressed and acted upon by the 
Executive Director/designate. A log of the monitoring of behaviour management practices will be kept 
(Appendix A). This log will be kept in a secure location and kept for two years from the date of the last 
entry. 

 

Record Retention 

All records involving the review and sign off of prohibited practices policy and procedures, as well as the 
monitoring of behaviour management practices will be kept in a secure location and kept for two years 
from the date of the last entry. 

Review and sign-off 

Employees, volunteers and students working directly with children must review all policies and procedures, 
including the prohibited practices policy, prior to the beginning of employment or placement; and annually 
thereafter, and must sign and date the Prohibited Practices – Statement of Understanding (Appendix B).  
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APPENDIX J: Supervision of Volunteers and Students 
 

Policy Title: Supervision of Volunteers and Students     Date Approved: 2016 
  Replaces: July 2011  
 
 
This policy will be reviewed with employees before they begin their employment and annually afterwards; 
and with volunteers and students who will be providing care and guidance before they begin placement 
and annually there afterwards. This review will be signed and dated (Appendix A). 
 
Additional policies including behaviour management and anaphylactic policies and procedures will be 
reviewed with volunteers and students providing care and guidance before they begin placement and 
annually there afterwards. Reviews will be signed and dated. 
 
The Nanabijou Childcare Centre’s criminal reference check policy applies to all employees, students and 
volunteers with the exception of students who are under the age of 18 and placed by an educational 
institution, (i.e.: high school co-op students). 
 
The Executive Director/Designate is responsible for the implementation, review and evaluation of this 
policy.  
 
Procedures 
 
Every volunteer or student at the Centre will be supervised by an employee at all times.  
 
Volunteers and students are not permitted to be left alone with any child at the Centre. 
 
Direct unsupervised access is not permitted for persons who are not employees of Nanabijou Childcare 
Centre. No child is directly supervised by a person less than 18 years of age.  
 
Volunteers and students are not counted in the staffing ratios. Volunteers and students are assigned a 
supervising mentor/staff member throughout their placement. 
 
Roles and Responsibilities 
 
The Executive Director/designate will be responsible for: 
 

• conducting the orientation process using the orientation checklist 
 
• developing the expectations, roles and responsibilities of the student/volunteer 
 
• assigning a mentor(s)/staff member(s) to supervise student(s) and volunteer(s) at all times and to 

ensure neither student(s) or volunteer(s) is left alone with any child 
 
• inform parents/guardians of volunteers and students in placement at the Centre 
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• training for mentors/staff members on their roles and responsibilities  
 
• monitoring the behaviour management practices of students and volunteers 

 
The supervising mentors/staff members will be responsible for: 
 

• reviewing the expectations, roles and responsibilities with the student/volunteer 
 
• supervising the students and volunteers to ensure neither are left alone with any child  
 
• fulfilling the administration requirements of such placements 
 
• communication with other staff members and the Executive Director/designate 
 

The students and volunteers will be responsible for: 
 

• reviewing and signing off on all policies and procedures relevant to the placement 
 
• adhering to the policies and procedures of Nanabijou Childcare Centre 
 
• fulfilling the objectives and responsibilities of their role 
 
• fulfilling administrative requirements of such placements 

 
• ensuring that they are supervised by an employee at all times  
 
• ensuring they are not left alone with any child at the Centre. 
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APPENDIX K: Social Media and Communications  
Policy Title: Social Media and Electronic Communication Policy   
  Date Approved: 2016 
         Updated: August 2026 
 

Nanabijou Childcare Centre recognizes that social media and electronic communication are an important 
part of how families connect, communicate and share their experiences. 
 
We also recognize that childcare involves children, families and educators sharing personal information 
in a trusted environment. Protecting the privacy, dignity, safety and well-being of every child and family is 
therefore a shared responsibility. 
 
This policy establishes expectations for parents and guardians when using social media or electronic 
communication in connection with Nanabijou Childcare Centre. This policy is intended to support the 
requirements and principles of the Child Care and Early Years Act, 2014 (CCEYA), Ontario’s Child Care 
Centre Licensing Manual, applicable privacy requirements, and the professional expectations of the 
College of Early Childhood Educators (CECE) Code of Ethics and Standards of Practice. 
 
1. Parent and Guardian Responsibility 
Parents and guardians are important partners in creating a safe, respectful and supportive childcare 
community. Parents and guardians are expected to: 
 

• Respect the privacy and dignity of children, families and educators; 
• Communicate respectfully with Centre staff and other families; 
• Protect confidential information learned through their involvement with the Centre; 
• Follow Nanabijou Childcare’s policies and procedures; 
• Use appropriate communication channels when raising concerns; 
• Respect professional boundaries between educators and families; 
• Consider the potential impact before posting photographs, videos or comments involving the 

Centre; 
• Ensure that their use of social media does not compromise the safety, privacy or well-being of 

another child or family; and 
• Model respectful and responsible digital citizenship for their children. 

 
2. Privacy of Children and Families 
Parents and guardians must respect the privacy of all staff, children and families attending Nanabijou 
Childcare Centre. Parents/guardians must not share another person’s 

• Name 
• Photograph or video 
• Personal information 
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• Medical or health information 
• Behavioural or developmental information 
• Family circumstances 
• Contact information 
• Address 
• Information regarding custody or family arrangements 
• Any other information that could reasonably identify the child or family 
• Information learned through conversations with educators or other families should not be shared 

publicly or through social media without appropriate permission. 
 

3. Photographs and Videos at the Centre 
Parents and guardians may wish to photograph or record their child participating in Centre activities. 
When taking photographs or videos at Nanabijou, parents and guardians must be mindful that other 
children may be present in the background. Parents and guardians are asked to: 

 
• Take photographs or videos only where permitted by the Centre 
• Avoid photographing or recording other children whenever possible 
• Obtain permission before posting an image or video that includes another child 
• Never identify, tag or name another child without their parent’s/guardian’s permission 
• Never post photographs or videos that could embarrass, harm or negatively affect another child 
• Never livestream Centre activities without authorization 
• Follow directions from educators or Centre administration regarding photography and recording 

 
• A parent’s consent for Nanabijou to use their child’s photograph does not provide permission for 

another parent to use or publish that photograph. Similarly, permission for a child to participate in 
a Centre event does not automatically give permission for photographs or videos from that event 
to be posted on a personal social media account. 
 
 

4. Social Media Posts Involving Nanabijou 
Parents and guardians are welcome to celebrate their child’s experiences at Nanabijou on their personal 
social media accounts, provided that doing so does not compromise the privacy, safety or dignity of 
another child, family or educator. Parents and guardians are asked to consider: 

 
• Is my child the only child identifiable in the photograph or video 
• Do I have permission to share images that include another child 
• Does the post reveal confidential information 
• Could this post embarrass or negatively affect a child, family or educator 
• Does the post identify where children are located 
• Would I be comfortable with the post being permanently available online? 
•  



   

 

Nanabijou Child Care Centre - Parent Handbook Revised September 2026 Page 53 

If there is any doubt, do not post the content. 
 
5. Social Media Groups and Online Parent Communities 
 
Parents and guardians may create or participate in informal social media groups for families. These 
groups are not official Nanabijou Childcare Centre communication channels unless specifically identified 
as such by the Centre. Parents and guardians participating in online groups are expected to: 

• Respect the privacy of other families 
• Avoid sharing confidential information 
• Avoid identifying children without parental permission 
• Communicate respectfully 
• Avoid publicly discussing individual children’s behaviour, development or circumstances 
• Avoid publicly criticizing or identifying individual educators 
• Direct concerns about Centre operations to the Centre rather than attempting to resolve them 

through public social media 
• Understand that information shared in unofficial groups may not be reviewed, monitored or 

endorsed by Nanabijou 
 

Parents should not assume that an online parent group is private simply because membership is 
restricted. 
 
6. Communication With Educators 
Nanabijou values positive relationships between educators and families. Parents and guardians are 
encouraged to communicate openly and respectfully with educators about their child’s needs, 
experiences and development. Professional communication should take place through Centre-approved 
communication methods. Parents and guardians should not expect educators to respond to work-related 
messages through their personal social media accounts. Parents and guardians should not: 

• Require educators to communicate through personal social media accounts 
• Send inappropriate or personal messages to educators 
• Contact educators through personal accounts regarding confidential childcare matters 
• Expect educators to respond outside reasonable communication times 
• Use social media to pressure, threaten, embarrass or publicly criticize an educator 

 
The College of Early Childhood Educators recognizes the importance of maintaining appropriate 
professional boundaries between RECEs, children and families. Nanabijou expects families to respect 
those boundaries as well. 
 
7. Concerns, Complaints and Disagreements 
Nanabijou understands that parents and guardians may occasionally have concerns about their child’s 
care or Centre operations. Parents are encouraged to bring concerns directly to the appropriate educator 
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or Executive Director so that concerns can be addressed respectfully and confidentially. Social media 
should not be used to: 

• Publicly resolve a disagreement 
• Identify an individual child, family or educator 
• Publicly discuss a child’s behaviour or circumstances 
• Share confidential Centre information 
• Encourage other families to participate in an online dispute 
• Publicly shame or threaten an individual 

 
Nothing in this policy prevents a parent or guardian from making a legitimate complaint or reporting a 
concern to the appropriate regulatory or professional authority. 
 
8. Respectful Online Communication 
Nanabijou Childcare expects the same standard of respectful communication online as it does within the 
Centre. Parents and guardians must not use social media or electronic communication to: 
 

• Harass or threaten staff, children or families 
• Bully or intimidate another person 
• Make discriminatory or hateful comments 
• Share sexually inappropriate material involving Centre community members 
• Publish private or confidential information 
• Encourage harassment of a Centre employee or family 
• Deliberately spread false information about an individual 
• Publicly identify a child or family in connection with a sensitive or confidential matter 

 
Parents and guardians are encouraged to pause before posting when emotions are high and, whenever 
possible, discuss concerns directly with the Centre. 
 
9. Protecting Educator Privacy 
Nanabijou Childcare educators have a right to personal privacy. Parents and guardians must not: 

•  
Search for or share an educator’s personal contact information 

• Publish an educator’s home address or other private information 
• Photograph or record educators without appropriate permission 
• Post private communications between themselves and an educator without considering privacy 

and confidentiality obligations 
• Attempt to communicate with educators through personal social media when the matter relates to 

their professional role 
• Educators are professionals and are expected to maintain appropriate boundaries with families in 

accordance with their professional obligations, including the College of Early Childhood Educators 
Code of Ethics and Standards of Practice. 
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Families are asked to support educators in maintaining those boundaries. 
 
10. Centre Social Media Accounts 
Nanabijou Childcare Centre maintains official communication channels for sharing news, events, 
programming and community information. Only authorized representatives of Nanabijou may 
speak officially on behalf of the Centre. Parents and guardians must not represent themselves as 
speaking on behalf of Nanabijou unless they have been authorized to do so. The Centre’s name, 
logo, photographs, branding and other materials should not be used in a way that suggests a 
personal social media account or statement is an official Centre communication. 
 

11. Consent and Children’s Images 
Nanabijou will follow applicable requirements regarding parental consent for the collection and use of 
photographs, videos and other personal information. 
Parents and guardians may withdraw consent for future Centre use of their child’s image in accordance 
with the Centre’s applicable policies and procedures. 
Parents should understand that once an image or video has been posted on a personal social media 
account, Nanabijou cannot control how it may subsequently be copied, downloaded, shared or 
redistributed. 
For this reason, families are encouraged to exercise particular care when posting images of children 
online. 
 
12. Cell Phones and Electronic Devices at the Centre 
Parents and guardians visiting Nanabijou are expected to use cell phones and recording devices 
responsibly. When visiting classrooms or participating in Centre activities: 
 

• Parents should avoid using devices to record conversations; 
• Parents should not record incidents involving another child; and 
• Staff may ask a parent/guardian to stop photographing or recording where privacy or safety 

concerns arise. 
 

13. Reporting a Privacy Concern 
Parents and guardians who become aware that a child’s confidential information, photograph or video 
has been improperly shared are encouraged to notify the Executive Director, nanabijo@lakeheadu.ca as 
soon as possible. Nanabijou Childcare will respond to privacy concerns in accordance with applicable 
legislation, licensing requirements and Centre policies. 
 
14. Working Together as a Community 
Nanabijou believes that strong relationships between children, families and educators are essential to 
creating a high-quality childcare environment. Parents and guardians are asked to remember that social 
media posts can be: 

• Permanent; 

mailto:nanabijo@lakeheadu.ca
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• Shared beyond their intended audience; 
• Taken out of context; and 
• Difficult or impossible to remove once published. 

 
Before posting about Nanabijou Childcare Cnetre, families are encouraged to consider whether the post 
protects the dignity, privacy and well-being of the children and adults involved. 
 
Our goal is not to prevent families from celebrating their children’s experiences. Our goal is to ensure that 
every child and family can participate in the Nanabijou community knowing that their privacy, safety and 
dignity will be respected. 
 
Parent/Guardian Acknowledgement 
By enrolling a child at Nanabijou Childcare Centre, parents and guardians acknowledge that they have 
been provided with this Social Media and Electronic Communication Policy and understand their 
responsibility to respect the privacy, safety and dignity of children, families and educators. 
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APPENDIX L: Childcare Withdrawal Form 
 

CHILDCARE WITHDRAWAL FORM 

Nanabijou Childcare Centre requires 30 days written notice when withdrawing your child from the 

centre. Failure to do so may result in penalty fees being charged. 

Name of Child: _________________________ Program enrolled in: ___________________________ 

Parent/Guardian: ________________________ Phone #: ____________________________________ 

Last day of attendance: ______________________________  

Reason for Withdrawal: 

 Relocating to a new area 

 Financial reasons 

 Dissatisfaction with services 

 Child no longer requires childcare 

 Enrolling in a different childcare center 

 Health reasons 

 Other (please specify) 
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________ 

Parent Signature: ____________________________________ Date: ______________________ 

Please send the completed form to nanabijo@lakeheadu.ca or deliver it to our office. 

*** 

Received By: _______________________________________ Date: ______________________ 

Approved By: _______________________________________ Date: ______________________ 

                         Marcia Arpin Executive Director 
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