
 

 

 

 

 

Shki Waase-Aaban Binoojiinh Gamik 

 

 
 

Policy and  

Procedures Manual 

 

May 2017 

 



 

Table of Contents 

Vision Statement         i 

Mission Statement         i 

Program Statement         i. 

Protocol & Procedure for Reviewing Manual     iv 

Acknowledgement of Receipt of Manual      iv 

Annual Review of the Manual       vi 

Administration Manual Review Form      vii 

Section A – Operations/Service Delivery Policies 

 Enrollment         A.010 

 Early Learning Individual Support Plans     A.011 

Access          A.020 

 Instructional Days/Hours of Operation     A.030 

 Day Care Closures        A.040 

 Arrival/Departure Times and Late Fees     A.050 

 Safe Arrivals         A.051 

 Fee Schedule and Payment Policy      A.060 

 Curriculum Development       A.070 

 Annual Themes (Toddler/Preschool)      A.080 

 Toddler Program Description       A.090 

 Toddler Schedule        A.100 

 Preschool Program Description      A.110 

 Preschool Schedule        A.120 

 Ages and Stages Questionnaire (ASQ)     A.130 

           A.140 

 Outings and Field Trips       A.150 

 Staff Behaviour Management       A.160 

 Child Behaviour Management      A.170 

 Monitoring Behaviour Management Practices    A.180 

 Duty to Report & Child Abuse Protocol     A.190 

 Serious Occurrences        A.200 

 Nutrition         A.210 

 Diapering Procedure        A.220 

 Fire Evacuation and Emergency Procedure     A.230 

 Fire Prevention        A.240 



 

 First Aid         A.250 

 Health Policy         A.260 

 Administration of Medication       A.270 

 Anaphylactic Policy        A.280 

 Accident/Incident        A.290 

 Pediculosis         A.300 

 Clothing and Possessions       A.310 

 Sleep Supervision        A.311 

 Supervision         A.320 

Section B – Program Management and Administration 

 Program Statement Implementation      B.001 

Children’s Files        B.010 

 Daily Inspection        B.020 

 Playground Safety        B.021 

Daily Log Books        B.030 

 Transportation         B.040 

 Sanitation Practices        B.050 

 Sanitation Practices for Kitchen      B.060 

 Sagamok Anishnawbek Personnel Policy and Procedure Manual  B.070 

 General Office Management       B.080 

 Vulnerable Sector Check       B.090 

 Standard First Aid & CPR Certification     B.091 

 Staff Training and Development      B.092 

Health Assessment        B.100 

 Non Smoking Policy        B.110 

 Joint Health and Safety       B.120 

 Rotation of Staff        B.130 

 Shift Duties         B.140 

 Housekeeping Duties        B.150 

 Volunteers and Placement Students      B.160 

Section C – Forms 

 Enrollment          C.01 

 Enrollment Interview Questions      C.02 

 Health Record         C.03 

 Medical/Emergency Services Release Form     C.04 



 

Van Rules Policy        C.05 

 Authorization for Release of Information Consent Form   C.06 

 Early Learning Individual Support Plan Intake Form   C.07 

 Consent for the Refusal to the Development of an E.L. ISP   C.08 

 Early Learning Individual Support Plan     C.09 

 Log of Parent Consultation and Staff Review/Update Form   C.10 

 Early Learning ISP Review Log      C.11 

 Toddler Sign In/Sign Out Log      C.12 

 Preschool Sign In/Sign Out Log      C.13 

 First/Second Notice        C.14 

 Termination of Services       C.15 

 Toddler Weekly Curriculum       C.16 

 Preschool Weekly Curriculum      C.17 

 Consent Form for Outings and Field Trips     C.18 

 Behaviour Management Review Log      C.19 

 Individualized Allergy Plan       C.20 

 Special Events Order Form       C.21 

 Fire Drill Log and Equipment Check      C.22 

 Fire and Evacuation Procedure      C.23 

 Medical Administration Form      C.24 

 Accident/Incident Report       C.25 

 Notice for Head Lice        C.26 

 Child’s Need List        C.27 

Daily Playground Inspection Sheet      C.28 

 Playground Safety Repair Log      C.29 

 Monthly Playground Inspection Checklist     C.30 

 Transportation Seating Chart       C.31 

 Van Attendance AM        C.32 

 Van Attendance PM        C.33 

 Sanitation Practices Daily Checklist      C.34 

 Offense Declaration        C.35 

 Toddler Attendance Sheet       C.36 

 Preschool Attendance Sheet       C.37 

 Volunteer Placement Acknowledgment Form    C.38 



i 

VISION STATEMENT 

All children will learn, grow and develop to realize their full potential. 

MISSION STATEMENT 

The Early Childhood Initiative of Sagamok Anishnawbek will increase community knowledge and 

skills on the importance of Early Childhood Development by offering quality programs and 

services that provide children the opportunity to grow up in a safe environment that nurtures, 

guides, strengthens and unifies families, and inspires a sense of belonging. 

PROGRAM STATEMENT 

We will review the “program statement” within the Shki Waase-Aaban Binoojiinh Gamik Policy 

and Procedures Manual on an annual basis and document progress on the four strategic 

goals/pillars. 

Shki Waase-Aaban Binoojiinh Gamik (SWBG) provides a safe and stimulating learning 

environment that is consistent with Ministry of Education policies, pedagogy and curriculum.  

Ministry documents used as reference in our program include the following: 

 How Does Learning Happen? Ontario’s Pedagogy for the Early Years (is intended 

to support pedagogy and curriculum/program development in early year’s 

programs.  Pedagogy is “the understanding of how learning takes place and the 

philosophy and practice that support the understanding of learning.”  How Does 

Learning Happen? Is organized around four foundational conditions that are 

important for children to grow and flourish: 1) Belonging, 2) Well-Being, 3) 

Engagement, and 4) Expression.  These four foundations or ways of being are a 

vision for all children’s future potential and a view of what they should experience 

each and every day). 

 Early Learning for Every Child Today (ELECT) (is a framework that sets out six 

principles to guide the practice in early year’s settings). 

 Think, Feel, Act: Lessons from Research About Young Children 

SWBG is located within the Sagamok Anishnawbek community rich in Anishnaabemowin culture 

and language.  The program supports the teachings of the Seven (7) Sacred Teachings and 

recognizes the importance of family and community. 

SWBG is also a program under the auspices of Education Unit within the Sagamok Anishnawbek 

organization and as such organizes its program and services to meet the four strategic goals and/or 

pillars of the Sagamok Anishnawbek Education Unit as follows: 

 Language and Culture 

 Student Success 

 Communication and Collaboration  

 Governance and Leadership 

SWBG provides social support and educational services to promote success within the First Nation 

community and within all aspects of their lives as described under the four strategic goals and/or 

pillars as follows: 

1. Language & Culture 

We will integrate daily Anishnaabemowin language and culture within the curriculum that 

will strengthen pride and identity for our children and their families; 

We will promote cultural activities within our learning environment that will increase self-

esteem and individuality of our children and their families by participating in visiting 

elders, language camp, nature walks, ice fishing, sugar bush and berry picking activities; 
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We will encourage and guide our children through experiences that will enhance and 

enrich their self-confidence, good citizenship and a strong sense of belonging through the 

Seven Sacred Teachings of Life Long Learning:  

 To cherish knowledge is to know wisdom; 

 To know love is to love unconditionally; 

 To show respect for others, their beliefs and yourself; 

 To show bravery is to do the right thing even if it can cause pain; 

 To show honesty is to be honest with yourself and recognize the honesty within 

others; 

 To show humility is to know yourself as a sacred part of Creation; 

 Truth is to know all of these things. 

2. Student Success 

We will recognize and support the uniqueness in each child, engage with children as co-

learners through play experiences that allow them to investigate and explore their 

environment, spark their curiosity, stimulate thinking and guide positive interactions 

among their peers, families, and staff as they share in new learning experiences; 

We will promote and encourage our children to become independent and self-reliant in 

routines such as personal hygiene, dressing and nutrition which allow them to learn 

responsibility along with social skills; 

We will provide nutritious meals and snacks, and serve food in a manner that promotes 

good health and supports best practices which also lays the groundwork for establishing 

healthy eating choices and patterns that are an essential life skill;  

We will foster and create positive learning environments and experiences that supports 

children’s interests by offering a variety of daily activities such as Anishnaabemowin 

language, literacy, numeracy, music, indoor and outdoor play, rest and relaxation, blocks, 

creative arts, and giving them opportunity to be innovative as they learn. 

We will incorporate programs and services that are conducive to the spiritual, physical, 

emotional, and intellectual/mental development and well-being of our children, their 

families and our community by providing a safe, caring, nurturing and healthy 

environment. 

3. Communication and Collaboration 

We will establish and support positive responsive relationships with our children and their 

families by promoting the engagement of and ongoing communication and involvement 

with parents about their child’s experiences and program; 

We will invite and work collaboratively with all community partners who will support and 

meet the needs and/or best interests of our children, and their families. 

We will document daily observations of children in the program and use this information to 

guide curriculum and programming that: 

 Value children’s experiences and help them reflect back on those experiences and 

what they have been learning; 

 Make children’s learning and understanding of the world visible to themselves, to 

other children, to their parents, and to program staff; 

 Reflect on developmental growth over a period of time; 

 Provides program staff the opportunity to co-plan with children about learning; and 

 Creates dialogue with families about children’s experiences and an invitation for 

parents to add their own documentation about their children’s learning. 
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Language and 

Culture 

 

4. Governance and Leadership 

We will support and mentor staff in staying current and knowledgeable about policies and 

procedures, legislation and provide continuous professional learning opportunities within: 

 Sagamok Anishnawbek First Nation; 

 Sagamok Anishnawbek Education Unit; 

 Sagamok Anishnawbek Early Childhood Development Parent Committee; 

 College of Early Childhood Educators; 

 Ministry of Education Early Years Division;  

 Current Child Care and Early Years Act. 

 

 

 
 

 

 

 

 

                                                                  

 

 

 

Governance and 
 Leadership 

 

Student  
Success 

 

 

 
 

Communication and 
Collaboration 

 

Community 
 
 

 

 

 

 

 

 

 

Educator  

 

 

 

 

 

Parent 

 

 

 

 

Child 



iv 

PROTOCOL & PROCEDURE FOR REVIEWING MANUAL 

This policy document shall be referred to as the Shki Waase-Aaban Binoojiinh Gamik Policy and 

Procedures Manual. 

The objective of this policy document is to provide a framework concerning practices and 

procedures, and to provide a framework for decision-making based upon this policy. 

It is the responsibility of the Sagamok Anishnawbek Chief and Council and the Director of 

Education to review this policy on a continuing basis and in response to the changing needs of the 

educational institution. Thus the manual shall be formally reviewed a minimum of once every three 

years from the date of enactment; although individual policies may and shall be revised on an as 

needed basis. 

The Chief and Council have the ultimate responsibility for the adoption of program and, procedures, 

practices, and have the ultimate responsibility as the employer. 

All Employees of the Shki Waase-Aaban Binoojiinh Gamik are to abide by this policy. 
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SHKI WAASE-AABAN BINOOJIINH GAMIK  

 

ACKNOWLEDGEMENT OF RECEIPT OF MANUAL  

 

I have received a copy of the Shki Waase-Aaban Binoojiinh Gamik Policy and Procedures Manual 

@2015 and have reviewed it thoroughly.  I understand these policies and agree to abide by them.  I 

agree that if there is any policy which I do not fully understand, I will seek clarification from my 

immediate supervisor or the Human Resources Manager. 

I understand that I must review these policies on an annual basis and any other time when changes 

are being made.  I will complete and sign the Administration Manual Review form by the end of 

January of each year and provide a copy to the Supervisor.  I also understand that if I violate Shki 

Waase-Aaban Binoojiinh Gamik Policy and Procedures Manual @2015 along with the current 

Sagamok Anishnawbek Personnel Policy and Procedure Manual, I may be reprimanded or 

terminated. 

 

 

 

            

Employee        Date 

 

 

 

            

Supervisor       Date 
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Annual Review of the Manual 

In order to reflect the changing environment, legislative changes, and the needs of Sagamok 

Anishnawbek, the Shki Waase-Aaban Binoojiinh Gamik Policy and Procedures Manual shall 

normally be reviewed on an annual basis. The manual shall be reviewed both in terms of content 

and format.  

Components of the Review 

The manual shall be reviewed for any one or more of the following reasons: 

 Increasing consistency throughout the manual 

 Improving user friendliness 

 Making revisions to procedures  

 Reducing duplication 

 Identifying and incorporating required policies that are not in place 

 Improving clarity of meaning and readability 

 Maintaining consistency with legislative changes 

Who Is Responsible? 

The Shki Waase-Aaban Binoojiinh Gamik staff.  

Process for Reviewing Manual 

a) The Shki Waase-Aaban Binoojiinh Gamik staff shall meet to review the manual annually. 

The work of the Shki Waase-Aaban Binoojiinh Gamik shall be coordinated by the 

Supervisor. Time spent reviewing the manual shall be conducted during working hours and 

considered to be with pay. 

b) It shall be the responsibility of the Supervisor to distribute the attached “Manual Review 

Form” to staff upon review times.   

c) The Early Childhood Development Parent Committee shall review the forms and come to 

consensus on how to proceed with the comments or recommendations.   

d) A member of the Early Childhood Development Parent Committee will be responsible for 

preparing a comparison of their recommended revisions and the previous policy and 

presenting them to the Education Committee for their input and approval. 

Approval of Revisions 

The Director of Education will present the revisions to Chief and Council.  

Filing of Previous Policies and Procedures 

The Director of Education shall maintain a binder of the most recent policy and procedures and a 

copy of each previous policy and procedure. 

.
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ADMINISTRATION MANUAL REVIEW FORM 

 

Manual Format 
 

How would you rank the overall organization of the manual? (Please Circle One) 

Poor  Good  Average Excellent 

 

Are you able to find the policy or procedure you are looking for easily? 

  Poor  Good  Average Excellent 

 

How would you rank the clearness and clarity of the wording. 

  Poor  Good  Average Excellent 

 

Is the manual user-friendly? 

  Poor  Good  Average Excellent 

 

Please comment on what you like and don’t like about the format of the manual. 

__________________________________________________________________ 

__________________________________________________________________ 

__________________________________________________________________  

Manual Content 

Additional policies or procedures you would like to see added: 

___________________________________________________________________ 

___________________________________________________________________ 

___________________________________________________________________ 

 



 

Sagamok  

Shki Waase-Aaban Binoojiinh Gamik Policies & Procedures 
 
Section: A–OPERATIONS/SERVICE DELIVERY POLICIES 
Policy Title: Enrollment 
Policy # A.010 
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POLICY 

Shki Waase-Aaban Binoojiinh Gamik is licensed for 39 child care spaces for toddler and pre-

school aged children.  Registration is open to children 18 months to 5 years of age.  

Special cases of developmentally handicapped children over this age may be considered through a 

review process of available resources to accommodate the child. The review team may consist of 

Ministry of Education (Early Learning Division) personnel, Day Care Supervisor and Director of 

Education. 

PROCEDURE 

1. We require certain information for our files for each child.  As part of the Enrollment 

Package we require the following forms:  

a) Enrollment Form (Form # C.01); 

b) Enrollment Interview Questions (Form # C.02); 

c) Health Record (Form # C.03); 

d) Medical/Emergency Services Release Form (Form # C.04); 

e) Ages and Stages Questionnaire-3; 

f) Any legal documents (i.e. custody/access orders, restraining orders); and 

g) Van Rules Policy (Form # C.05), if required. 

2. A child may start when these steps have been completed and based on availability.   

3. When there is space available, the following procedure will be implemented: 

o Crisis and/or special needs children are the first priority. 

4. Crisis is identified as: 

a) A child who comes into protective care of a Child Welfare Authority; and 

b) A written referral made by other social agencies, i.e.  Children’s Network or 

Children’s Mental Health Worker.                   

5. If there are no spaces available the child will be placed on a waiting list. The following 

criteria will be utilized to determine priority on the wait list: 

a) Crisis and/or special needs children; 

b) Children registered and/or entitled to be registered with Sagamok Anishnawbek; 

c) Other children residing on reserve; and 

d) Children residing off reserve. 
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POLICY 

A child with special needs is defined by the Child Care and Early Years Act Reg. 137/15, Part 

1:1(1) as “a child whose cognitive, physical, social, emotional, or communicative needs, or whose 

needs relating to overall development are of such a nature that additional supports are required for 

the child.”  

Shki Waase-Aaban Binoojiinh Gamik will ensure that an Early Learning Individualized Support 

Plan (ISP) is in place for each child enrolled at the center with special needs.   An ISP must be 

developed in consultation with parent(s)/guardian of the child and any regulated health professional 

or other person who works with the child in a capacity that would allow the person to help inform 

the plan.   

Shki Waase-Aaban Binoojiinh Gamik will ensure that the program of Shki Waase-Aaban Binoojiinh 

Gamik is structured so that:   

 it will accommodate the ISP of each child with special needs, 

 the program is appropriate for the ages and developmental levels of the child with 

special needs, and  

 the program is inclusive of all children. 

PROCEDURES 

1. A child with special needs is to be identified by 1) the parent(s)/guardian at the time of 

enrollment to the Supervisor/Lead Teacher or 2) a child may be identified by a Registered 

Early Childhood Educator (RECE) through the Ages and Stages Questionnaire (ASQ) 

process while the child is enrolled at the centre.   

2. Parent(s)/guardian must sign the Authorization for Release of Information Consent Form 

(Form # C.06) and complete the Early Learning Individual Support Plan Intake Form 

(Form # C.07) to initiate the Early Learning ISP process. 

3. If the parent(s)/guardian does not consent to have an ISP in place for their child, the 

parent(s)/guardian must sign the Consent for the Refusal to the Development of an Early 

Learning Individualized Support Plan Form (Form # C.08) and placed in the child’s 

file/record.  

4. Within five (5) working days of the completion of the Early Learning Individual Support 

Plan Intake Form the supervisor will schedule a meeting with all parties identified on the 

Intake Form to complete the initial Early Learning ISP (Form # C.09).  The plan will 

include:  

a) A description of how the centre will support the child to function and participate in a 

meaningful and purposeful manner while the child is in the care of the centre;   

b) A description of any support or aids, or adaptions or other modifications to the 

physical, social, and learning environment that is necessary to achieve the child’s 

developmental growth. This may include but is not limited to environmental supports 

(physical space, programming activities, and transitions), staffing supports (training, 

attitudes and perceptions) and skill building (supervision, mentoring, modelling); and  
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c) Instructions relating to the child’s use of the supports or aids in the learning 

environment, and if necessary, the child’s use of or interaction with the adapted or 

modified environment.  

Note:  In the event that the identification occurs after completion of the ASQ process 

the above schedule shall apply. 

5. The ISP must be signed by all parties in attendance of the initial meeting and at subsequent 

meetings on the Log of Parent Consultation and Staff Review/Update Form (Form # C.10) 

to indicate participation in the ISP process. The ISP will be reviewed at one (1) month and 

six (6) months from the date of the initial ISP meeting. A copy of the plan is to be provided 

to the parent(s)/guardian. 

6. A copy of the ISP must be reviewed with all staff, volunteers, and students to support the 

child’s participation within the program.  Consistency in the implementation of the ISP is 

critical to the child’s developmental success within the centre programming.   

7. A copy of the ISP is to follow the child within the centre and kept within the ISP binder for 

staff review on a daily basis.  Staff (including volunteers and students) must sign off the 

Early Learning ISP Review Log (Form # C.11) attached to the ISP.  Strategies identified on 

the plan must be implemented into the daily programming by all staff, volunteers, and 

students supporting the child with special needs. 

8. The ISP must be maintained in the child’s record as per Shki Waase-Aaban Binoojiinh 

Gamik Children’s Records Policy.  
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POLICY 

It is essential for the protection of children that any child enrolled be released only to those 

persons authorized by the parent(s)/guardian.  

This procedure ensures that there is a clear understanding as to the supervision of children at any 

given time. 

PROCEDURE 

1. All parent(s)/guardian, who drop off and pick up their children, must escort their child into 

the classroom and sign their child in and out of care using the Toddler Sign In/Sign Out 

Form (Form # C.12)or Preschool Sign In/Sign Out Log (Form # C.13) 

2. Authorization to release a child to individuals other than the parent(s)/guardian must be 

given either in writing or confirmed by telephone with a staff member. If this procedure is 

not followed, the child shall remain with the staff member until such time as a 

parent(s)/guardian or otherwise authorized person is contacted. 

3. If a parent(s)/guardian have sole custody of their child, the parent(s)/guardian must provide 

a copy of the custody/access order and any other legal documents (they may describe how 

the court defines the release of your child). These papers shall be kept in the child’s file. In 

the event of shared custodial arrangements, parents are required to transfer their 

child(ren) to the other parent at the child’s place of residence. 

4. The parent(s)/guardian must keep us informed of any changes in the enrollment 

information provided – legal custody arrangements, address, business phone number for 

parent(s)/guardian, authorization for pickup, emergency phone numbers, etc. 
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POLICY 

The calendar year will consist of a minimum of 230 instructional days.   

PROCEDURE 

1. In September of each calendar year, the Director of Education shall prepare an operating 

schedule for the new calendar year.  The Education Committee and Council shall ratify the 

new calendar year no later than November 1st of that year for distribution to staff and 

parent(s)/guardian. 

2. The new calendar year will consist of the following holidays: 

a) Family Day; 

b) March Break; 

c) Good Friday; 

d) Easter Monday;  

e) Victoria Day; 

f) Civic Holiday; 

g) Canada Day; 

h) Thanksgiving; 

i) Tassewan; and 

j) Christmas Holidays. 

3. Professional development days are intended for staff in-service, staff will report to work 

and parent(s)/guardian will be advised in advance that there is NO day care service on 

these days, as identified throughout the calendar year.   

4. The hours of operation are Monday to Friday from 8:00 a.m. to 4:45 p.m. 
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POLICY 

The day care faces the possibility of periodically having to close due to severe weather conditions, 

system heating failures, water system closures, or other emergency situations. If a day care closure 

does become necessary, the Director of Education or designate will inform the staff and may 

inform the parent(s)/guardian. 

PROCEDURE 

1. Day Care Closed – in very severe situations the building will be closed: 

a) No children will come to the Centre; and 

b) Staff will not be reporting to work. 

2. Day Care Open – but van is not operating:  

a) Parent(s)/guardian may keep their child at home; 

b) Parent(s)/guardian must decide whether or not their child/ren should attend daycare 

and provide own transportation; and 

c) Staff will be present and teaching will resume as regularly scheduled. 

3. Early Day Care Closure – if an emergency forces the day care to close early then: 

a) Parent(s)/guardian will be contacted; 

b) If parent(s)/guardian cannot be reached, emergency contact will be notified; and 

c) Children utilizing the van will be transported home. 
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POLICY 

Late arrivals, late and early departure times will be documented in the Daily Logbook by the 

staff/supervisor.   

PROCEDURE 

1. Children must arrive no earlier than 8:15 a.m. and no later than 9:15 a.m. unless under special 

circumstances such as appointments.  Parent(s)/guardian are required to notify staff if their 

child will be arriving later than 9:15 a.m. as the doors will be locked for security and safety 

purposes. 

2. In order that we maintain the proper child/staff ratios, non-working parent(s)/guardian must 

pick up their children no later than 4:00 p.m. each day. 

3. Children must be picked up no later than 4:30 p.m. 

4. A late fee of $5.00 will be charged every 15 minutes after 4:45 p.m.   

5. Late fees must be paid prior to the child returning to the day care the next day. 

6. Authorization to release a child to individuals other than the parent(s)/guardian must be 

given either in writing or confirmed by telephone with a staff member. If this procedure is 

not followed, the child shall remain with the staff member until such time as a 

parent(s)/guardian or otherwise authorized person is contacted. 
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POLICY 

This policy is to ensure the safe arrival of children to the daycare center. 

Parent(s)/guardian have the primary responsibility of their child`s safe arrival at day care and are 

responsible to notify the center of any absences. 

Parents are also responsible to provide the day care center with updated contact information, i.e. 

phone numbers, email addresses, etc.  

A child arriving after 9:15 a.m. will not be permitted into the program and will be marked absent 

for the day unless the parent(s)/guardian notifies the daycare staff that the child is arriving late due 

to special circumstances (i.e. appointment, transportation breakdown, inclement weather, and/or a 

family emergency). 

PROCEDURE 

1. Arrival at the day care center is between 8:15 a.m. to 9:15 a.m. 

a)  The parent(s)/guardian will press the buzzer and stand in front of the camera to 

identify them. A staff member will buzz parent(s)/guardian and child into the 

building once identification is confirmed; 

b) Once parent(s)/guardian have entered the building they are required to initial and 

record time on the Toddler or Preschool Sign In/Sign Out Log(s) (Form C.12 or 

C.13) located at the main office and respective classroom; 

c) The parent(s)/guardian will proceed to the child’s designated locker to prepare the 

child for the day (i.e. change shoes and put belongings in their locker); 

d) The parent(s)/guardian will accompany their child into their designated classroom 

and notify the toddler or preschool staff of their arrival; 

e) Any messages relayed by the parents will be documented (date, time, initial) in the 

daily log book by the receiving staff member;   

f) Once all van children have arrived the Supervisor will log each child in their 

respective classrooms using the Van Attendance Form. At 3:30 pm classroom 

teachers are responsible to sign out van children and escort to main entrance for 

loading; 

g) At 9:30 a.m. each day, the receptionist will begin to telephone parent(s)/guardian to 

confirm their child’s absence.  There may be instances when a child is absent for 

two or more days without explanation (unexplained absences) of which will be 

reported to the proper authorities (CAS/Police) to ensure the child’s safety; and 

h) All telephone calls made to parent(s)/guardian will be logged in the main office log 

book (time, date, initial, reason for absence) of all contacts. 
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POLICY 

A nominal child care fee is charged to parent(s)/guardian to assist in subsidizing the Shki Waase-

Aaban Binoojiinh Gamik operating budget. 

PROCEDURE 

1. Fees are $2.00/day for every day the child is registered with the program, with the 

exception of sick days and vacation leave.  

2. Parent(s)/guardian must inform day care staff two weeks prior to vacation leave.  No fees 

will be charged for this time off. 

3. Parent(s)/guardian must inform day care staff of any sick days so that fees will not be 

charged for two or more days missed. A medical slip from a health practitioner is required. 

4. Payments must be made every two weeks. 

5. In the event of non-payment of fees, notices shall be issued by the Supervisor as follows: 

a) First notice  – reminder that fees are due (Form # C.14); 

b) Second notice  – full balance of fees with due date (Form # C.14); and 

c) Third notice  – Termination of Services (Form # C.15). 

6. Two week notice is required to withdraw a child from the day care program.  

7. Due to the ongoing waiting list, should a child be absent for two consecutive weeks 

without notice, the parent(s)/guardian will be informed in writing that the child has been 

discharged from the program. Further, the parent(s)/guardian are responsible to pay any 

outstanding fees.  
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POLICY 

Planning is an essential component of effective curriculum delivery. All staff will organize and 

implement relevant and meaningful subject matter for the children. 

PROCEDURE 

Goal and Objectives for Curriculum Planning 

Goal 1: To build responsive relationships. 

Goal 2: To plan and manage a developmentally appropriate program. 

Goal 3: To promote children’s development and learning. 

Goal 4: To continue learning about children, families, and the field of Early Childhood 

Education. 

Goal 5:  To maintain professional standards. 

Goal 6:  To be an advocate in support of children and families. 

Goal 7: To promote and support the importance of Early Childhood Education within the 

community. 

The Purpose of Curriculum 

1. A curriculum is used as a guide for planning, implementing and evaluating a 

developmentally appropriate program by using the Toddler Weekly Curriculum (Form # 

C.16)or Preschool Weekly Curriculum (Form # C.17) 

2. Components of the curriculum are: 

a) Content (what emerges from the goals and objectives) – Focus is on helping children 

learn about themselves, their feelings, peers, communicating, motor skills and 

thinking skills; 

b) Processes (what you do to help children learn) – Planned activities are implemented 

based on the child’s needs, by creating an environment using selected toys and 

materials that promote positive interaction between children; 

c) Environment (the setting where the learning takes place) – Establish a safe learning 

environment through building strong bonds with children, their families, and the 

community where learning can be nurtured; and 

d) Cultural Inclusion (incorporating the teachings, values, language and traditions) – In 

developing a strong sense of identity, infusing the children’s cultures into the 

program will create a sense of belonging, build strong relationships and maintain 

experiences that are consistent with those at home. We will provide children with 

cultural continuity. 

 Curriculum Planning 

1. The program is based on adopted theories and practices of child development. 
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2. The program is individualized to meet the needs of every child. 

3. Each family’s culture is respected and family members are encouraged to participate in the 

program. 

4. The physical environment is safe, healthy, and contains a variety of toys and materials that 

are both stimulating and familiar. 

5. Children select activities and materials that interest them, and they learn by being actively 

involved. 

6. Adults will display affection and respect for children and interact with them in caring ways. 

7. Staff and providers have specialized training in child development and appropriate 

programming. 

Implementing the Curriculum  

1. Review your plans for the day.   

2. Check over the physical environment.   

3. Greet and welcome children and their families.   

4. Help children and families to say good-bye to one another. Be there to assist with 

separations. 

5. Respond to children as individuals. Your challenge is to provide enough variety to meet the 

needs and interests of each child. 

6. Encourage children to sleep and take naps. The younger the child, the more individualized 

the schedule for sleeping and nap time. 

7. Offer planned activities. Let children choose from activities that you plan to introduce.  

8. Clean up. Children learn from being involved in clean up. 

9. Take children outdoors every day, weather permitting. 

10. Help children and families reunite for home at the end of the day. Parent(s)/guardian and 

children may need you to help greet one another and say good-bye. 

11. Reflect on your day.  Take a moment to think about your day and what you have learned, 

so that you can make changes for the future. 

12. Take care of yourself.  Only by taking care of yourself will you have the resources and 

energy to care for children and their families in your program. 

13. Talk regularly with your colleagues and attend bi-monthly team meetings pertaining to 

child care issues.  Remind yourself that caring for toddlers and preschoolers and working 

with families is both rewarding and demanding work.  This work is easier and better done 

with the support of colleagues. 
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January–Winter 

Week 1–Boxes 

Week 2–Snow & Ice 

Week 3 –Winter Activities 

Week 4–Communication 

Color–White 

Shape– Rectangle 

July – Summer 

Week 1–Water World 

Week 2–Bugs and Insects 

Week 3–Outer Space 

Week 4–Camping 

Week 5–Munch and Crunch (4 food groups) 

Color–Yellow 

Shape–Octagon  

February–Valentine’s Day 

Week 1–Bears 

Week 2–Hearts & Cupids 

Week 3 Families 

Week 4 Brushes 

Color–Red 

Shape–Heart 

August- Make Believe 

Week 1–Nursery Rhymes 

Week 2–Fairy Tales 

Week 3– Dinosaurs 

Week 4–Circus & Zoo Animals 

Color–Purple 

Shape–Trapezoid 

March –Easter 

Week 1–Baskets 

Week 2–March Break 

Week 3–Signs of Spring 

Week 4–Easter 

Color–Green 

Shape–Shamrock 

September–All About Me 

Week 1–Apples 

Week 2–My Body 

Week 3–Five Senses 

Week 4–Fall Changes 

Color–Brown 

Shape–Circle 

April–Spring 

Week 1 – Hats 

Week 2 – Birds 

Week 3 – Pets 

Week 4 – Farm Animals 

Week 5 – Forest Animals 

Color – Blue 

Shape – Oval 

October–Fall and Thanksgiving 

Week 1–Thanksgiving 

Week 2–Occupations 

Week 3–Musical Instruments 

Week 4–Pumpkins 

Week 5- Ghost & Goblins 

Color–Orange 

Shape–Square 

May – Mother’s Day 

Week 1–Jewelry & Accessories 

Week 2–Mother’s Day 

Week 3–Flowers 

Week 4–Baking 

Week 5- Gardening 

Color–Pink 

Shape–Diamond 

November–Our Community 

Week 1–Things In My Home 

Week 2–Dwellings/Buildings 

Week 3–Animals Preparing for Winter 

Week 4–Winter Clothing 

Color–Black 

Shape–Triangle 

June–Father’s Day 

Week 1–Sports 

Week 2–Father’s Day 

Week 3–Tools 

Week 4–Transportation 

Color–Gray 

Shape–Hexagon 

December–Christmas 

Week 1–Decorations 

Week 2–Gifts/Presents 

Week 3–Symbols of Christmas 

Color–Red 

Shape–Star 

Note:  themes may vary depending on holiday schedule and number of weeks per month.  
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POLICY 

The Toddler Program is geared for children between the ages of 18 to 30 months. The program has 

spaces for up to 15 toddlers.  

The daily program will provide a balance of developmentally appropriate and culturally enriched 

activities in a fun, nurturing environment. Toddlers will interact through play, learn the importance 

of their environment and develop relationships based on the Seven Sacred Teachings while nurturing 

their individuality. 

Bravery/Aakdehawin 

Wisdom/Nbwaakaawin 

Respect/Mnaademdamowin 

Honesty/Jwekwaadzwin 

Humility/Dbaadendiziwin 

Truth/Debwemin 

Love/Zaagidwin 

PROCEDURE 

1. Interactive weekly themes are followed to keep the children challenged and interested. A 

team approach is used in all aspects of programming. 

2. Children enrolled in this program will participate in activity centers that will: 

a) develop motor skills;  

b) enhance cognitive development; 

c) build social skills; 

d) build self-help skills; and 

e) the actual name of the seven sacred teaching in English/Ojibway. 
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Time Activity Purpose 
8:00  Centre Opens  

8:15 – 8: 30  Greet children and 

parent(s)/guardian 

Self-Directed Activities 

Children are encouraged to dress and undress themselves. 

Independence is encouraged children have this opportunity to get 

oriented with the group and feel at ease. 

8:30 – 9:45  Structured Play Children take this opportunity to experiment with various play 

materials, activity centers such as water play, play dough, art tables, 

easels, cutting tables and puzzles. These activities inspire imaginative 

play, development of motor skills, eye and hand coordination, social 

skills, sharing and clean up.  

9:15 – 9:45  Washroom Routine  

 

Children are taught personal hygiene. Children learn to assimilate 

their possessions with a wall name tag, as well as encouraging 

tidiness (diaper change, toilet training). 

9:45 – 10: 00  Book and Puzzle Time Books and puzzles, coloring attributes fine muscle coordination and 

interacting with others through socialization. 

10:00 – 10:15  Snack Time Snack time introduces new and different taste experience; manners 

and proper eating methods are modeled. 

10:15 – 11:00  Outdoor/Indoor Gross 

Motor Play 

Gross motor skills (jumping, running, riding, bikes, swinging) are 

tested. Fresh air is important. Extra-curricular activities can also be 

introduced at this time, such as nature walk, cultural teachings, 

resource guests (police, nurse, fire fighter).  

11:00 – 11:30  Washroom Routine 

 

Personal hygiene and toilet training through structured time. Children 

are always encouraged to use the bathroom during the day. 

11:30 – 12:00 

PM  

Toddler lunch (tooth 

brushing, hand washing) 

Nutritious lunches are provided for the children. Introduction of new 

foods in small amounts. Children are encouraged to serve part of the 

meal. Proper eating techniques are always encouraged. 

12:00 – 2:30  Nap Time Memory skills are tested through recognition of cots. This is a 

necessary time of rest and relaxation. Children are encouraged to take 

the responsibility to take off and put on their socks and shoes and to 

fold their blankets. 

2:30 – 3:00  Wake Up, Washroom  Personal hygiene 

3:00 – 3:15 Snack Time Social time; children require smaller portions of food at shorter 

intervals.  Mid-morning and afternoon snacks are necessary to 

provide energy. 

3:15 – 3:30  Circle Time Fun time of learning specific concepts such as seasons, holidays, 

weather, colors, phonics, numbers, animals, homes, etc. These 

concepts are reinforced by using songs, stories, games, puppets, 

finger plays, sensory experiences, special activities. Theme teaching 

reinforces learning techniques. Benefits are social skills, hand and 

eye coordination, listening and memory skills. 

3:30 – 4:45  Outdoor/ Indoor Gross 

Motor Play  

Fresh air, gross motor skills and clean up. Preparation for 

parent(s)/guardian to pick up children.  

4:45 PM Centre Closed  
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POLICY 

The Preschool Program is geared for 24 children from 31 months to 5 years of age.  

The daily program will provide a balance of developmentally appropriate and culturally enriched 

activities in a fun, nurturing environment. Preschoolers will interact through play, learn the 

importance of their environment and develop relationships based on the Seven Sacred Teachings 

while nurturing their individuality. 

PROCEDURE 

1. The focus is on each child’s progress and development. The preschool program is geared to 

each individual child’s skill level and learning style and to prepare them for school 

readiness.  

2. Interactive weekly themes are followed to keep the children challenged and interested. A 

team approach is used in all aspects of programming. 

3. Children enrolled in this program will participate in activity centers that will: 

a) develop and enhance motor skills;  

b) enhance cognitive development; 

c) build and reinforce social skills; and 

d) build and reinforce self-help skills 
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TIME  ACTIVITY PURPOSE OF ACTIVITY  

8:00AM Center Opens  

8:15 - 9:00  Arrival-put away 

items in locker – Self 

Directed play 

Children are encouraged to dress and undress themselves.  

Independence is encouraged children have this opportunity to get 

oriented with the group and feel at ease. 

9:00 – 10:00  Structured Play  Children take this opportunity to experiment with various play 

materials, activity centers such as water play, play dough, art tables, 

easels, cutting tables and puzzles.  These activities inspire imaginative 

play, development of motor skills, eye and hand coordination, social 

skills and sharing.                                                                                                                                                    

10:00 – 10:15  Bathroom  Younger children are toilet trained, while older children are being 

taught personal hygiene.  Children learn to assimilate their possessions 

with a wall name tag, as well as encouraging tidiness. 

10:15 – 10:30  Table Activity and 

Snack Time 

Books, puzzles, coloring attributes fine muscle coordination and 

interacting with others through socialization.  Snack time introduces 

new and different taste experiences; manners and proper eating 

methods are modeled. 

10:30 – 10:45  Circle Age groups are separated.  Fun time of learning specific concepts such 

as seasons, holidays, weather, colors, phonics, numbers, animals, 

homes, etc.  These concepts games, puppets, finger plays, sensory 

experiences, special activities.  Theme teaching reinforces learning 

techniques.  Benefits are social skills, hand and eye coordination, 

listening and memory skills. are reinforced by using songs, stories, 

10:45 – 11:00  Bathroom, Dress, 

Outdoors 

Independence is encouraged, assistance is always available.  Memory 

skills are tested through recognition of lockers. 

11:00 – 11:45  Outdoor Play/Gym 

Play 

Gross motor skills (jump, running, riding bikes, swinging) are tested.  

Fresh air is important.  Extra-curricular activities can also be introduced 

at this time, such as nature walk, cultural teachings, resource guests 

(police, nurse, fire fighter). 

11:45 – 12:00 

PM 

Bathroom Personal Hygiene and toilet training through structured time.  Children 

are always encouraged to use the bathroom during the day. 

12:00 – 12:30  Lunch Nutritious lunches are provided for the children.  Introduction of new 

foods in small amounts.  Children are encouraged to serve part of the 

meal.  Proper eating techniques are always encouraged. 

12:30 – 12:45  Bathroom Personal hygiene, as well as dental program. 

1:00 – 2:45  Sleep Room Memory skills are tested through recognition of cots.  This is a 

necessary time of rest and relaxation.  Children are encouraged to take 

the responsibility to take off and put on their sock and shoes and to fold 

their blankets. 

2:45 – 3:00  Bathroom Personal hygiene, as well as dental program. 

3:00 – 3:30  Table Activity and 

Snack Time  

Social time, children require smaller portions of food at shorter 

intervals.  Mid-morning and afternoon snacks are necessary to provide 

energy. Preparation for outdoor play 

3:30 – 4:45 Indoor/Outdoor Play Fresh air, gross motor skills and preparation for parent(s)/guardian to 

pick up children and clean up 

4:45 PM Centre Closes  
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POLICY 

Ages and Stages is a term used to broadly outline key periods in the human development timeline. 

During each stage growth and development occur in the primary developmental domains including 

physical, intellectual, language and social – emotional. Our goal is to help parent(s)/guardian 

understand what is taking place in their child’s brain and body during each period with the hope 

that they will be able to provide the necessary support, encouragement, structure and interventions 

to enable a child to progress through each stage as easily and successfully as possible based on 

each child’s unique set of traits and interests. 

PROCEDURE 

1. The Ages and Stages Questionnaire-3 will be provided to the parent(s)/guardian upon the 

child’s enrollment at Shki Waase-Aaban Binoojiinh Gamik.   Further assessment and 

screening may be completed on the child using the Ages and Stages: Social-Emotional 

Questionnaire (ASQ:SE). 

2. Staff will continue to monitor the child’s development using the ASQ developmental 

screening tool throughout their childcare experience. If there are concerns raised by staff or 

parents/guardian regarding the child’s developmental progress, either can recommend to 

discuss and or implement the Early Learning Individual Support Plan (ISP) for the child 

(refer to Policy #A.011) 

3. A copy of each developmental stage will be provided to the parent(s)/guardian and a copy 

will be placed in the child’s file 

Ages and Stages Questionnaire 

1. This is a simple questionnaire that the parent(s)/guardian complete   upon enrollment. It is 

based on the age of the child and asks specific questions to determine your child’s 

development in the following areas:  

a) Communication: looks at the child's language skills, both what he/she understands 

and what he/she can say; 

b) Gross motor: looks at large muscle movement and coordination; 

c) Fine motor: looks at hand and finger movement and coordination;  

d) Problem solving: looks at how the child plays with toys and the child's problem-

solving skills; and 

e) Personal social: looks at the child's self-help skills and interactions with others.  

2. An overall section is provided to address any general parent(s)/guardian concerns.  

Ages and Stages: Social – Emotional Questionnaire 

1. This is a simple questionnaire that the parent(s)/guardian will complete (if required) at 

home. This questionnaire compliments the ASQ-3 by providing information specifically 

addressing the social and emotional behaviour of children ranging in age from 3 to 66 

months and includes the following areas:  
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a) Self-regulation looks at the child’s ability or willingness to calm or settle down; 

b) Compliance looks at the child’s ability or willingness to conform to the direction of 

others and follow rules; 

c) Communication looks at the child’s ability or willingness to respond to or initiate 

verbal or nonverbal signals to indicate feelings; 

d) Adaptive functioning looks at the child’s success or ability to cope with physiological 

needs (e.g., sleeping, eating, toileting, safety); 

e) Autonomy looks at the child’s ability or willingness to self-initiate or respond without 

guidance (i.e., moving to independence); 

f) Affect looks at the child’s ability or willingness to demonstrate his or her own 

feelings and empathy for others; and 

g) Interaction with people looks at the child’s ability or willingness to respond to or 

initiate social responses to parent(s)/guardian, other adults, and peers. 
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POLICY 

Shki Waase-Aaban Binoojiinh Gamik is under the jurisdiction of the Sagamok Anishnawbek First 

Nation. Therefore, all authorized activities including program van transportation are covered for 

liability, as stipulated, within the band insurance program through its insurance provider. 

PROCEDURE 

1. Parent(s)/guardian consent is required to authorize participation for all outings and field trips 

by completing the Consent Form for Outings and Field Trips (Form # C.18). 

2. Also refer to Policy B.160 – Volunteers and Placement Students in relation to this policy. 
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POLICY 

We do not adopt any corporal or physical punishment as a disciplinary measure. We recognize the 

detrimental and long lasting effects this may have on a child. We believe in positive reinforcing 

with teaching techniques and explaining to the child the difference of what is and what is not 

acceptable behaviour. At all times the parent(s)/guardian is consulted should unacceptable 

behaviour continue. This consultation will address any possible therapeutic approaches that may 

be beneficial in correcting behaviour. 

PROCEDURE 

1. No person or staff of the Shki Waase-Aaban Binoojiinh Gamik shall permit: 

a) Corporal punishment of a child; 

b) Deliberate harsh or degrading measures to be used on a child that would humiliate a 

child or undermine a child’s self-respect; and 

c) Deprivation of a child of basic needs including food, shelter, clothing or bedding. 

2. No person or staff of the Shki Waase-Aaban Binoojiinh Gamik shall; 

a) Lock or permit to be locked for the purpose of confining a child, the exits of the 

centre; or 

b) Use a locked or lockable room or structure to confine a child who has been 

withdrawn from other children. 

Contravention of Disciplinary Measures 

1. When an inappropriate incident regarding discipline occurs as indicated above, the 

following must be enforced: 

a) The child and person/staff are immediately separated; 

b) The child is examined for obvious signs of abuse, and observed for less obvious 

signs of stress, change in character, humiliation or fear; and 

c) Parent(s)/guardian must be contacted immediately should the child require further 

examination by a physician. 

2. Steps to be taken: 

a) Must report incident immediately to the Supervisor.  

Within one hour of incident: 

a) Anyone witnessing the incident must submit a written incident report to the 

Supervisor; and 

b) The Supervisor must report to the Director of Education or designate 

Within 24 hours of the incident: 

a) All incident reports are given to the Director of Education or designate; 
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b) All evidence and intervention must be carefully documented and written in a report 

to the examiner and Director of Education or designate; and 

c) If warranted the Director of Education or designate will notify the appropriate 

authorities, i.e. Anishnawbek Police Service, Nog-da-win-da-min, etc. 

3. Any staff member who is being investigated for abuse will be placed under a temporary 

suspension, pending final verdict of investigation.  Also refer to Early Childhood Educators 

Act, 2007, Ontario Regulation 223/08, Professional Misconduct. 

4. Any person found negligent in the mistreatment of children within the Shki Waase-Aaban 

Binoojiinh Gamik will be grounds for dismissal, and will be recorded on their personnel 

record and further to this, will not be allowed for any future intervention with any children 

of Sagamok Anishnawbek, i.e. programs, school. 
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POLICY 

We maintain a positive discipline policy, which focuses on prevention, redirection, love, 

consistency and firmness. We stress two main patterns of behavior: respect for other people and 

respect for property.  

Under NO CIRCUMSTANCES will there be any spanking, physical abuse, verbal abuse, name 

calling or isolation used. Neither food nor sleep will ever be withheld from children as a means of 

punishment. 

PROCEDURE  

1. Prevention  

a) Staff should be well aware of children’s behaviours and have some insight of how 

they react to situations, individually and within group settings.  This may assist them 

in: 

i. Foreseeing and forewarning situations that may arise; 

ii. Setting necessary boundaries; 

iii. Stepping in before a problem arises; and 

iv. Providing a cautionary word to eliminate a predicament. 

2. Discipline 

a) Discipline by a teacher may consist of a glance, an encouraging word at the right 

time, or diffusing of the situation. 

3. For a Child Over 2 

a) A child who is endangering him/herself and/or others should be removed from the 

situation until he/she is logical enough to reason with; 

b) Take the child aside and explain their misconduct and give them an opportunity to 

understand the situation; 

c) If necessary remove him/her from the room and continue to explain the inappropriate 

behaviour; and 

d) Once the situation has reached an amicable solution, then the child will return to the 

group and/or classroom. 

4. On Second Incident 

a) If a child continues demonstrating aggressive and/or inappropriate behaviour 

towards their peers, the behaviour will be documented on the child’s file. 

b) If a discipline problem arises that does not respond to the above mentioned 

techniques, we will hold a conference with the parent(s)/guardian. Together, we 

will try to find a solution.  
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c) Parent(s)/guardian may be called to remove your child if his/her behavior prevents 

us from being able to properly care for the other children. If the problem continues, 

other arrangements for the care of the child will have to be made, for the safety and 

well-being of all. 

  “Discipline means teaching, not punishment.”– T. Berry Brazelton M.D. – Touchpoints 
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POLICY 

The Shki Waase-Aaban Binoojiinh Gamik has a written behavior management policy that has 

been established in accordance with the Childcare and Early Years Act. 

PROCEDURE 

1. The behaviour management policy is reviewed annually by the Supervisor. 

2. The policies and procedures are reviewed with employees, placement students, volunteers 

and participating parent(s)/guardian before they begin employment and/or placement and at 

least annually thereafter. 

3. The Behaviour Management Review Log (Form C.19) must be signed and dated   to 

indicate that staff have reviewed and understood the procedures and agree to abide by 

them.  This form emphasizes that contravention of the behaviour management policy is a 

serious matter that will result in disciplinary action being taken and/or possible dismissal.  

4. As necessary behaviour management policies will be reviewed at team meetings and staff 

will have the opportunity to discuss any behaviour management issues (i.e. common 

expectations, limits, consistency and appropriate techniques for difficult situations, etc.).  A 

written record of new rules or methods of handling situations will be kept in the team meeting 

log book. 

5. As necessary, appropriate training, advice or expertise will be sought out to address any 

issues with respect to behaviour challenges identified by staff. 

6. Should an unacceptable behaviour management practice be observed by the Supervisor or 

designate or other staff member, the offending behaviour is to be stopped immediately and 

the child is to receive any necessary assistance depending on the situation, (i.e. comfort, 

attention, reassurance). The Supervisor or designate will immediately discuss the practice 

and it’s correction with the staff involved. Additionally, the program’s behaviour 

management and contravention policy will be reviewed and the staff member will be 

required to sign the Behaviour Management Review Log. 
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POLICY 

Each of us has a responsibility to protect children and youth from harm.  As a professional educator 

working directly with children, you have a legal and ethical duty to report to a Child Welfare 

Authority when you have reasonable grounds to suspect that a child is or may be in need of 

protection. 

Any staff member, who has reasonable grounds to suspect that a child has suffered abuse or is at 

risk of suffering abuse, must report their concern directly to the Child Welfare Authority.  The 

obligation to report is a personal one and cannot be delegated to another person. 

Refer to the current College of Early Childhood Educators “Professional Advisory/Duty to Report”  

PROCEDURE 

1. Immediately upon ascertaining that there are reasonable grounds to suspect that a child is at 

risk of abuse or has suffered abuse, the staff member personnel must contact the Child 

Welfare Authority and report their concern.  The duty of a professional or official to make a 

report overrides the provisions of any other provincial statute, including those that would 

otherwise prevent the disclosure of privileged or confidential information. 

2. The Child Welfare Authority has the authority to determine whether abuse has occurred and 

will conduct the investigation, possibly with the aid of the police.  The exact process will 

depend on the protocol of the particular Child Welfare Authority. 

3. No legal actions can be taken against any person who reports their concerns to the Child 

Welfare Authority as long as there are reasonable grounds to believe that the child is in need 

of protection and the person making the report is not acting maliciously. 

4. Under the Child and Family Services Act (CSFA), failure of a person performing 

professional or official duties, with respect to children, to report a child who they feel is in 

need of protection is an offense as per the CSFA.   

Refer to Child Welfare Service Protocol Agreement between Sagamok Anishnawbek and  

Nogdawindamin Family & Community Services,  @2017 
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POLICY 

Any serious occurrence which affects the physical and well-being of a child or the daily operation 

of the Shki Waase-Aaban Binoojiinh Gamik requires immediate documentation and reporting to any 

external/intervention agencies which necessitates further investigation.   

A Serious Occurrence means: 

a) The death of a child who received child care at Shki Waase-Aaban Binoojiinh Gamik 

(SWBG), whether it occurs on or off the premises; 

b) Abuse, neglect or an allegation of abuse or neglect of a child while receiving child care at 

SWBG; 

c) A life-threatening injury or a life-threatening illness of a child who receives child care at 

SWBG; 

d) An incident where a child who is receiving child care at SWBG goes missing or is 

temporarily unsupervised; or  

e) An unplanned disruption of the normal operations of SWBG that poses a risk to the health, 

safety or well-being of children receiving child care. 

PROCEDURE 

1. The Supervisor or designate must call 9-1-1 immediately, then the Director of Education or 

designate for all incidences listed above and the proper external authorities i.e. Child Welfare 

Authority and Ministry of Education Program Advisor (within 24 hours). 

2. Parent(s)/guardian will be immediately contacted in the situation of a serious occurrence.  

3. The Supervisor or designate must document information by completing a “Serious 

Occurrence Notification Form” which is posted on the information board outside the Main 

Office. 

4. Any staff, student and volunteers witnessing any serious occurrence must document relevant 

facts, in writing, and provide to the Supervisor and or designate. All information must remain 

confidential and be submitted to the Director of Education or designate and necessary 

external/intervention agencies as required.  

5. Parent(s)/guardian must be contacted within the same day for any closure, for any length of 

time.  Parent(s)/guardian must be informed when the day care is expected to reopen. 
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POLICY 

The Shki Waase-Aaban Binoojiinh Gamik will prepare all nutritious lunches and snacks in 

accordance with Canada’s Food Guide.  

PROCEDURE 

1. Food is prepared on-site by the cook/housekeeper who possesses Safe Food Handling 

Certification. 

2. A five-week menu of lunches and snacks are posted on the parent(s)/guardian information 

board at all times. 

3. Parent(s)/guardian must inform staff on any special dietary needs and allergies by completing 

the Individualized Allergy Plan (Form # C.20). A list will be posted in the classrooms, 

kitchen, and serving area identifying the children who require specific attention to their 

menus.  

4. Where additional food and drink or both is supplied by a parent(s)/guardian of a child; the 

container shall be labeled with the child’s name and shall be stored, prepared and served, so 

as to retain maximum nutrition value and prevent contamination. 

5. Staff will be required to complete the Special Events Order Form (Form C.21) and submit 

to the cook/housekeeper when supplies are needed. 

6. A Dietician (when services are available) will be consulted to review the five-week menu to 

ensure proper planning and nutrition is followed. He/she may sign that they have may 

reviewed the menu. 
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POLICY 

All diapering for children will be carried out in a sanitary, safe manner to prevent the spread of 

germs and diseases that can occur during the diaper changing process. The procedure for diapering 

will be posted at every location where diapering is to take place. 

PROCEDURE 

1. Each child is to have a separate compartment for storage of diapering materials. 

2. Diapering procedures are as follows: 

a) Wash hands;  

b) Organize needed supplies; 

c) Place a disposable covering (e.g. paper towel) or change pad on the diapering change 

table; 

d) Gloves must be used if child has bowel movement; 

e) Hold child away from your clothes as you place him/her on change table; 

f) Remove soiled diaper; 

g) Clean child with a pre-moistened disposable wipe or single-use towel. Discard soiled 

wipes/towels in soiled diaper or a plastic-lined receptacle (foot pedal preferred); 

h) Place soiled clothing into a plastic bag, without washing or rinsing, to send home with 

parent(s)/guardian for cleaning; 

i) Use skin care products only if requested by the parent(s)/guardian, and only for the 

designated child.  Skin care products should be labeled with each child’s name and 

dispensed using a disposable applicator; 

j) Remove the disposable covering from beneath the child. Discard in plastic-lined 

receptacle; 

k) If you are wearing gloves, remove and dispose of them now in the plastic-lined 

receptacle; 

l) Wash your hands or use a pre-moistened disposable towel; 

m) Diaper and dress the child; 

n) Wash the child’s hands with soap, running water and use paper towels to dry; 

o) Return the child to the activity or sleep area; 

p) Clean and disinfect the diapering area. All equipment or supplies that were touched, 

including the change pad, should be cleaned and disinfected. Disinfectant should be 

allowed to air dry; and 

q) Wash your hands thoroughly with soap and water. 
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POLICY 

The Shki Waase-Aaban Binoojiinh Gamik is responsible for informing current, newly enrolled 

children and staff of fire safety, fire procedures and evacuation processes. 

The Supervisor and the Sagamok Anishnawbek Fire Department (Fire Chief) are responsible, 

jointly, for coordinating the following: 

 A Fire Inspection shall be conducted by the Sagamok Fire Department on an annual basis 

and must provide a fire inspection report to the Shki Waase-Aaban Binoojiinh Gamik 

Supervisor. 

 Staff shall conduct fire drills and equipment checks at least once per month and must record 

activity on Fire Drill Log and Equipment Check. (Form # C.22) 

 Tests on the fire alarm system and fire protection assembly must be conducted every year by 

System’s Provider. 

 A designated place of assembly (South area of the parking lot) where children and staff can 

be accounted for and temporary care (and immediate first aid) can be given if the building 

must remain vacant. 

 Fire Chief must confirm that the written fire procedure is acceptable. 

 Each staff member is instructed on the fire procedure  

 Fire Chief must train staff, annually,  on the proper use of fire extinguishers and recorded  in 

the Administration log book; and  

 All fire and evacuation procedures are to be posted in each room. 

ALL RECORDS OF THESE ACTIVITIES MUST BE WRITTEN AND FILED.  FIRE 

RECORDS MUST BE KEPT FOR AT LEAST TWO YEARS. 

FIRE PROCEDURE: 

1. When a fire alarm sounds, or a fire is spotted by staff, or when a fire drill is in progress, the 

teachers will quickly assemble the children and exit the building to the nearest exit. Staff 

must refer to the Fire and Evacuation Schedule. (Form # C.23) 

2. Staff is primarily responsible for the children’s immediate safety by: 

a) Lead Teachers are responsible to retrieve attendance records and emergency contact 

file; 

b) Cook/housekeeper is responsible for turning off stove and other such appliances; 

c) Commencing immediate evacuation in a calm, quiet, and controlled manner; 

d) Supervisor to check premises, if safe to do so, including washroom areas, closets and 

other hiding places for children, to ensure that all persons have left the building.  As 

well as close all windows, doors, shut off lights, only if time is available; 

e) Ensuring that all children are accounted for by taking attendance of all children; 

f) Administering required First Aid; 
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g) Supervisor to contact emergency services; and 

h) Appropriate attempt to control fire by using fire extinguisher, only after all children 

have been evacuated. 

3. Emergency evacuation of the children to the secondary location (Sagamok Anishnawbek 

Multi-Educational Centre), and will remain there until parent(s)/guardian can be notified. 

Any fire will be investigated and reported to the local fire department   

4. All staff, volunteers and placement students must also reference the current Sagamok 

Anishnawbek Emergency Response Plan for further fire, evacuation and emergency 

procedures. 

 

Fire Procedure reviewed by Sagamok Anishnawbek Fire Chief on: 

 

_____________________________________  

Date 

 

________________________________________ 

Fire Chief (Print Name) 

 

________________________________________ 

Fire Chief Signature 
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POLICY 

The Supervisor will ensure that the following procedures are reviewed with all staff, volunteers and 

placements on a monthly basis to ensure fire prevention. 

PROCEDURE 

1. First Aid 

a) All staff members and volunteers must maintain an up-to date Standard First Aid 

Certificate and know the procedures for a burn or smoke inhalation victim. 

2. Smoking 

a) The Shki Waase-Aaban Binoojiinh Gamik building and playground is a smoke-free 

environment.   

3. Hallways 

a) All staff and volunteers must maintain clear passageways leading to all exits. 

4. Sleeping 

a) Cots should be spaced at least 46 cm (18.1 in.) apart and with an aisle of at least 92 cm 

(36.2 in.) wide; and 

b) Staff on the premises during rest period must never be less than two-thirds the required 

ratios, so as to ensure an effective emergency evacuation. 

5. Kitchen 

a) The building must have adequate resistant fire doors in the kitchen. These doors must 

be kept closed.  Self-closing doors are recommended. One 2A - 10 BC rated portable 

fire extinguisher is installed in the kitchen. 

6. Storage 

a) The Ontario Fire Code requires that the Shki Waase-Aaban Binoojiinh Gamik adheres 

to the following procedures: 

i. All “flammable and combustible” liquids, such as paint and cleaning fluids, are 

stored in areas inaccessible to children; 

ii. Ensure that combustible waste materials do not accumulate in amounts or 

locations which would constitute a fire hazard; 

iii. Ensure that the store room or metal storage cabinet have a three-quarter hour 

separation. This means that a fire would be contained in the room or storage 

cabinet for a minimum of 45 minutes before spreading; 

iv. Flammable creative materials are stored in metal containers or containers that 

are approved by the Underwriters Laboratories of Canada (ULC); and 
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v. All waste containers be made of non-combustible materials (do not use plastic, 

waste containers should have lids). 

7. Display Areas 

a) The Ontario Fire Code states that in day care centers, combustible artwork and teaching 

materials attached to walls must not exceed 20 per cent of the area of such walls; and 

b) Display items on bulletin boards should be kept flat. 

8. Laundry Room 

a) Cleaning of the dryer exhaust hose will be done through Service Request Manager; 

and 

b) Cleaning of the lint tray 

9. Christmas, Birthdays and Special Days 

a) Staff should plan for emergency exits on occasions when large groups are present for 

parties and other special programs. 

i. Use flameproof paper decorations; 

ii. Uses only approved low-voltage electric light decorations and provide adult 

supervision whenever the lights are in use; 

iii. Do not use extension cords in areas that may be used as pathways for emergency 

exit. Unless approved, open flames (i.e. candles) cannot be used; and 

iv. Make certain that any flammable material, such as paper wrappings and paper 

napkins are promptly removed. 
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POLICY 

Shki Waase-Aaban Binoojiinh Gamik staff/ volunteers are to know how to respond during any 

injury /illness situation. Emergency first aid is to be given immediately to an injured person to 

minimize injury and future disability. 

PROCEDURE 

1. Common Minor Cuts, Abrasions, Splinter wounds or other skin punctures 

a) Control any profuse bleeding by applying pressure to the area; 

b) Cleanse the wound with sterile gauze pad, antiseptic soap and water; 

c) Small splinters, if they are easily accessible, can be removed with sterile implements. If 

splinter proves difficult to remove, leave it alone. Complete accident report in the 

communication book and recommend that the parent(s)/guardian contact the child’s 

physician; and  

d) Any injury must be reported to the parent(s)/guardian. 

2. Bruises and Bumps 

a) Immediately apply ice in a bag which will both relieve pain and reduce swelling; 

b) If bump is severe, have child lie down and contact medical personnel; and 

c) If child appeared momentarily stunned at time of injury, he/she may have suffered a 

concussion. Someone should remain with him/her, keep him/her quiet and observe for 

change in status or loss of consciousness and if either occurs get medical assistance and 

notify parent(s)/guardian immediately. 

3. Shock 

a) Shock is usually caused by too little blood circulation, through the body because of 

serious injury either internal or external; 

b) Symptoms include: 

i. Profuse cold sweating; 

ii. Extreme paleness; 

iii. Rapid breathing and gasping for air; 

iv. Rapid, barely perceptible pulse; 

v. Nausea; and 

vi. Dizziness 

c) A child in shock should be handled with gentleness and care. Elevate the feet slightly 

and loosen his/her clothing. Seek medical attention immediately; 

d) Turn the child’s head sideways if he/she is vomiting; 

e) Cover with a warm blanket and observe closely; 
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f) Stay with the child at all times; and 

g) Notify parent(s)/guardian and seek medical attention immediately. 

4. Bleeding 

a) Loss of blood can weaken a child rapidly. 

5. Bleeding from Open Wound 

a) Apply sterile dressing and apply pressure over area; 

b) Seek medical attention if bleeding continues; 

c) Keep part elevated above heart level if possible; and 

d) Contact parent(s)/guardian. 

6. Nosebleeds 

a) Have child sit in a chair; 

b) Apply direct pressure to side of nose which is bleeding; 

c) Maintain pressure on nostril to provide an opportunity for a blood clot to form; 

d) Apply ice to back of neck; 

e) If bleeding persists contact parent(s)/guardian and ask them to contact their physician; 

f) If bleeding stops keep child quiet for one hour and observe for fainting or shock, contact 

parent(s)/guardian; and 

g) Encourage child not to blow nose for at least two hours. 

7. Fainting 

a) A child may faint if he becomes: 

i. Overheated; 

ii. Overtired; or 

iii. Frightened. 

b) Fainting is usually proceeded by dizziness and a blurring of vision.  Breathing may 

become shallow and he may break into a cold sweat; with generalized paleness of the 

skin; 

c) If the child is pale have him/her lie down without elevating the head until the colour 

of their skin returns normal; and 

d) If he/she is flushed have him/her lie down with his/her head slightly higher than the 

rest of their body – apply a damp cloth to forehead.  Contact parent(s)/guardian. 

8. Eye Injuries 

a) Wash your hands before examining the child’s eye; 
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b) If specks are on lower lid, grasp lashes and turn lids up in order to remove substance 

with clean piece of wet gauze or clean cloth; 

c) Never use dry cotton or pointed instruments of any kind in treating the eye; 

d) If substance is on upper lid, grasp lashes and pull lid down over the lower lid.  The 

tears formed may wash it out; 

e) If the substance cannot be easily removed, notify parent(s)/guardian and seek medical 

attention; 

f) Do not attempt to remove anything embedded in eyeball; 

g) If in doubt as to what to do, cover the injured eye with a moistened gauze pad and seek 

medical attention; and 

h) Do not allow the child to rub his eye. 

9. Chemical Burns to Eye 

a) If a chemical substance gets into the eye, flush the eye with at least one quart of water 

immediately; and  

b) If the substance is very caustic continue irrigation for fifteen minutes and take child 

to the physician. 

10. Punctures 

a) Any time an object penetrates the child, no attempt should be made to even examine it. 

Call 911 immediately. The child’s parent(s)/guardian will be contacted.  

11. Insect Bites 

a) Find the stinger and remove with tweezers if possible; 

b) Apply ice to relieve the pain; 

c) Watch the child for possible secondary reactions (i.e. shock, fainting); 

d) If child is known to have allergies to insect bites or if his reaction seems to indicate a 

possible allergy, call 911. Their parent(s)/guardian will be notified immediately; and 

e) Follow the child’s emergency plan (i.e. Epinephrine Auto injector-EpiPen). 

12. Animal Bites  

a) Vigorously wash and flush the wound or point of contact with soap and water; 

b) Dry with a sterile dressing and keep covered; and 

c) Notify parent(s)/guardian. Call 911 

13. Minor Burns 

a) Immerse in cold water; and 

b) Contact 911 for further instructions. 

14. Severe Burns with Blistering or Other Symptoms 
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a) Have child lie down and observe for shock; 

b) Call 911; and 

c) Notify parent(s)/guardian. Do not try to remove clothing from areas that have been 

burned. 

15. Sunburn 

a) Take child indoors immediately; 

b) Watch for signs of blistering or fever; and 

c) Notify parent(s)/guardian if child appears ill and encourage them to seek medical 

attention. 

16. Chemical burns on parts of body other than eye 

a) Flood with water and observe for blistering; 

b) Notify parent(s)/guardian; and 

c) Call 911 

17. Blistering (from other than burns) 

a) Do not attempt to treat blisters other than covering with a protective bandage. 

18. Frostbite 

a) Symptoms of frostbite include severe pain or greyish skin colour in the hands or feet or 

affected areas;  

b) Call 911; and 

c) Notify parent(s)/guardian. 

19. Asphyxiation 

a) This occurs when the child cannot obtain oxygen or when he/she has inhaled an excessive 

amount of carbon dioxide;  

b) If it is caused by some weight on child’s chest, try to remove the weight so his/her own 

breathing apparatus can take over; and  

c) If it is caused by an injury to the chest, do not move child, give mouth to mouth 

resuscitation. Call 911. 

20. Choking 

a) Remove object from mouth if possible. If not, stand behind child, putting your arms 

around child’s midriff and squeeze with a quick hard jerk. Repeat if necessary (Heimlich 

Maneuver); and 

b) Give artificial respiration if necessary. 

21. Drowning   

a) Apply mouth to mouth resuscitation. 
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22. Gas Inhalation  

a) Remove child from gaseous area and allow fresh air to move freely in the room. 

23. Electric Shock 

a) Turn off current. If you are unable to turn it off, use a broom handle, wooden board, or 

other non-conducting material to push child away from source of shock. Do not touch 

child with your own body while he/she is in contact with the source of current. 

24. Broken Bones, Sprains and Similar Injuries 

a) Do not move child, keep him/her lying down;   

b) Keep him/her warm and observe for shock; 

c) If bone is showing through his skin, place a sterile pad over it. Call 911; 

d) If the injury is a sprain, apply ice; and 

e) If injury is to mouth, jaw or teeth call the child’s parent(s)/guardian immediately. 

25. Convulsion  

a) Convulsions cause loss of consciousness and a violent spasmodic twitching of the 

muscles. Keep child from hurting himself while he/she is thrashing about but in doing so 

avoid restraining child because it may increase his injury;  

b) Remove nearby furniture items that the child may come into contact with;   

c) If child vomits, turn him on his/her side; 

d) Time, length and nature of convulsion noting areas of body affect;  

e) Notify parent(s)/guardian immediately; and 

f) If child is a known epileptic, parent(s)/guardian are notified and from your description 

of seizure will determine notification to 911. 

26. In Severe Situations: 

a) Immediate referral is to be made to: 

i. Poison Control Centre   1-800-268-9017 

ii. Sagamok Fire Department     865-2229/911 

iii. EMS (Ambulance)                                           911 

b) Parent(s)/guardian are to be notified immediately and apprised of their child’s situation; 

and 

c) If in doubt, consult the St. John’s Ambulance First Aid Book in the staff library. 
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POLICY 

A daily inspection will be done each morning to assess each child’s physical well-being. 

PROCEDURE 

1. Sick Children 

a) In order to maintain a healthy environment, as well as ensuring the comfort of the 

individual, a sick child cannot be accommodated in our Centre. Children who become 

sick will be isolated and kept comfortable.  Parent(s)/guardian or emergency person 

identified in the child’s registration form will be contacted to take the child home. 

Children returning after illness are expected to participate fully in the activities of the 

Centre; 

b) Children who have these symptoms will be asked to stay home, at a minimum of 24 

hours, before returning and to see a doctor if symptoms persists i.e. diarrhea, vomiting, 

severe coughing, ear ache, fever and head ache. Children who have the following 

symptoms will require a doctor’s slip to return to the Centre: unusual rash or spots, 

discharge from the eyes, severe breathing difficulties and other symptoms of 

contagious diseases (refer to Chart on page 2); and 

c) Every effort will be made by staff to report any concerns to the parent(s)/guardian. 

Parent(s)/guardian should also report to staff; loss of appetite, behaviour not consistent 

with child’s personality, changes in bowel and/or bladder routine.   

2. Communicable Diseases 

a) On confirmation of communicable disease the supervisor will post a notice notifying the 

name of the disease, general symptoms, length of communicability and incubation. The 

illness will be noted in the child’s file and will be reported to the health unit, as required 

under the Public Health Act regulation. R.S.O. 1990, c. H.7, s. 28. 

3. Immunization 

a) The Day Nurseries Act requires that prior to admission the child is immunized as 

recommended by the local medical officer of health. R.R.O. 1990, Reg. 262, s. 62 (3). 

When a parent(s)/guardian objects to the immunization on religious or conscience 

grounds, exemptions will be granted in writing. R.R.O. 1990, Reg. 262, s. 62 (4).  
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Policy # A.260 – Health Policy (Cont’d)                                                                                                                                                              Pg 2of 2 

DISEASE Influenza Head Lice (Pediculosis) Scabies Fifth Disease Pinworm Hand, Foot and Mouth 

Symptoms Chills, fever, cough, 

headache 

Nits (eggs) are oval and 

white, attached to hair 

shaft 

Adult female louse lays 

eggs, which hatch in 7 – 

10 days 

Itching  

Tiny, red bumps, scratch 

marks or white curvy thread-

like lines. Intense burning. 

Commonly found on the 

abdomen, back, arms, 

between fingers and around 

the writs and elbows 

Red rash on cheeks. Slapped 

face appearance followed by 

a lace-like rash on arms and 

rest of body.  

Note: caution for employees 

who are pregnant for 

exposure to fifth disease 

Worms which look like little while 

threads to which lay eggs at anus 

and stick to perianal skin. Intense 

itching at the anal area, usually at 

night while child sleeps. Itching 

can occur during the day but is not 

severe. Child’s hand may become 

contaminated. If eggs are ingested 

the child my re-infect himself.   

Fever, sore throat, small 

ulcers in mouth and on 

the sides of the tongue 

Red rash (raised or 

vesicular) on the hands 

and feet 

Transmission Contact with discharge 

from nose to throat of 

infected person 

Close contact with 

infected persons or 

articles used by them 

Touching someone who has 

scabies or touching their 

personal articles, i.e. towels or 

bedding 

Contact with discharge from 

nose and throat of infected 

person 

Infected human, contaminated 

hand, food, air 

Direct contact with nose 

and throat discharges, 

feces of infected persons 

and respiratory droplets 

Incubation Period 24 – 72 hours Days – weeks 2 – 6 weeks in persons 

without previous exposure 

4 – 20 days 2 – 6 days 3 – 5 days 

Period of 

Communicability 

(time when disease 

is contagious) 

Unknown 

Probably in early febrile 

stages 

As long as lice or eggs 

remain alive on the 

infested person or 

clothing 

Unite mites/eggs are 

destroyed by treatment. 

Usually after 1 or occasionally 

2 courses of treatment a week 

apart 

Most infectious before onset 

of rash 

 During acute stage and 

perhaps longer as virus in 

stool for several weeks  

Treatment Monitor and treat 

symptoms  

2 treatments of medicated 

head lice shampoo or 

rinse, 1 week apart. 

Remove nits with fine 

toothed comb. Wash 

clothing, pillow cases, 

personal articles in hot 

soapy water 

Specially medicated scabies 

lotion or body rinses 

Wash clothing, bedding, 

personal articles in hot soapy 

water 

Monitor and treat symptoms   Treat symptoms 

Isolation Until symptoms resolved, 

anywhere from 2  – 7 

days 

Until one treatment 

completed and nits are 

removed 

Until after one treatment No need to exclude if feel 

well enough to participate in 

regular activities 

Until seen by family physician and 

under treatment 

Until signs and symptoms 

of infection clear 
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POLICY 

The Shki Waase-Aaban Binoojiinh Gamik will only administer those drugs prescribed by a legally 

qualified medical practitioner. Parent(s)/guardian may take the initiative to enter the day care and 

administer non-prescription medication. In this situation, it MUST be recorded in the daily log 

book. 

Whenever possible, parents should be encouraged to administer medication to their children at 

home, if this can be done without affecting the treatment schedule.  If medication must be 

administered while receiving child care, a clear schedule should be established and if possible, 

administration coordinated so that children in a given group can receive their medication at the 

same time. 

PROCEDURE 

1. Prior to receiving any approved drug or medication for a child attending Shki Waase-Aaban 

Binoojiinh Gamik, the parent(s)/guardian must complete a Medication Administration Form 

(Form # C.25).  Medication will not be given if the form is not completed. This form will 

include: 

a) The container or package containing the drugs or medications is clearly labelled with 

the child’s name; 

b) Written authorization; 

c) Reasons for administering drugs; 

d) Expiry date of medication; 

e) Name of drug, MUST be in original container; 

f) Instruction on amount of dosage; 

g) Times the drug is to be administered; 

h) Storage instructions according to the instructions on the label; and 

i) Possible side effects 

2. No needles will be given to a child by a person who is not medically qualified.  

3. Information on the medication release form will be verified by checking the label and 

ensuring that it corresponds with the information stated on the form. In the event of a 

medication which is to be administered regularly over a prolonged period, such as over one 

week, the parent(s)/guardian will need to come in and sign another form. Each authorization 

is only valid for one week.  

4. Administration of any medication will be done by the Lead Teacher in each classroom. Any 

administration of drug will be recorded on the Medication Administration Form. Once all 

medication is no longer administered, the form will be finalized and filed with the child’s 

record. 
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5. All drugs or medications are inaccessible to children at all times (with the exception of 

asthmas and emergency allergy medication that a child may self-administer), and must be 

stored in a marked and locked container in each classroom and kitchen. 

6. On the recommendation of the qualified medical practitioner, a child may be required to 

stay home until they have has recuperated from their illness. 

7. Medication that has been previously prescribed and is older than three months will NOT be 

administered. 
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POLICY:  

All Shki Waase-Aaban Binoojiinh Gamik staff must be able to quickly identify allergic 

symptoms, do their best to eliminate or minimize children’s exposure to allergens, and be aware 

of the procedures to be followed in order to help protect the safety of all students.  

PROCEDURES:  

1. To help manage children with allergies, the following list of preventative practices shall be 

implemented in the centre:  

a. Parent(s)/guardian must complete an Individualized Allergy Plan (Form # C.20) 

upon enrollment and/or at the onset of an allergic reaction;  

b. Parents are encouraged to provide staff training on the procedures to follow on 

their child’s allergy which will be documented on the Individualized Allergy Plan;  

c. Student allergy information must be shared with all staff members. Information 

cards must be posted in the classroom, kitchen, office and playground foyer, 

detailing pertinent allergy and related medication information with a photo of the 

child; 

d. Emergency medication must be made easily accessible and must be taken on all 

field trips and outdoor walks/activities;  

e. If a child develops an allergic reaction, the child’s parent(s)/ guardian is to be 

contacted immediately and information regarding the reaction recorded in the 

child’s file; 

f. All staff must take the Ministry of Educations e-learning module regarding 

anaphylaxis training and additional information can be found through Health 

Canada’s “It’s your health – Severe Allergic Reactions”; 

g. Any allergies documented within the centre will be communicated to all parent(s) 

to minimize the exposure to anaphylactic causative agents; and 

h. All staff will be informed at the monthly staff meeting on procedures to be 

followed for each child that has an anaphylactic allergy.  
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POLICY 

When there is an accident/incident involving a child or staff at the day care Centre, staff will fill 

out an Accident/Incident Form (Form # C.25). 

PROCEDURE 

1. Give a copy of the report to the parent(s)/guardian, given full explanation of the incident. A 

copy of the report is to be placed in the child’s file. 

2. All staff accidents must be reported to the Human Resources Manager of Sagamok 

Anishnawbek First Nation by end of workday.  

3. A copy of the report(s) is to be forwarded to the Director of Education’s office for 

information purposes and/or follow up if required. 
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POLICY 

The day care staff will perform or conduct regularly scheduled head checks, minimum once per 

month, for all children enrolled in the centre.   

PROCEDURE 

1. The centre will provide individual head lice combs for use throughout the year.  The combs 

will be disinfected and sterilized after each use. 

2. If a child has been identified as having head lice (nits) then the day care staff will: 

a) Inform the parent(s)/guardian by providing a Notice for Head Lice (Form # C.26); 

and 

b) Immediately arrange for the child to be transported home.  

3. After treatment is complete (this includes the removal of the eggs) and in order for 

your child to return to Day Care a “Return to School Form” will be required from 

the designate of the Community Wellness Department.   

4. Without this notification, your child will not be able to return to the Day Care.  The 

transportation driver will be notified by the Daycare Supervisor when to resume 

services, i.e. pick up. 
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POLICY 

All children must be dressed appropriately for outdoor play and accordingly to the seasonal weather.  

PROCEDURE 

1. A second set of clothing is required to be kept in the child’s locker.  The Child’s Needs List 

(Form # C.27) will be provided to parent(s)/guardian. To avoid loss or mix ups, we 

recommend that you label your child’s clothing and possessions. 

2. Additionally, please ensure your child has the following: 

a) Winter – snowsuit, hat, pair of mittens, boots, and indoor shoes; 

b) Spring/Fall – rain boots, light jacket; and 

c) Summer – hat, shorts and t-shirt (flip flops are discouraged for safety reasons) 

3. Parent(s)/guardian will be advised to refrain from sending personal toys and items from 

home. 
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POLICY 

Shki Waase-Aaban Binoojiinh Gamik realizes that for healthy development, children must have an 

adequate amount of sleep that does not exceed two hours per day.  Nap time is respected at Shki 

Waase-Aaban Binoojiinh Gamik and we will make every effort to help children relax and enjoy the 

experience.  Each toddler and preschool group has a different routine but we will make every effort 

to adapt the procedures to each particular child as much as possible. 

PROCEDURE 

1. Upon enrollment every parent(s)/guardian is consulted about their child’s sleep 

arrangements.  

2. The Supervisor/Lead Teacher will review the sleep policy and procedures with all 

parent(s)/guardian upon enrollment. 

3. If staff members observe any significant change in a child’s sleeping habits or behaviors the 

staff member is required to document in the Daily Logbook and communicate their 

observations with the parent(s)/guardian.   

4. Toddler and Pre-School Staff  will complete direct visual checks at 1:45 pm each day and  

when children are observed as having trouble sleeping, coughing, snoring or exhibiting any 

other unusual behaviours  

5. In the event that a parent requests a child to use a bottle at nap time, staff is to retrieve bottles 

when the child is falling asleep. 

6. Music, if played during rest time, should not interfere with staff being able to hear children’s 

movement and sounds. 

7. There must be sufficient light at all times to ensure staff can conduct direct visual checks 

(small lamp, night lights).  

8. Each toddler and preschooler has their own bedding and assigned cot which is checked on 

a daily basis by staff. 

9. Cots should be placed 46cm (18in.) apart and with an aisle of at least 92cm (36in. wide) to 

help ensure all children and staff can safely evacuate in case of emergency. 

 



 

Sagamok  

Shki Waase-Aaban Binoojiinh Gamik Policies & Procedures 
 
Section: A– OPERATIONS/SERVICE DELIVERY POLICIES 
Policy Title: Supervision 
Policy # A.320                            
Date Reviewed:   10/20/12        Date Approved:   09/02/15 

 

 

POLICY 

Children must be adequately supervised at all times. Ratios will be followed at all times as is 

required by the Day Nurseries Act. R.R.O. 1990, Reg. 262, Sched. 3; O. Reg. 505/06, s. 18. 

PROCEDURE 

ITEM COLUMN 1 COLUMN 2 COLUMN 3 

Age of children in Group Ratio of employees 

to children 
Max. number of 

children in a  

group 

1 Under 18 months of age 3 to 10 10 

2 18 months of age and over up 

to and including 30 months of 

age. 

1 to 5 15 

3 More than 30 months of age 

up to and including 5 years 

of age. 

1 to 8 16 

1. Every operator of a day nursery shall ensure that where there are: 

a) Fewer than six children eighteen months of age or over, there is at least one adult in 

attendance; 

b) Six or more children eighteen months of age or over, there is at least two adults in 

attendance; 

c) Fewer than four under eighteen months of age, there is at least one adult in attendance; and 

d) Four or more children under eighteen months of age, there are at least two adults in 

attendance. R.R.O. 1990, Reg. 262, s. 55 (8). 

2. All Children must be supervised by an adult at all times. 

3. Ratios are not permitted to be reduced at any time for children under 18 months of age. 

4. Ratios are not to be reduced on the playground. 
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POLICY 

Shki Waase-Aaban Binoojiinh Gamik is committed to supporting children to grow to their fullest 

potential in a safe, caring and nurturing environment.  Shki Waase-Aaban Binoojiinh Gamik 

Program Statement is aligned with the current “How Does Learning Happen? Ontario’s Pedagogy 

for the Early Years” (HDLH) and describes specific goals for children’s learning, development and 

well-being.  The Program Statement reflects the view of children as being competent, capable, 

curious and rich in potential.   

PROCEDURE 

1. All employees, students and volunteers shall review and sign off on the program statement 

prior to interacting with children annually and when the program statement has been 

modified.  Records of this shall be kept for three (3) years. 

2. Educators will model and engage in ongoing communication about all aspects of the 

program statement with students and volunteers. 

3. Monthly program meetings must take place with the teachers in each classroom to support 

staff in their program implementation. 

4. Monthly staff meetings with the full staff team to provide a forum for on-going learning and 

an opportunity to contribute to the evolution of the program and overall effectiveness of the 

centre. 

5. On-going monitoring of the classrooms will be done by the Lead Teacher to ensure that all 

staff, students and volunteers are following our Program Statement and that none of the 

prohibited practices are occurring.  In the event that any prohibited practices should occur, 

immediate action will take place, according to the centre’s policy (Staff Behaviour 

Management Policy A.160; including the current Sagamok Anishnawbek Policy & 

Procedure Manual and Quality Assurance Manual). 
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POLICY 

All information in a child’s file is considered privileged and confidential.  

PROCEDURE 

1. An index card will be completed for each child that describes the emergency contact 

information from the Enrollment Form and placed in an index box located with the reception 

in the main office. 

2. The right of every child and family to privacy is recognized and protected to the greatest 

extent possible. Parent(s)/guardian have access to their child’s records with approval from 

the Supervisor. 

3. With the parent(s)/guardian written consent, the child’s file can be released to a third party 

i.e. Biidaaban Kinoomaagegamik, unless it is demanded by a court order. The child’s file 

will include health records, letters from medical practitioners, Student Transition and 

Assessment Checklist and any developmental screening tools. 

4. Children registered in the Kindergarten program will have their files transferred at the 

request of Biidaaban Kinoomaagegamik.  

 

 

 

 

 

 

 

 

 

 



 

Sagamok  

Shki Waase-Aaban Binoojiinh Gamik Policies & Procedures 
 
Section: B–PROGRAM MANAGEMENT AND ADMINISTRATION 
Policy Title: Daily Inspection 
Policy # B.020                            
Date Reviewed:   10/20/12        Date Approved:   09/02/15 

 

 

POLICY 

All children will be generally inspected by a staff member upon arrival each day. Information from 

parent(s)/guardian is especially valuable at this time, regarding child’s health, progress, sleep and 

eating habits, and any unusual occurrences. 

PROCEDURE 

1. All information shared by parent(s)/guardian and/or observed by staff will be noted in the 

daily log book. 

2. Any unusual evidence of ill health deemed contagious will be noted in the daily log book 

and the Health Policy (Policy #A.260) will be adhered to.  
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POLICY 

All staff must ensure that children are provided with a safe outdoor environment that promotes 

creative and constructive play, at minimum, two hours each day.  

PROCEDURE 

1. The staff/child ratio must be maintained at all times in the playground area.  Staff is 

required to position themselves throughout the play area to ensure the entire play area and 

all children are carefully supervised. Staff must all circulate the playground in order to 

react quickly in a physical manner to ensure the safety of children, at all times.   

2. Staff must avoid sitting while supervising playground.   

3. The Playground Safety Log will include the following elements:  

a) Daily Visual Inspections: the Toddler/Pre-School 8:00 am shift staff are 

responsible to conduct a visual inspection, remove any garbage, debris, damaged 

toys, etc., then complete and initial the “Daily Playground Inspection Checklist” 

(Form # C.28) prior to any outdoor play.  Any actions that require attention must 

be recorded on the “Playground Maintenance & Repair Log” and provided to the 

Supervisor or designate for immediate attention; 

b) Playground Maintenance & Repair Log (Form # C.29): Contain a record of 

repairs, removal and installation of equipment. This is to include the date of the 

change, a description of the change, and documentation from the company 

providing the equipment, and certification of conformance to CSA Z614-14 if 

applicable; 

c) Monthly Inspections: Once per month, the Shki Waase-Aaban Binoojiinh 

Gamik Supervisor/designate shall inspect the playground in accordance with the 

Monthly Playground Inspection Checklist (Form # C.30).  A copy of the 

monthly inspection report will be signed by the Director of Education or 

designate and filed in the Playground Safety Binder with clear indication of 

actions needed and taken using the Sagamok Anishnawbek Service Request 

Manager process; and  

d) Annual Comprehensive Inspection and Written Report: Each year, a 

Certified Playground Safety Inspector (usually a Health Canada Representative) 

will complete a comprehensive inspection and a written report of fixed 

playground structure(s).  A copy of the report will be provided to Shki Waase-

Aaban Binoojiinh Gamik Supervisor for the Playground Safety Binder and 

copies forwarded to the Director of Education and the Ministry of Education 

Program Advisor. A copy of the annual inspection report must be submitted to 

the Ministry together with the request for approval of repairs/renovations. 

Should repairs to a playground take time, all reasonable steps shall be taken to 

bar access to the defective equipment. Cordoning off the defective area must be 

done in a safe manner.  Warning or danger signs alone are not acceptable.  

Ropes or plastic tape cannot be used. All records must be retained for 3 years.
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POLICY 

This book will be kept as a means of documenting activities throughout the day so that staff is be 

informed and prepared for activities that occur. All staff must review the daily log book when 

beginning a shift, and periodically throughout the day for new additions. 

PROCEDURE 

1. A daily log book will be kept in the Reception Area, Toddler Room and Pre-school Room. 

2. The following information will be recorded in the daily log and initialed by staff: 

a) Daily Inspection(s); 

b) Important events relating to the children and program (i.e. trips, accidents, special 

activities, etc.); 

c) Important events relating to staff (i.e. meeting, conferences, training); 

d) Changes made to the program schedule; 

e) All visitors and/or guests will be recorded;  

f) Any pertinent data given by parent(s)/guardian (i.e. trauma, child’s health); 

g) Any medications to be administered to a child; 

h) Any data relating to child’s absence from the program; 

i) Record of fire drills; 

j) Any changes to children’s schedules; 

k) New enrollments and short profiles on children including name, date of birth, and any 

pertinent data required, (i.e., allergies); 

l) Rashes, allergies or allergic reactions must be recorded;  

m) Any discharges and/or transfers of children from the program, reason for discharge; 

n) Any inquiries regarding possible enrollments; and 

o) Name of relief staff.  

3. All staff and children’s emergency information must be kept in all classrooms and in 

the main office.  

4. Written parent(s)/guardian consent is required before any information is released to a third 

party unless it is demanded by court order. 
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POLICY 

This policy is intended to support those parent(s) who do not have their own transportation.  

Each child will be assigned a permanent seat and noted on the Transportation Seating Chart 

(Form #C. 31) by the Supervisor and/or designate. Any changes to the assigned seating 

arrangements can only be made by the Supervisor and/or designate (i.e. car seat to booster) and in 

memorandum to the staff, parents, and driver. 

Once transportation has been determined and approved by the Supervisor and/or designate the 

parent must review the Van Rules Policy (Form C.05), sign and date the form acknowledging 

they understand the rules for transportation.   

The preschool 8:30 a.m. shift staff is mandated to ride the van daily at morning pick-up and 

afternoon drop-off. 

All day care staff is to review this policy at each staff rotation to be informed of new 

responsibilities and must be noted in daily log book. 

PROCEDURE 

1. The Supervisor and/or designate will prepare and review the van attendance form, which 

will include each child’s name, on a daily basis. The Supervisor and/or designate will 

ensure that the driver has the van attendance form before pick up in the morning. 

2. Parents are responsible to get on the van to buckle and unbuckle their child from their 

assigned car and/or booster seat upon pick up and drop off times. 

3. Parents are required to initial the seating chart of the Van Attendance AM Form (Form # 

C.32) and Van Attendance PM (Form # C.33) upon pick-up and drop-off of their child.  

The child’s home address is where the child will be picked up and dropped off daily.  The 

van driver will not drop children off at any other location.  No exceptions. 

4. The preschool 8:30 shift staff will be required to initial each child’s attendance on the van 

after the parent has initialed the van attendance form.  If a child is absent, the 8:30 shift 

staff is to record an “A” by the child’s name, (Also Refer to Safe Arrivals Policy #A.051). 

Unloading of the transportation van is to occur at 9:15 a.m. 

1. If the van should arrive earlier than 9:15 a.m., the driver, staff and children must remain in 

the van until toddler 8:30 shift staff assist with unloading process. 

2. The preschool 8:30 shift staff will provide the van attendance form to the toddler staff to 

initial attendance as children enter the building. 

3. The preschool staff will open both doors of van and unbuckle one child at a time from 

their car and/or booster seat beginning from back to front of the vehicle.  

4. The preschool staff will escort each child from the van and guide them and hand them off 

to the toddler staff at the main entrance door. 
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5. The preschool staff will continue unbuckling each individual child until all children are off 

the van.  

6. The toddler staff receiving the children will escort children into the main entrance until the 

preschool staff joins the group. 

7. The van driver will retrieve the van attendance form from the toddler staff. Once all 

children have been accounted for, the preschool staff and the driver will perform a final 

sweep/inspection of the van from back to front of vehicle and both staff will sign off the 

daily van attendance form.   

8. The preschool staff will provide a duplicate copy of the signed van attendance form to the 

receptionist and is to be displayed in the reception area and on the van behind the 

passenger seat. 

9. The receptionist will be responsible to transfer the morning van attendance form to the 

afternoon van attendance form and review with the Supervisor and/or designate. 

Loading the transportation van is to occur at 3:30 p.m. 

1. The receptionist will inform staff that the van has arrived and will provide the loading van 

attendance form to the preschool staff. 

2. The preschool and toddler 8:30 a.m. shift staff will meet at the main entrance with the 

children and organize from back to front of assigned seating. 

3. The toddler staff will open both doors of the van and buckle one child at a time to their 

assigned car and/or booster seat beginning from back to front of the vehicle.  

4. The preschool staff will direct each child to the toddler staff at the van.  

5. The toddler staff will continue buckling each individual child until all children are on the 

van.  

6. The toddler staff will initial that each child has been loaded onto the van.  

7. The preschool staff will board the van to escort the children home. 

8. The preschool staff and the driver will review the van attendance form to ensure each child 

is accounted for. 

9. Once the van returns to the center, the preschool staff and the driver will perform a final 

sweep/inspection of the van from back to front of the vehicle and both staff will sign the 

daily van attendance form. 

10. The preschool staff will provide a duplicate copy of the signed van attendance form once 

the parents have initialed that their child has been returned home.  The preschool staff 

member is to return the van attendance form to the receptionist by 4:15 p.m. 

NOTE:  That if two runs are necessary, the driver, preschool and toddler staff members 

must perform the above procedures until the last child arrives and leaves the center. 
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POLICY 

Hygienic practices are especially important where young children are involved. Every attempt must 

be made to control the spread of disease. Staff and children are required to wash hands with 

soap after toileting and before handling food items.  

All staff responsible for the daily, weekly and monthly sanitation practices must review and adhere 

to this policy, as well as the current Ontario Regulation 137/15 Subsection 4.2 Sanitary Practices 

and Infection Prevention and Control in Child Care Centres  

PROCEDURE 

1. Handwashing procedures are to be posted in all bathrooms and kitchen area. 

2. Teachers Responsibilities  

a) Water Sensory Tables: 

i. Water tables are filled with fresh water and sanitized at the end of each day the 

water table is in use; 

ii. Children with cuts, sores, etc. on their hands should not be permitted to use a 

communal water/sensory table; and 

iii. Cups and other open vessels should not be used so that children are discouraged 

from drinking water from the sensory table. 

b) Toys 

i. Toys and large equipment is to be washed according to housekeeping duties.   

c) Children’s Bathrooms 

i. Put disinfectant into toilet bowl and sinks; 

ii. Wash sinks and rinse, making sure to wash around taps; 

iii. Put disinfectant solution on toilets (seats, tanks, and covers); 

iv. Wipe down toilets, making sure to wipe around base of toilet; 

v. Using toilet brush, swish cleanser around toilet bowl; 

vi. Using glass cleaner, clean mirror and polish;  

vii. Wipe down change table(s) with disinfectant solution and allow to air dry; and  

viii. Clean any other surface areas that need cleaning. 

d) Bedding 

i. Sheets and beds are to be washed weekly;  

ii. Beds are sprayed with a disinfectant solution and wiped down; and   

iii. Blankets are to be laundered monthly. 

 

http://www.health.gov.on.ca/en/pro/programs/publichealth/oph_standards/docs/ipac_child_care_centres.pdf
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3. Custodial Responsibilities  

a) Floors & Doors 

i. All floors are to be washed and rugs to be vacuumed daily; and 

ii. Disinfect doorknobs on a daily basis  

b) Windows & Window Ledges 

i. All windows are to be washed daily; and 

ii. Window ledges are to be dusted daily and washed on a weekly basis 

c) Staff Bathrooms 

i. Toilet and sink facilities must be disinfected daily. Toilets are to be sprayed with 

a disinfectant solution. Sinks are to be sprayed with a disinfectant solution and taps 

and mirrors polished. 

d) Laundry Room 

i. Wipe down washer and dryer 
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POLICY 

Hygienic practices are important where young children are involved. Every attempt must be made 

to control the spread of disease. 

The Cook/Housekeeper is responsible for the daily, weekly and monthly sanitation practices of the 

kitchen and multi- purpose room.  

PROCEDURE 

1. Children with allergies will be accommodated. 

2. Proper foot wear and attire are to be worn at all times.  

3. Any food handling preparation or serving requires thorough hand washing.  

4. Food is stored at safe temperatures that prevent the growth of bacteria. 

5. Cross contamination of cooked and raw foods and foods that children are allergic to is 

avoided with the use of separate utensils and cutting boards and thorough cleaning 

procedures. 

6. Food preparation areas and serving trolleys are cleaned and disinfected with bleach or 

approved disinfectant product before and after each use. 

7. Blenders and food processors are cleaned after each use. 

8. Stovetops and can openers are cleaned daily. Microwaves are cleaned weekly. Ovens and 

refrigerators are cleaned monthly.  Freezers are cleaned every six (6) months. 

9. Kitchen fan screens are to be removed and cleaned monthly to prevent fires and spread of 

disease. 

10. Cupboards and shelves are to be dusted regularly. 

11. All dishes, utensils, pots and pans are to be cleaned and disinfected in the following 

manner: 

a) Dishwasher method, 

i. Wash with soap;  

ii. Rinse dishes;   

iii. Place into dishwasher with soap and bleach solution; and 

iv. Store dishes in cupboards 

b) Three sinks method, 

i. Wash with soap; 

ii. Soak in bleach solution (at minimum 3 minutes);  

iii. Rinse with hot water; and 
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iv. Air dry dishes 

12. When dishes are replaced after use, they are to be placed at the bottom of the pile so that 

rotation occurs regularly. 

13. Also the Cook/Housekeeper is responsible to complete a Sanitation Practices Checklist 

(Form C.34) located in the kitchen and a completed copy provided to the Supervisor after 

each week. 

14. Visitors are not permitted to access kitchen facilities.  

.  
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POLICY 

All employees, trainees and placement students must abide by the current Sagamok Anishnawbek 

Personnel Policy and Procedure Manual.  

PROCEDURE 

1. All employees, trainees and placement students are required to sign the Acknowledgement 

Form that states that they agree to and understand the Sagamok Anishnawbek Personnel 

Policy and Procedure Manual. 

2. The Sagamok Anishnawbek Personnel Policy and Procedure Manual contain the following 

sections: 

Section 1 - General 

Section 2 – Employee Management 

Section 3 – Terms and Rules of Employment 

Section 4 - Compensation 

Section 5 - Forms 
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POLICY 

To maintain daily efficient office operations; all staff must adhere to the General Office 

Management procedures.  

PROCEDURE 

1. All information regarding clients and Shki Waase-Aaban Binoojiinh Gamik business is to 

be kept confidential. 

2. No employee will leave work before office working hours are over. Anyone habitually 

arriving late or leaving early will have their hours adjusted accordingly.  

3. The general public, in need of assistance, should be attended to immediately. If this is not 

possible, make an appointment with them. 

4. The office mail is picked up and dropped off at the Sagamok Anishnawbek Administration 

Office daily. 

5. No mileage claims will be paid unless prior approval is granted by the Supervisor. 

6. If an employee has a complaint about the office or staff, they will bring their complaint to 

the attention of the immediate Supervisor to discuss the problem and find a solution.  If the 

complaint has not been resolved, it will be directed to the Director of Education.  Failing 

resolution, the Grievance Procedure found within the current Sagamok Anishnawbek 

Personnel Policy Manual will be followed. 

7. No personal calls are to be charged to the organization. Long distance calls should be 

made for Shki Waase-Aaban Binoojiinh Gamik business only. While in travel status, 

business calls shall be charged to the office. 

8. You must respect the established lines of communication and authority. 

9. Employees shall protect and care of all Centre property entrusted to them. You are not 

permitted to access any social networking sites for personal use on Sagamok Anishnawbek 

computers i.e. Facebook.  

10. Employees shall report to the Secretary/Receptionist/Supervisor any faulty equipment that 

requires maintenance and recorded in the daily log book. 

11. All keys issued to employees shall be recorded and under no condition shall any key(s) be 

transferred and/or duplicated to another person who is not an employee. 

12. All reports, publications, and documents shall remain the property of Shki Waase-Aaban 

Binoojiinh Gamik.  All copyrights shall be retained by the Sagamok Anishnawbek 

Organization. 

13. In the event of extended hydro or water cutoffs the employees may be dismissed to leave 

the premises for the duration of the inconvenience.  If an area becomes unsafe or 

unsanitary, employees have the right to evacuate the premises.
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POLICY 

All permanent staff at Shki Waase-Aaban Binoojiinh Gamik requires a Vulnerable Sector check.   

Children will not be left alone and will not be supervised by an individual who is not a RECE. 

PROCEDURE 

1. The Vulnerable Sector Check must be updated every five years. 

2. Offence declarations (Form C.35) must be signed and provided, to the Supervisor, every 

year thereafter, no later than 15 days after the anniversary date of the most recent offence 

declaration, if the person continues to provide such child care or other services. 

3. Refer to current Sagamok Anishnawbek Policy and Procedures Manual; re: “Background 

and Criminal Reference Checks. 

4. Refer to current Child Care Licensing Manual, re: Criminal Reference Checks 
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POLICY 

All child care supervisors, employees, placement students and volunteers must have a valid 

standard first aid certification including infant and child cardiopulmonary resuscitation (CPR). 

PROCEDURE 

1. The child care supervisor is to make copies of all certificates of child care supervisor, 

employees, placement students, and volunteers and must place in personnel files and 

replace certificates every two years upon recertification. 
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POLICY 

Shki Waase-Aaban Binoojiinh Gamik will ensure opportunities for staff, volunteers and students to 

acquire new information and will support staff to upgrade and continue to improve their skills, 

knowledge and approaches.  Sagamok Anishnawbek will provide four (4) professional development 

days per calendar year.    

PROCEDURE 

1. Shki Waase-Aaban Binoojiinh Gamik Staff will refer to the Sagamok Anishnawbek current 

Personnel Policy and Procedure Manual , Policy #B-2.3 “Training and Development” for 

all training and staff development requests.  

2. Shki Waase-Aaban Binoojiinh Gamik Permanent Staff are responsible for maintaining their 

College of Early Childhood Educators Continuous Professional Learning (CPL) as a 

mandatory requirement for employment (refer to Child Care Centre Licensing Manual, 

January 2017, Reg. 137/15). All staff is required to submit a copy of all certifications related 

to this regulation, to the Shki Waase-Aaban Binoojiinh Gamik Supervisor.  
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POLICY 

Employees may be required to provide documentation proving an up-to-date health assessment and 

immunization record as recommended by the local medical/health unit. 

PROCEDURE 

1. The health assessment record shall be placed in the individual personnel file. The 

arrangement for the health assessment and any cost shall be the employer’s responsibility. 

2. All staff is required to provide documentation of any other health requirements as may be 

required by current legislation. 
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POLICY 

The Shki Waase-Aaban Binoojiinh Gamik building and playground is a smoke-free environment; 

this applies to all staff, visitors, as well as parent(s)/guardian.  

PROCEDURE 

1. Smoking is permitted in designated areas not visible to children.  

2. These areas must not be within 30 feet of any entrance or in a vehicle used for day care 

transportation purposes. 
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POLICY 

The supervisor shall ensure membership of a staff person on the Sagamok Anishnawbek Joint 

Health and Safety Committee. 

PROCEDURE 

1. The duties of the Safety and Health Committee are as follows: 

a) The Committee shall meet at least once a month and during emergencies when 

required; 

b) Minutes of the meeting should be posted as soon as possible after the meeting; 

c) Ensure that adequate records are kept on work incidents, injuries, and health hazards; 

d) Receive and deal with complaints relating to the safety and health of the employees 

represented; 

e) Participate in all inquiries and investigations concerning occupational safety and 

health;  

f) Consults technical experts as necessary; 

g) Regularly monitor the safety and health programs, measures and procedures; 

h) May request from the employer any information considered necessary to identify 

existing or potential hazards with respect to materials, processes or equipment in the 

work place; 

i) May review any government and employer reports relating to the safety and health 

of the employees represented by the committee; 

j) May develop, establish and maintain safety and health programs for the education of 

the employees the committee represents; 

k) Cooperates with safety officers by providing information and assisting in 

investigations of incidents and refusals to work; 

l) Cooperates with any occupational health services established to serve the work 

place; 

m) Maintains records about safety and health complaints and the committee actions 

taken on complaints;  

n) Keeps records of refusals to work and incidents; and 

o) Ensure that employee representatives, and specifically supervisors, from each of 

Sagamok Anishnawbek office buildings have certified and annually updated First 

Aid and CPR training and that a list of these employees are visibly posted in each 

office. 
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POLICY 

The objective is to expose the employees to different experiences and wider variety of skills to 

enhance job satisfaction and to cross-train. 

PROCEDURE 

1. All staff will exchange classrooms and/or programs on six (6) month intervals, annually.  
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TODDLER ROOM  

8:00 A.M. SHIFT – TODDLER   

TIME DUTIES 

8:00–8:15 Open up centres/Playground equipment 

8:15–9:15 Greet children, and set out fine motor activity 

9:15–10:00 Bathroom routine (diaper change, hand washing) 

10:00–10:15 Break 

10:15–10:45 Outdoor Supervision 

10:45–10:50 Set out quiet toys, toothbrushes and face cloths 

10:50–11:50 Lunch Break 

11:50–12:00 Supervise children returning from lunchroom 

12:00-12:15 Circle Time 

12:15–12:25 Supervise quiet time activities 

12:25-12:30 Set out beds, close curtains 

12:30–2:00 Sleep room supervision, Program time 

2:00–2:15 Break 

2:15–2:30 Hang artwork/put art in lockers 

2:30–3:00 Put beds away & Book/puzzle time supervision 

3:00–3:15 Serve snack (get snack cart from kitchen) 

3:15-4:00 Outdoor supervision  
 

8:30 A.M. SHIFT -TODDLER 

TIME DUTIES 

8:30–8:40 Set up easel and material. Get children off the van 

8:40–9:30 Easel Activity, supervise surrounding area  

9:30–9:45 Close easel area, assist children with tidy up 

9:45–10:00 Supervise book/puzzle time  

10:00–10:15 Snack supervision 

10:15–10:30 Break  

10:30–11:00 Outdoor supervision 

11:00–11:30 Supervise quiet time activities 

11:30–12:00 Serve toddler lunch – baby table 

12:00–1:00 Lunch break 10 or less 

12:30–1:30 Lunch break 11 or more 

1:30–2:15 Disinfect toys, sleep room supervision, program time 

2:15–2:30 Break 

2:30–3:00 Bathroom routine (diaper routine, hand washing) 

3:00–3:15 Refill pamper bin, send notes, put in lockers 

3:30–4:00 Van 1st and 2nd trip 

3:35–4:30 Outdoor supervision (put outdoor toys away) 
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8:45 A.M. SHIFT - TODDLER DUTIES 

TIME DUTIES 

8:45–8:50 Set up creative 

8:50–9:30 Creative activity, supervise surrounding area 

9:30–9:45 Clean up creative area, assist children with tidy up time 

9:45–10:00 Supervise book/puzzle time 

10:00–10:15 Get snack in kitchen and serve 

10:15–10:30 Dress children for outdoor play 

10:30–10:45 Break (return cart to kitchen)  

10:45-11:00 Outdoor Supervision 

11:00–11:30 Bathroom routine (diaper routine, hand washing) 

11:30–12:00 Toddler Lunch 

12:00–12:30 Bathroom routine (tooth brushing, face washing, clean up, laundry, refill 

face cloth bin) 

1:00–2:00 Lunch Break 

2:00–2:30 Sleep room supervision, Program time 

2:30–2:45 Break 

2:45–3:00 Supervise book/puzzle time 

3:00–3:15 Snack supervision  

3:15–3:30 Tidy up, fold laundry & disinfect all tables, chairs, counter tops& sinks 

3:30–4:45 Outdoor supervision, lock playground doors 

PRESCHOOL ROOM 

8:00 A.M. SHIFT - PRESCHOOL 

TIME DUTIES 

8:00–8:15 Set up room/set out outdoor toys 

8:15–9:45 Fine motor table and supervise computer time 

9:45–10:00 Introduce tidy up time 

10:00–10:15 Break 

10:15–10:30 Supervise snack time 

10:30–10:45 Circle time 

10:45–11:45 Lunch Break 

11:45–12:00 Set out beds, close curtains 

12:00–12:30 Lunchroom Supervision 

12:30–2:00 Sleep room supervision, program time 

2:00–2:15 Break 

2:15–2:45 Sleep room supervision, put artwork in lockers and/or hang 

2:45–3:00 Bathroom routine 

3:00–3:15 Supervise book/puzzle time 

3:15–3:30 Supervise snack 

3:30–4:00 Supervise outdoor play 
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8:30 A.M. SHIFT – PRESCHOOL ROOM 

TIME DUTIES 

8:30–8:40 Set up easel, get children off van 

8:40–9:45 Easel activity and clean area afterwards, supervise surrounding area 

9:45–10:15 Bathroom routine (hand washing, disinfect bathroom) 

10:15–10:30 Break 

10:30–10:45 Circle time 

10:45–11:00 Dress for outdoors (second one out) 

11:00–12:00 Supervise outdoor play 

12:00–1:00 Lunch Break 

1:00–2:15 Supervise sleep room, program time 

2:15–2:30 Break 

2:30–2:45 Sleep room supervision 

2:45–3:00 Assist with wake up, open curtains 

3:00–3:15 Supervise book/puzzle time 

3:15–3:30 Snack time supervision 

3:30–3:45 Van 1st and 2nd trip 

3:45–4:30 Outdoor supervision, put toys away 
 

8:45 A.M. SHIFT– PRESCHOOL ROOM 

TIME DUTIES 

8:45 – 9:45 Creative Table 

9:45-10:00 Clean up creative area, send children to bathroom 

10:00 – 10:30 Supervise book/puzzle time & snack time 

10:30 – 10:45 Break 

10:45 – 11:40 Supervise outdoor play (first one out) 

11:40 – 11:45 Set toothbrushes and wash cloths 

11:45 – 12:00 Bathroom routine 

12:00 – 12:30 Supervise lunch 

12:30 – 12:50 Bathroom routine (assist in tooth brushing, face washing) 

12:50 – 1:00 Disinfect bathroom 

1:00 – 2:00 Lunch Break 

2:00 – 2:30 Supervise sleep room, program time 

2:30 – 2:45 Break 

2:45 – 3:00 Wake children/put beds away 

3:00 – 3:15 Supervise book/puzzle time 

3:15 – 3:30 Serve snack (get cart from kitchen & return afterwards) 

3:30 – 4:00 Disinfect tables, chairs, counters and sinks, put toys in correct buckets 

4:00 – 4:45 Outdoor supervision 
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PART TIME TEACHER 

9:00 SHIFT – P/T Teacher 

TIME DUTIES 

9:00 –9:45 Math/Literacy activity 

9:45-10:00 Assist children with tidy up time 

10:00 – 10:30 Relieve staff in Preschool room/ Serve snack/disinfect tables 

10:30 – 10:45 Assist with circle time in classroom 

10:45 – 12:00 Outdoor supervision 

12:00 – 12:30 Serve Lunch/Supervision 

12:30 – 12:45 Send children to bathroom  

12:45 – 1:00 Sleep room supervision 
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TODDLER ROOM 

8:00 a.m. SHIFT 

Morning: Unlock door leading to playground. Put out toys, complete and sign Daily 

Playground Inspection Sheet (Form C.28) 

Afternoon:  Fill pamper bins, send notices if needed. 

Weekly:   Friday a.m. disinfect beds 

   Friday p.m. disinfect puzzles, housekeeping centre, 

                                                      Children’s lockers and quiet toys. 

First Monday of each month – Rotate toys 

Last Friday of every month   – Wash blankets, disinfect pamper bins, change puzzles and books 

Do head checks – refer to monthly calendar 

8:30 a.m. SHIFT  

Morning:  Clean up easel, help children with clean up time 

Afternoon: Disinfect toys, get snack cart and serve snack, rinse baby bottles, put beds away and 

bring in outdoor toys 

8:45 a.m. SHIFT 

Morning:  Clean up creative area, get and serve snacks, return cart to kitchen. 

Noon:   Disinfect sink, counter top and rinse toothbrushes. 

Afternoon:  Children’s laundry; refill facecloths and clean up rags 

Close-up duties; fold laundry & put away, disinfect tables, chairs, countertops and 

sinks, stack chairs, lock up back door. 

All staff is required to complete the Toddler Attendance Sheet (Form # C.36) or Preschool 

Attendance Sheet (Form # C.37) on a daily basis and monitor attendance after each transitional 

activity. 

PRESCHOOL ROOM 

8:00 a.m. SHIFT 

Daily  

 Put out toys, complete and sign Daily Playground Inspection Sheet  

 Set out beds 

 Take art off drying boards/put in lockers 

Weekly 

 Wash beds & sheets (Thursday p.m.) 



 

 

Sagamok  

Shki Waase-Aaban Binoojiinh Gamik Policies & Procedures 
 
Section: B–PROGRAM MANAGEMENT AND ADMINISTRATION 
Policy Title: Housekeeping  Duties 
Policy # B.150                            
Date Reviewed:   10/20/12        Date Approved:   09/02/15 

 

 

 Wash housekeeping furniture & puzzles (Friday a.m.) 

Bi-Weekly 

 Head Checks (Tuesday a.m.) 

Monthly 

 Blankets – First Friday of the month 

 Rotate toys-First Monday of each month 

 Sweep/Mop Cot Storage 

8:30 a.m. SHIFT 

Daily 

 Put away outdoor toys 

Weekly 

 Wash Toys & Lockers (bag art) 

8:45 a.m.  SHIFT 

Daily 

 Closing duties – Close windows & Lock doors 

 Wash laundry/Place clothing in dryer 

 Clean easel brushes & sinks 

 Disinfect counters, chairs, shelves, cupboards & door handles 

 Sort toys – place in correct buckets 

All staff is required to complete the Toddler or Preschool Attendance Sheet on a daily basis and 

monitor attendance after each transitional activity. 
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POLICY 

All volunteers, chaperones, invited guests and students/placements (excluding Professional 

Service Provider)   must be supervised by an employee at all times and is not permitted to be 

alone with any child at Shki Waase-Aaban Binoojiinh Gamik and cannot be counted in staff/child 

ratios.  

Category Definition  Vulnerable Sector Check 

Required 

Volunteers Regular involvement in centre 

activities 

Yes 

Chaperone Assisting with supervision 

during outing/field 

trip/excursion 

Yes  

Invited Guest Occasional invited visitor No 

Professional Service Provider Professional specific service 

provided 

Attestation required 

Students/Placements A student/placement engaged in 

learning, especially one 

enrolled in school (paid or 

unpaid) or on a summer student 

placement 

Yes  

PROCEDURE 

Volunteers & Students/Placements 

1. The Supervisor or designate is responsible to provide orientation at all times. 

2. Must sign and adhere to the Confidentiality agreement, 

3. All volunteers and placements must ensure that they have previously reviewed the 

following documents: 

a) Current Shki Waase-Aaban Binoojiinh Gamik Policy and Procedures Manual.  

b) Current Sagamok Anishnawbek Personnel Policy and Procedure Manual. 

4. All placement students must sign in/out using the TimeKron system  

5. Must sign off on Volunteer/Placement Acknowledgement Form (Form C.38) prior to 

placement.  

6. All students under the age of nineteen years must review and adhere to the current Child 

Care Licensing Manual, re: Criminal Reference Checks 
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Form Title: Enrollment  
Form # C.01                               
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ENROLLMENT FORM 
Date of Application: _________________________ 

 

Child’s Full Name:  _________________________  

Sagamok Anishnawbek Member: Yes   No (please circle) 

Address:  _________________________________ Gender:      M     F 

Telephone Number:  ________________________ Date of Birth:  _______/______/______ 

         Month     Day       Year 

Mother’s Name: ____________________________ Employer: ________________________ 

Work Address: _____________________________ Telephone:  _______________________ 

 

Father’s Name:  ____________________________ Employer: ________________________ 

Work Address:  ____________________________ Telephone: ________________________ 

Cell phone Number and E-Mail address: ______________________________________________ 

 

EMERGENCY INFORMATION: 

Doctor’s Name: ____________________________ Telephone:  ________________________ 

Address: __________________________________ 

 

CONTACT PERSON(S) WHO HAVE PERMISSION TO PICK UP MY CHILD WHEN NOT 

AVAILABLE:  (Must have a phone number & access to a vehicle) 

1.  _______________________________________ Telephone: _________________________ 

                           (Relationship to Child) 

2.  _______________________________________ Telephone: _________________________ 

                           (Relationship to Child) 

We will release your child to these persons only.   If you wish to change the list, or release your child to 

someone not on the list, please notify us in writing or call.  
 

OTHERS IN THE HOME: 

1.  _______________________________________  (Relationship to Child) 

2.  _______________________________________  (Relationship to Child) 

3.  _______________________________________  (Relationship to Child) 

 
 

Signature of Person filling out Enrollment Form:  ____________________________________ 

ADMISSION PROCEDURE:  We require certain information for our files for each child.  As part of the Enrollment Package we require the 

following FORMS: Enrollment Interview Questions (Form 02); Health Record (Form 03); Medical/Emergency Services Release Form (Form 
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Form Title: Enrollment  
Form # C.01                               
Date Reviewed:   05/24/17           Date Approved: 05/28/17 

04).  Also the Ages and Stages Questionnaire must be completed. Your child may start when these steps have been completed.  If there are no 
spaces available, your child’s name will be placed on the waiting list. 

At what hour would you drop your child off?  ________.   

At what hour would you pick up your child?  ________. 

Has your child been cared for by others than yourself?  yes    no 

If “yes” by whom?  ____________________________________________________________________ 

Please check the most appropriate answer:   

My Child’s home has:   one parent          two parents 

Is English spoken in your child’s home?  _____  

Are there any other languages spoken in the home?  ____ 

Does your child have any food allergies?  _____  Please describe:  _______________________________ 

Medication allergies:  ___________________________________________________________________ 

Please describe your child’s eating habit: ____________________________________________________ 

_____________________________________________________________________________________ 

______________________________________________________________________________________ 

When did you consider your child to be toilet-trained?  _________________________________________ 

Is your child walking?  ___________________________________________________________________ 

How long does your child rest in the afternoon?  ______________________________________________ 

What time does your child get up in the morning?  ____________________________________________   

Are there any special practices we should know about?  ________________________________________ 

As a parent what do you hope your child will gain from attending our program? 

______________________________________________________________________________________

______________________________________________________________________________________ 

 

 

 

Approval Date:  ____________________                  

 

 

Supervisor’s Signature:  ____________________ 

 

 

Admission Date:  ____________________                  

 

 

Supervisor’s Signature:  ____________________ 

 

 

Discharge Date:  _____________________ 

 

 

Supervisor’s Signature:  ____________________ 
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Form Title: Enrollment Interview Questions  
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ENROLLMENT INTERVIEW QUESTIONS 

 
The information will help us to become more acquainted with your child.  Feel free to use additional paper 

as necessary.  We would like to thank you in advance for providing this useful information. 

 

1. By what name do you usually call your child?  

____________________________________________________________________________ 

 

2. Your child refers to you as …. ? (by name, mommy, auntie etc.)  

___________________________________________________________________________ 

 

3. What terminology does your child use regarding the use of the bathroom?  

___________________________________________________________________________ 

 

4. If your child has attended Day Care before, was the experience enjoyable?  

___________________________________________________________________________ 

 

5. Does your child have tantrums?  How do you handle their tantrums?  

___________________________________________________________________________ 

 

6. If your child has unusual fears, what are they?  Example bugs, loud noises, snakes.  

___________________________________________________________________________ 

 

7. Does your child use the following at home? (Crayons, scissors, pencil, or markers).  

___________________________________________________________________________ 

 

8. Does your child have a favorite blanket, pillow and/or toy that your child would use for security 

reasons?  ___________________________________________________________________ 

 

9. Are there any special practices that your child/children would not be able to participate in due to 

religious or cultural reasons?  

____________________________________________________________________________ 

 

       ____________________________________________________________________________ 

 

10. Can we take and use pictures of your child/children for promotional materials? (Sagamok 

Newsletter, Bulletin Boards etc.)                        ____  Yes     _____  No 

 

 

 

 

 ______________________________________  _______________________________ 

                                   Signature of Parent                                                                 Date 
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Form Title: Health Record  
Form # C.03                               
Date Reviewed:   10/20/12           Date Approved:   09/02/15 

HEALTH RECORD 

__________________________  _____/______/______                      ________________________ 

Name of Child                                             Date of Birth          Name of Parent(s)/guardian 
 

ROUTINE IMMUNIZATION RECORD 
 

Other Immunizations   Contraindications to Immunizations 

Date Vaccine  

   

   

   

   

   

Has your child been ill with any of the following?  Please () check that those apply. 

(  )  Chickenpox  (  ) German measles (  ) Measles–red        (  ) Mumps 

Has your child had any of the following frequently?  Please () check those that apply. 

(  )  Ear infection  (  ) Stomach problems    (  ) Throat infections (  ) Colds 

Does your child have any conditions requiring medicine or special attention?  Please () check those that 

apply and comment. 

Asthma: ________________________________________________________________________ 

Epilepsy: _______________________________________________________________________ 

Heart Problems: _________________________________________________________________ 

Allergies: ______________________________________________________________________ 

Other Medical Concerns: __________________________________________________________ 

       _________________________________ 

                                      Signature of Nurse 
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Give by: 

(Name and 
telephone#) 

 

 
 

 

                 

                 

                 

                 

                 

                 

                 



+ 
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Section: C - FORMS 
Form Title: Medical/Emergency Services Release Form  
Form # C.04                                  
Date Reviewed:   10/20/12          Date Approved:   09/02/15 

 

 

MEDICAL/EMERGENCY SERVICES RELEASE FORM 

I authorize the Supervisor and/or staff members of the Shki Waase-Aaban Binoojiinh Gamik Day 

Care Centre to remove my child, _____________________________, from the Day Care Centre 

premises to obtain Medical Treatment or Evaluation in the event of an Emergency.  The 

Supervisor retains the right to use her discretion in this area. 

_________________________________ ____________________________________ 

Signature of Parent(s)/guardian   Date 

_________________________________  

Witness 

 

PARENT CONSENT FORM 

I give permission to the Supervisor and/or Staff Members to take my child, _________________ 

off the Shki Waase-Aaban Binoojiinh Gamik premises for field trips, nature walks, outings, etc. 

I understand that these excursions will be well supervised, and that my child will wear a seat belt 

if in a vehicle. 

________________________________   ________________________________ 

Signature of Parent(s)/guardian   Date 

_________________________________ 

Witness
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Section: C - FORMS 
Form Title: Van Rules Policy  
Form # C.05 
Date Reviewed:   08/20/15           Date Approved:   09/02/15 

VAN RULES POLICY 

Communication is essential to ensure that your child has a rewarding, enjoyable, and pleasant learning 

experience at our Day Care Centre.   

 

The van begins pick-up at 8:15 a.m. and loading begins at 3:30 p.m. each day. 

 

The parent(s)/guardian must have their child ready and be present at pick up and drop off times.    

 

Parent(s)/guardian are required to review their child’s assigned seating placement which is noted on the 

Transportation Seating Chart (Form # C.31) located behind passenger seat of transportation van. 

 

Parents are responsible to get on the van and buckle and unbuckle their child to and from their assigned 

car and/or booster seat upon pick up and drop off times. 

 

Parents are required to initial the seating chart of the Van Attendance AM Form (Form # C.32) or Van 

Attendance PM Form (Form # C.33) upon pick-up and drop-off of their child.   

 

The child’s home address as stated on the child’s Enrollment Form (Form # C. 01) is where the child 

will be picked up and dropped off daily.  The van driver will not drop children off at any other 

location. No exceptions. 

 

Parents/guardian must call the Day Care Centre by no later than 1:30 p.m. if they are not going to be at 

their residence when the child arrives off the van and will be required to make alternate arrangements 

for pickup of their child at the Day Care Centre. 

 

Parents are responsible to provide the Day Care Centre with updated contact information, i.e. phone 

numbers, email address, etc It is critical that the Day Care Centre has updated contact information for 

the purposes of this policy as well as for emergencies, closures, and two way communication. 

 

Eating and/or drinking are not permitted on the van.  

 

During the winter season and for safety reasons, please ensure that your driveway is accessible for the 

van pick-up and drop off.    

 

*Failure to comply with these rules will result in: 1) first notice/warning, 2) second 

notice/warning and 3) suspension of van use privileges. 
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Form Title: Van Rules Policy  
Form # C.05 
Date Reviewed:   08/20/15           Date Approved:   09/02/15 

 

-------------------------------------------------------------------------------------------------------------------------- 

This portion must be signed by the Supervisor and Parent(s)/Guardian. A copy will be made for the 

parent(s)/guardian and a copy kept in child’s file. 

 

 

I have read and understand the “Van Rules Policy- #C.05”.     

 

______________________________________           Date: _________________________ 

Parent(s)/Guardian Signature 

 

_______________________________________         Date: ________________________ 

Shki Waase-Aaban Binoojiinh Gamik Supervisor’s Signature 
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Authorization for Release of Information Consent Form 

 
I (we)         of        

  (Parent(s)/guardian Name)    Address 

 

consent to the disclosure, transmittal, or examination of information in regards to developmental  

concerns regarding             

   (Child’s Name)     (Date of Birth) 

 

I/we hereby authorize communication between personnel of Shki Waase-Aaban Binoojiinh Gamik 

and the following services and/or Agencies: 

 

___________________________________________________________________________ 

___________________________________________________________________________ 

 

___________________________________________________________________________ 

 

The purpose of this disclosure is to assist in the development and well-being of the above named 

child in the inclusive program at Shki Waase-Aaban Binoojiinh Gamik.  

Unless otherwise noted, this authorization is valid for the length of time my child is enrolled at 

Shki Waase-Aaban Binoojiinh Gamik.   

 

              

Parent(s)/guardian signature    Date 

 

              

Supervisor Signature of Supervisor   Date
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Form Title: Early Learning ISP Intake Form 
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Early Learning Individual Support Plan Intake Form 

 
DATE:   _______________________________ 

 
Child’s Name  

Date of Birth  

Parents/Guardian Name 

 

 

Exceptionality (if 

known) or Diagnosis  

 

Date of Diagnosis  

 

Assessment Data 
List relevant educational, medical/health (hearing, vision, physical, neurological, allergies), 

psychological, speech/language, occupational, physiotherapy, and behavioral assessments if 

applicable. 

 
Information Source Date Summary of Results 

   

   

   

 
Health Support Services/Personal Support Required.  If yes, list below. Yes No 

   

 

Individualized Equipment.  If yes, list below. Yes No 

   

 

Human Resources (teaching/non-teaching). Include type of service, initiation date, 

frequency or intensity, and location 

Yes No 
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Form Title: Consent for the Refusal to the Development of an Early 
Learning ISP 
Form #C.08 
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Consent for the Refusal to the Development of an 

Early Learning Individual Support Plan 

A child with special needs is defined by the Child Care and Early Years Act Reg. 137/15, Part 1:1(1) as 

“a child whose cognitive, physical, social, emotional, or communicative needs, or whose needs relating to 

overall development are of such a nature that additional supports are required for the child.”  

 
Shki Waase-Aaban Binoojiinh Gamik will ensure that an Early Learning Individualized Support Plan (ISP) 

is in place for each child enrolled at the center with special needs.   An ISP must be developed in 

consultation with parent(s)/guardian of the child and any regulated health professional or other person who 

works with the child in a capacity that would allow the person to help inform the plan.   

Shki Waase-Aaban Binoojiinh Gamik will ensure that the program of Shki Waase-Aaban Binoojiinh Gamik 

is structured so that:   

 it will accommodate the ISP of each child with special needs, 

 the program is appropriate for the ages and developmental levels of the child with special 

needs, and  

 the program is inclusive of all children. 

 

 

I/we         have read the Early Learning Individual  

         (Name of Parent(s)/guardian) 

 

Support Plan (ISP) Policy and decline the development of an ISP for my child. 

 

  

      ,                ______ 

(Name of Child)     (Date of Birth) 

 

              

(Signature of Parent(s)/guardian)   (Date) 
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Section: C–FORMS 
Form Title: Early Learning Individual Support Plan 
Policy # C.09 
Date Reviewed:   04/25/17        Date Approved: 05/28/17 
 

 

 

Early Learning Individual Support Plan  
The ISP must be signed by all parties in attendance of the initial meeting and at subsequent meetings on the Log of Parent Consultation and 

Staff Review/Update Form (Form C #10) to indicate participation in the ISP process. The ISP will be reviewed at one (1) month and six (6) 

months from the date of the initial ISP meeting.    A copy of the plan is to be provided to the parent(s)/guardian. 

 

Child’s Name: Date of Birth: Parent(s)/Guardian: Date of ISP: 

Lead Teacher’s Name: Supervisors Name: 

People involved in setting ISP: 

 

Area of Developmental Focus 
( cognitive, physical, social, 

emotional, or communicative 
needs ) 

Goal pertaining to child’s area 
of need 

Possible activities/routine 
and/or equipment to support 

focus area/developmental 
growth 

How to use supports or aids Who will be 
involved? 
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Form Title: Early Learning Individual Support Plan 
Policy # C.09 
Date Reviewed:   04/25/17        Date Approved: 05/28/17 
 

 

 

Child’s Profile 

Strengths and Interests Areas that the team wants to focus on 

 

 

 

 

 

 

 

 

Parent(s)/guardian Signature: Lead Teacher’s Signature: 

Supervisor’s Signature: 

Other service/agency personnel (titles & signature): 

 

 

 

 

 

Resources for Exceptional Children & Youth – Durham Region@2016 

Sample attached 
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Sample Early Learning Individualized Support Plan 

“Fostering the four foundational conditions that are important for children to grow and flourish: 

Belonging, Well-Being, Engagement & Expression”.   How Does Learning Happen? Ontario’s Pedagogy for the Early Years (2014) 

Area of  

Developmental  

Focus  

Goal pertaining to child’s area 

of need  

Possible activities / routine and/or equipment to 

support focus area/developmental growth  

How to use supports or aids  Who will be involved?  

Self-help skills  Chase will practice 

independently washing his 

hands during washroom 

routine.   

Stool in front of sink  

Hand washing visual posted  

Adult and peer modeling, limited hand over hand 

provided.   

Positive encouragement  

Sticker reward  

Transition item available at the sink for when Chase 

is finished washing  

Staff will ensure the stool is 

available and already at the sink  

Staff will refer to visual schedule 

and review with all children 

during group gathering time and 

seek children’s advice on where 

to post in the washroom.   

Classroom teachers   

Peers participate in 

handwashing routine together.   

Social Development   Chase will independently take 

his shoes off when getting 

ready to go outside with the 

group.  

 Redirection   

Minimize distractions by moving Chase’s cubby to 

the end of the wall closest to the door.   

Direct supervision with positive praise   

First / Then strategy and modeling steps to take off 

shoes   

Staff will position self near Chase 

while helping the other children 

in the cubby area.   

Staff will be available to verbally 

support Chase and directing him 

back to taking his shoes off as 

needed.   

 Classroom teachers  

Classroom teachers Classroom 

teachers and peers   
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Form Title: Sample Early Learning Individualized Support Plan 
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Sample Early Learning Individualized Support Plan 

“Fostering the four foundational conditions that are important for children to grow and flourish: 

Belonging, Well-Being, Engagement & Expression”.   How Does Learning Happen? Ontario’s Pedagogy for the Early Years (2014) 

  Extra time will be given for Chase to practice taking 

his shoes on and off  

Child size shoes and adult shoes will be placed in 

the dramatic play centres  

Velcro folder games and fine motor cognitive toys 

will be available throughout the room.   

Staff will be available to model 

step by step procedure on how to 

take off his shoes.  

Activities will be available to 

encourage muscle development in 

the hands and eye hand 

coordination.   

Natural Peer and adult modeling 

of activities through play  

Communication  Chase will attempt to request 

items using sounds and 

gestures.   

Use concrete and specific language, repeat often  

Slow down language, one direction at a time   

Break tasks into smaller steps, holding object beside 

face to promote eye contact  

Use gestures, modelling, visuals, demonstrations 

with verbalizations  

Engage attention visually, verbally and physically  

Provide alternative forms of communication  

Staff will engage in songs, 

rhymes and finger plays often to 

promote language.   

Staff will give direction while 

bending down to the child’s level 

and making eye contact.   

Staff will pair direction with 

visuals, using the classroom 

daily schedule or actual items in 

the room.    

Staff and peers will engage in 

songs, repeating preferred songs 

with rhyming and repetition.   

Staff will repeat requests and 

encourage Chase to model with 

sounds or gestures.   

Staff will provide positive praise 

for all attempts and avoid 

correcting child errors, but 

rather will simply repeat words 

and sounds correctly during 

response.   
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Form Title: Log of Parent Consultation and Staff Review/Update 
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LOG OF PARENT CONSULTATION AND STAFF REVIEW/UPDATE 

Child’s Name: _______________________________________________ 
 

 

 

A copy of the ISP is to follow the child within the centre and kept within the ISP binder for staff review on a daily basis.  Staff (including volunteers and 

students) must sign off the Early Learning ISP Review Log (Form C11) attached to the ISP.  Strategies identified on the plan must be implemented into the daily 

programming by all staff, volunteers, and students supporting the child with special needs. 

 

Date Concern/Progress  
( Indicate parent consultation or staff review) 

Outcome  Signature 
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EARLY LEARNING INDIVIDUAL SUPPORT PLAN REVIEW LOG 

Early Learning Individual Support Plan is to be reviewed annually with staff, students, and volunteers and 

also upon commencement of employment/placement. 

Supervisor and /or Lead Teachers witness ISP policy review of staff, students and volunteers on an annual 

basis/staff rotation. 

DATE SIGNATURE POSITION SUPERVISOR’S/LEAD 

TEACHER’S SIGNATURE 
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TODDLER SIGN IN/SIGN OUT LOG 

WEEK OF:  ______________________  

 

Name Monday  Tuesday  Wednesday  Thursday  Friday  

in out time in out time in out time in out time in out time 

                

                

                

                

                

                

                

                

                

                

Total:                
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PRESCHOOL SIGN IN/SIGN OUT LOG 

WEEK OF:  ______________________  

 

Name Monday  Tuesday  Wednesday  Thursday  Friday  

in out time in out time in out time in out time in out time 

                

                

                

                

                

                

                

                

                

                

Total:                
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FIRST/SECOND NOTICE 

 
 
 

Dear: __________________                                                     _____________, 20__ 

 

This statement is regarding day care user fees for your child, _____________________. 

The last receipt to your covered fees up to and including,________________________. 

Payment is required for the following days:  

 

                                                                 TOTAL DUE $ ________________ 

It would be appreciated if this account were cleared as soon as possible.  Please refer to 

Your policy manual for information re: termination of services due to non-payment of fees.  You 
may call the day care if you require further information re: this statement. 

 

Sincerely, 

 

 

        

Shki Waase-Aaban Binoojiinh Gamik Supervisor 
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TERMINATION OF SERVICES 

 
 
ATTENTION: _____________________________________ 

 

The Day Care has noted that you are delinquent in your payment of Day Care User Fee. 

 

Further that a reminder was sent out to you on_______________________ and a definite reply 

has not been received. 

 

This is to inform you that your use of Day Care services will be terminated on 

_____________________ and to advise you that your child(ren) cannot be enrolled in the 

program until the full amount is paid __________________.                                 

 

 

 

 

Thank you for your co-operation, 

 

  

 

        

Shki Waase-Aaban Binoojiinh Gamik Supervisor  
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TODDLER WEEKLY CURRICULUM                                                                       
 

THEME:                                                                                                WEEK OF                                                                                               

 MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY 

CIRCLE 

TEACHER 

____________ 

 

 

 

 

Count Objects & or 

Pictures__________

________________

________________

________________

________________ 

Enhance Language 

(picture or N.L 

board)___________

________________

________________

________________ 

Colors___________ 
___________________

___________________

___________________

___________________

___________________

___________________ 

Name Recognition 

(board or song)____ 
___________________

___________________

___________________

___________________

___________________ 

Shapes__________

_________________

___________________

___________________

___________________

___________________

___________________ 

Fine Motor 

Teacher: 

 

 FLOOR   FLOOR 

Art 

Teacher: 

______________ 

FLOOR   FLOOR  

Easel 

Teacher: 

______________ 

  FLOOR   

Playground 

Activity Teacher: 

______________ 

     

Special 

Activity 

 

Native  

Language: 
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PRESCHOOL WEEKLY CURRICULUM 
THEME:                                                                                              WEEK OF: 

 MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY 

 
Circle  

Time 

Binoojiinhs 

1._______________

2._______________

Calender_________

Name_Recognition_ 

Binoojiinhs 

1._______________

2._______________

Calender_________

Jolly_Phonics_____ 

__Niishnaabemdaa_

________________

________________

________________

________________ 

Binoojiinhs 

1._______________

2._______________

Calender_________ 

Rhyme_Time_____ 

Game Day 

________________

________________

________________

________________ 

Bear Clan 

8:00 Shift 

____________ 

 
Eagle Clan 

8:30 Shift 

____________ 

Book____________ 

________________ 

________________ 

________________ 

Book____________ 

________________

________________

________________ 

Letter of the week 

________________

________________

________________ 

Letter of the week 

________________

________________

________________ 

Picture Cards_____ 

________________ 

________________ 

  

Picture Cards_____ 

________________ 

________________ 

________________ 

Activity__________

________________

________________

________________ 

Activity__________

________________

________________

________________ 

________________

________________

________________

________________

________________

________________ 

________________

________________ 

CREATIVE 

TEACHER 

______________ 

FLOOR   FLOOR  

EASEL 

TEACHER 

______________ 

  FLOOR   

FINE MOTOR 

TEACHER 

______________ 

 FLOOR   FLOOR 

OUTDOOR 

ACTIVITY 

 

WEEK  #_____________________                      TEACHER:_________________________ 



 

 

 

Sagamok  

Shki Waase-Aaban Binoojiinh Gamik Policies & Procedures 
 
Section: C - FORMS 
Form Title: Consent Form for Outings and Field Trips  
Form # C.18 
Date Reviewed:   10/20/12           Date Approved:   09/02/15 

CONSENT FORM FOR OUTINGS AND FIELD TRIPS 

 

DATE:  ______________________________________ 
 

Dear Parents: 

We will be going on a field trip to _____________________________________________________, 

 

on ______________________________.  We will be leaving at __________________________ and 

 

plan to return at ___________________.  We plan to get to our destination by __________________. 

 

We feel that this outing will benefit your child by __________________________________________ 

__________________________________________________________________________________ 

 

Your child will be chaperoned by _______________________________________________________ 

 

Your child will need to bring ___________________________________________________________ 

 

Other information ____________________________________________________________________ 

 

___________________________________________________________________________________ 
 

 

 

---------------------------------------------------------------------------------------------------------------------------- 

 

I give my permission to the Shki Waase-Aaban Binoojiinh Gamik staff to take my child,  

 

_____________________________, off the premises to accompany his/her group to 

 

_______________________________________. 

 

_____________________________________    ___________________________________ 

Signature of Parent(s)/guardian                               Date 

 

 
 

 

 



 

 

 

Sagamok  

Shki Waase-Aaban Binoojiinh Gamik Policies & Procedures 
 
Section: C - FORMS 
Form Title: Behaviour Management Review Log  
Form # C.19 
Date Reviewed:   10/20/12           Date Approved:   09/02/15 

 

 BEHAVIOUR MANAGEMENT REVIEW LOG 

 
1. The Behaviour Management Policy is to be reviewed annually by the Supervisor, staff, 

students and volunteers/placements. 

 

 

DATE SIGNATURE POSITION SUPERVISOR’S 

SIGNATURE 

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

 

 



 

 

 

Sagamok  

Shki Waase-Aaban Binoojiinh Gamik Policies & Procedures 
 
Section: C - FORMS 
Form Title: Individualized Allergy Form  
Form # C.20 
Date Reviewed:   10/20/12           Date Approved: 05/28/17 

Individualized Allergy Plan 

1. Child’s Name:  ____________________________ D.O.B.  _____/_____/_____ 

Parent(s)/Guardian:  __________________________ 

Address:          

Home Tel.:       Cell:       

Work:         

Emergency Contact Name & Phone Number:         

2. What is your child allergic to? 

______________________________________________________________________________ 

3. Briefly describe signs which would indicate that your child has been exposed and is reacting: 

______________________________________________________________________________

______________________________________________________________________________ 

4. Are any of these allergic reactions life threatening?     (     )  Yes (     ) No 

5. Please describe specific procedures to follow should your child be exposed. 

______________________________________________________________________________

______________________________________________________________________________ 

6. Please identify any medication required should your child suffer from allergy exposure: 

______________________________________________________________________________ 

How should it be administered? 

 (     )  Orally  (     ) EpiPen  (     ) Other  _______________________________ 

7. Additional Comments:  

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

  



 

 

 

Sagamok  

Shki Waase-Aaban Binoojiinh Gamik Policies & Procedures 
 
Section: C - FORMS 
Form Title: Individualized Allergy Form  
Form # C.20 
Date Reviewed:   10/20/12           Date Approved: 05/28/17 

Please note that: 

 A separate Individualized Allergy Form (Form # C.20) form is required for 

each allergy.  Keep all information together. 

 Legal authorization is required prior to any medication being administered by 

authorized staff. 

 An interview with the centre’s cook is suggested where a food allergy exists. 

 It is the parent(s)’/guardian’s responsibility to advise the centre of any relevant 

changes. 

Please sign below as an indication that you have read and understood the above. 

 

 

_________________________________________ _______________________________ 

Parent/Guardian                                                               Date 

 

_________________________________________ _______________________________ 

Supervisor                                                                         Date 

 

_________________________________________ ________________________________ 

Cook                                                                                    Date 
 

 

 

 

 

 

 

 



 

 

 

Sagamok  

Shki Waase-Aaban Binoojiinh Gamik Policies & Procedures 
 
Section: C - FORMS 
Form Title: Special Events Order Form  
Form # C.21 
Date Reviewed:   10/20/12           Date Approved:   09/02/15 

 

SPECIAL EVENTS ORDER FORM 

 

WEEK OF:  ____________________________________________ 

 

SPECIAL ACTIVITY:  ___________________________________ 

 

 
Grocery items to purchase:  
 

TODDLER ROOM PRESCHOOL ROOM 

  

  

  

  

  

  

  

  

  

  

 

 

 

 

 



 

 

 

Sagamok  

Shki Waase-Aaban Binoojiinh Gamik Policies & Procedures 
 
Section: C - FORMS 
Form Title: Fire Drill Log and Equipment Check  
Form # C.22  
Date Reviewed:   10/20/12           Date Approved:   09/02/15 

 

FIRE DRILL LOG and EQUIPMENT CHECK 
 

Year: 

20_____ 

 

Month 

  

# of Children 

 

# of 

Staff 

 

Comments 

 

Staff 

Responsibility 

 

Fire 

Equipment 

Check 

 

Staff 

Responsibility 

January        

        

February        

        

March        

        

April        

        

May        

        

June        

        

July        

        

August        

        

September        

        

October        

        

November        

        

December        

        



 

 

 

Sagamok  

Shki Waase-Aaban Binoojiinh Gamik Policies & Procedures 
 
Section: C - FORMS 
Form Title: Fire and Evacuation Procedure 
Form # C.23 
Date Reviewed:   05/12/17           Date Approved: 05/28/17    

 

FIRE AND EVACUATION PROCEDURE  
 

When the fire alarm sounds immediately gather children nearest to you and go out the nearest 

exit.  Walk quietly to designated place of assembly (south area of parking lot) and wait for 

remaining children and staff.  When all staff and children are gathered, count children and check 

attendance record.  When all children are accounted for, proceed to designated place of safety 

(Sagamok Multi Educational Centre). 

 

_____________________ will be responsible for attendance records and emergency contact file. 

(Lead Teacher) 

 

_______________________ will call Fire Department @ 911. 

(Supervisor) 

 

_______________________ will lead children from building and direct them to the south area of 

the parking lot . 

(Teacher 1 & 2)  

 

_______________________ will check rooms turn off lights and close windows and doors if safe 

to do so. 

(Supervisor) 

 

_______________________ will be responsible for turning off stove and other such appliances if 

safe to do so. 

(Cook/housekeeper) 

 

 

All adults in building will assist in evacuation 



 

 

 

Sagamok  

Shki Waase-Aaban Binoojiinh Gamik Policies & Procedures 
 
Section: C - FORMS 
Form Title: Medication Administration Form  
Form # C.24 
Date Reviewed:   05/12/17           Date Approved: 05/28/17   

MEDICATION ADMINISTRATION FORM 

 
Child’s Name:  _________________________________________________________________ 

 

Physician:  ____________________________________________________________________ 

 

Name of Medication:  ___________________________________________________________ 

 

Reason for Medication: __________________________________________________________ 

 

Date and Duration of Medication: ____________________________________________________ 

 

Expiry Date of Medication: 

Time to be administered: _________________________________________________________ 

 

Amount to be administered: _______________________________________________________ 

 

Storage Instructions:  ____________________________________________________________ 

 

Possible side effects: ____________________________________________________________ 

 

STOP MEDICATION IF THE FOLLOWING REACTION(S) ARE OBSERVED: 

  

_________________________________________________________________________________ 

 

_________________________________________________________________________________ 

 

 

______________________________________ ______________________________________  

          Signature of Parent(s)/guardian                                                                        Date  

                                                                                                                   

MEDICATION ADMINISTRATION RECORD 

 

Date Time Dosage Staff Signature 

    

    

    

    

    

 



 

 

 

Sagamok  

Shki Waase-Aaban Binoojiinh Gamik Policies & Procedures 
 
Section: C - FORMS 
Policy Title: Accident/Incident Report  
Form # C.25 
Date Reviewed:   10/20/12           Date Approved:   09/02/15 

ACCIDENT/INCIDENT REPORT 

_____________________________________________________________________________________________ 

Please describe in detail, the events leading to this accident/incident.  Use additional pages if necessary. 

 Child’s Name:                                                               Date:      Time:                        a.m./p.m. 

Specify location and details of the accident/incident that took place: 

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________ 

 Number of Children/Staff present at the time:   Children _____ Staff: _____: ________/__________/_________ 

Describe injury, giving location on body, size of bruise, cut, or abrasions: 

_____________________________________________________________________________________________ 

Were others involved?   Yes       No        If yes, were they injured? ______________________________________ 

If so, please complete a separate accident/incident form for them as well. 

 First Aid Measures/services used? _____Health Practitioner               _____First Aid Kit                  _____Other 

 

 If First Aid kit or other used, please describe: 

_____________________________________________________________________________________________ 

How did you notify parent(s)/guardian of this accident/incident?  ______Telephone           _____In person 

                                                                                                                  ______Photocopy of this report 

_____________________________________________________________________________________________ 
                                                                                                            

 ______________________________________                     ___________________________________________ 

Staff member’s signature                                                                 Supervisor’s Signature 

 Date: _________________________________                     Date: _______________________________________ 

 Comments: 

_____________________________________________________________________________________________________

_____________________________________________________________________________________________________

____________________________________________________________________________________________________ 

# _______     



 

 

 

Sagamok  

Shki Waase-Aaban Binoojiinh Gamik Policies & Procedures 
 
Section: C - FORMS 
Form Title: Notice for Head Lice  
Form # C.26 
Date Reviewed:   10/20/12           Date Approved:   09/02/15 

NOTICE FOR HEAD LICE 

 

Child’s Name: ___________________________ Date: __________________________ 

 

Parent(s)/guardian: 

An inspection of your child’s hair today shows that s/he appears to have head lice.  A head lice 

treatment is required.  A product, specific to kill head lice can be obtained from the Community 

Wellness Department. If your child has problems or allergies, contact your physician before 

treatment. 

After treatment is complete (this includes the removal of the eggs) and in order for your 

child to return to Day care a health notification will be needed from the Community 

Wellness Department.  Without this notification, your child will not be able to return to the 

Day Care.   

Children that come off the van will not be taken off until we have this notification from the 

Community Wellness Department. 

Your cooperation in this matter is greatly appreciated. 

 

Sincerely, 

 

 

 

 

____________________________________  

 Lead Teacher 

 

 

 

 

 

 



 

 

 

Sagamok  

Shki Waase-Aaban Binoojiinh Gamik Policies & Procedures 
 
Section: C - FORMS 
Form Title: Child’s Need List  
Form # C.27 
Date Reviewed:   10/20/12           Date Approved:   09/02/15 

CHILD’S NEED LIST 

Child’s Name: ___________________________ Date: __________________________ 

PLEASE SEND THE FOLLOWING ITEMS TO THE DAY CARE FOR YOUR CHILD: 

 

 Diapers 

 Wipes 

 Extra clothing: _____________________________________ 

_________________________________________________  

 Inside shoes 

 Hat 

 Mittens 

 

 

Miigwech, 

 

 

 

 
Day Care Staff 

Note:  As of 3:00 pm today your 

child has _____ diapers left in 

their bucket 



 

 

 

Sagamok  

Shki Waase-Aaban Binoojiinh Gamik Policies & Procedures 
 
Section: C - FORMS 
Form Title: Daily Playground Inspection Sheet  
Form # C.28 
Date Reviewed:   00/00/17           Date Approved: 05/28/17     

DAILY PLAYGROUND INSPECTION SHEET 
       Month:  __________________20_____                                                                                                     Satisfactory            Attention Required 

 

 

 

 

 

 

 

 

 

EQUIPMENT 

TODDLER 

 

1 

 

2 

 

3 

 

4 

 

5 

 

6 

 

7 

 

8 

 

9 

 

10 

 

11 

 

12 

 

13 

 

14 

 

15 

 

16 

 

17 

 

18 

 

19 

 

20 

 

21 

 

22 

 

23 

 

24 

 

25 

 

26 

 

27 

 

28 

 

29 

 

30 

 

31 

Toddler town Play Structure                                

Debris/Garbage                                

Fences/Gates                                

Vandalism                                

Toys                                

Picnic Tables                                

Garden Boxes                                

Sand Area – raked weekly                                
STAFF  

INITIAL 
                               

EQUIPMENT 

PRE-SCHOOL 
                               

Play Structure 7 (village)                                

Debris/Garbage                                

Fences/Gates                                

Vandalism                                

Toys                                

Picnic Table                                

Garden Boxes                                

Swings                                

Sand Area – raked weekly                                
STAFF  

INITIAL 
                               



 

Sagamok  

Shki Waase-Aaban Binoojiinh Gamik Policies & Procedures 
 
Section:  FORMS 
Form Title: Playground Safety Repair Log 
Form # C.29 
Date:   02/23/17        Date Approved: 05/28/17    

 

 

Playground Safety Repair Log 

(Please attach Service Request Manager File Report) 

 

Date Item to be Repaired or Removed Initials Date Completed 

 

 

   

 

 

   

 

 

   

 

 

   

 

 

   

 

 

   

    

 

 

 

   



 

Sagamok  

Shki Waase-Aaban Binoojiinh Gamik Policies & Procedures 
 
Section:  FORMS 
Form Title: Monthly Playground Inspection Checklist  
Form # C.30 
Date:   02/23/17        Date Approved: 05/28/17    

 

 

Monthly Playground Inspection Checklist  

Name of facility____________________________________ Date checked________________________ 

Location__________________________________________ Time of inspection____________________ 

Name of operator___________________________________ Signature___________________________ 

Name of person checking_____________________________ Signature___________________________ 
 

The operator shall complete an inspection on a monthly basis to recognize and remedy defects in play spaces 

and/or equipment.  CAN/CSA Z614-14 - Children’s play spaces and equipment. 

       Satisfactory            Attention Required n/a Not Applicable 

Playground item Comments/Action needed Action taken/Date/Signature 

Yes No 

Is fence in good 

condition? 

  

  

  
Are gates closed? 

  

  Is the area free of 

trash, glass & debris? 

  

  
Is it free of toxic 

plants and insect 

problems? 

  

Is the loose fill protective surface: 

  

  
 

Free of low areas and 

holes? 

 

Free of animal feces? 

 

 

 

Free of glass, weeds, 

debris? 

 

In good condition: 

uncompact, of 

sufficient depth, 

unfrozen? 

  

  

  

  
Has the loose fill 

material: been raked 

or turned with a 

pitchfork or other 

 
 



 

Sagamok  

Shki Waase-Aaban Binoojiinh Gamik Policies & Procedures 
 
Section:  FORMS 
Form Title: Monthly Playground Inspection Checklist  
Form # C.30 
Date:   02/23/17        Date Approved: 05/28/17    

 

 

devie (ex. rototiller 

for sand)? - Weekly 

Is the synthetic protective surfacing: 

  

  

 

Free of slippery 

materials (sand, pea 

gravel, ice)? 

 

Free of gaps, indents 

or warp? 

 

Unfrozen? 

  

  

  
Are the protective 

zones free of 

obstacles (toys)? 

  

  
Are circulation paths: 

free of slippery 

materials (sand, pea 

gravel, water, ice)? 

  

  

Is play equipment 

(stairs, platforms): 

free of slippery 

materials (ice, sand, 

pea gravel)? 

  

Each piece of equipment: 

  

  Is well anchored 

 

Anchoring devise is 

covered (concrete 

base) 

 

Is free of missing, 

loose, bending, 

cracking, worn rotten 

or broken parts 

 

Is free of sharp edges 

 

Is free of exposed 

bolts or other 

hazardous 

protrusions? 

  

  

  

  

  
Ropes have been 

untied from 

equipment if any 

  



 

Sagamok  

Shki Waase-Aaban Binoojiinh Gamik Policies & Procedures 
 
Section:  FORMS 
Form Title: Monthly Playground Inspection Checklist  
Form # C.30 
Date:   02/23/17        Date Approved: 05/28/17    

 

 

  
Moving parts are out 

of the reach of 

children 

  

  
Surfaces of slides and 

sitting places are 

smooth 

  

  

Water tables are 

emptied every day 

after use. Water 

temperature is 

moderate 

  

  
Area is free of 

tripping hazards 

(roots) 

  

  
Broken branches on 

trees and bushes have 

been trimmed 

without sharp points 

  

  
Children’s clothing 

has been checked (no 

cords, drawstrings, 

scarves) 

  

  
First Aid kit, phone 

and children’s 

records are available 

  

  
For toddlers: small 

items on which 

children could choke 

have been removed 

  

 

REPAIRS TO BE COMPLETED (Please indicate if Service Request Manager (SRM) is needed and attach 

SRM File Number) 

               

               

               

                

 

Signature:       

 Date:     



 

Sagamok  

Shki Waase-Aaban Binoojiinh Gamik Policies & Procedures 
 
Section:  FORMS 
Form Title: Transportation Seating Chart  
Form # C.31 
Date:   02/23/17        Date Approved: 05/28/17    

 

 

Seating Chart 
 

 

 

 

 

 

                                        Driver     Daycare Staff 

 

 

    

 

     

                 

 

    

 

 

 

 

 

       

 

 

 

 

 

 

   

Legend 

Car seat 

Booster seat 

Empty seat 

Driver 



 

 

 

Sagamok  

Shki Waase-Aaban Binoojiinh Gamik Policies & Procedures 
 
Section: C - FORMS 
Form Title: Van Attendance 
Form # C.32 
Date Reviewed:   08/20/15           Date Approved:   09/02/15 

                   Van Attendance 

Unloading (A.M.)                   

Date:      20   

 

 

 

 

 

 

 

 

 

 

 

 

 

                                   

 

 

 

                           Preschool Staff signature:____________________ 

                     Driver signature:________________________ 

 

Childs Name 
Preschool 

8:30 shift 

staff 

Toddler 

8:30 shift 

staff 

1.   

2.   

3.   

4.   

5.   

6.   

7.   

8.   

9.   

10.   

11   

12.   

13.   

 

 

 

 

 

Procedures 

Parents are required to initial seating chart of the 

van attendance form upon pickup of their child. 

The Preschool 8:30 shift staff will be required to 

initial each child’s attendance on the van after the 

parent has initialed the van attendance form. If 

child is absent, the staff will record an “A” by the 

child’s name 

1. If the van should arriver earlier than 9:15 am, 

the driver, staff and children must remain in the 

van until toddler 8:30 shift staff assist with 

unloading process 

2. The preschool 8:30 shift staff will provide the 

van attendance form to the toddler staff to initial 

attendance as children enter the building. 

3. The preschool staff will open both doors of the 

van and unbuckle one child at a time from their 

car and/or booster seat beginning from back to 

front of the vehicle. 

4. The preschool staff will escort each child from 

the van and guide them and hand them off to the 

toddler staff member at the main entrance door. 

5. The preschool staff will continue unbuckling 

each individual child until all children are off 

the van. 

6. The toddler staff receiving the children will 

escort children into the main entrance until the 

preschool staff joins the group. 

7. The van driver will retrieve the van attendance 

form from the toddler staff. Once all children 

have been accounted for, the preschool staff and 

the driver will perform a final sweep/inspection 

of the van from back to front of vehicle and 

both will sign off the daily van attendance form. 

8. The preschool staff will provide a duplicate 

copy of the signed van attendance form to the 

receptionist and is to be displayed in the 

reception area and on the van behind the 

passenger seat. 

9. The receptionist will be responsible to transfer 

the morning van attendance form to the 

afternoon van attendance form and review with 

the Supervisor 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 

 

 
 

 

 

 

 

Preschool 

Staff 

 
 

Driver 

 

 

 

           Seating Chart (Parent Initial) 

Legend 

 

Empty seat 
 

 

Driver 
 

 

Daycare 

Staff 

Car seat 

 

Booster seat 



 

 

 

Sagamok  

Shki Waase-Aaban Binoojiinh Gamik Policies & Procedures 
 
Section: C - FORMS 
Form Title: Van Attendance 
Form # C.33 
Date Reviewed:   08/20/15           Date Approved:   09/02/15 

Van Attendance 

Loading (P.M.) 

Date: ____ 20___ 

 

 

 

 

 

 

 

 

 

 

 

 

 

                                

 

 

 

Preschool Staff signature:____________________ 

                       Driver signature:________________________ 

 

Childs Name 
Preschool 

8:30 shift 

staff 

Toddler 

8:30 shift 

staff 

1.   

2.   

3.   

4.   

5.   

6.   

7.   

8.   

9.   

10.   

11   

12.   

13.   

 

 

 

 

 

 

 

 

 

 

 

 

Driver  

 

Staff 

 

Procedures 

Parents are required to initial seating chart of the 

van attendance form upon drop-off of their child. 

The Preschool 8:30 am shift staff will be required 

to initial each child’s attendance on the van after 

the parent has initialed the van attendance form. 

1. The receptionist will inform staff that van has 

arrived and will provide the loading van 

attendance form to the preschool staff. 

2. The preschool and toddler 8:30 am shift staff 

will meet at the main entrance with the children 

and organize from back to front of assigned 

seating. 

3. The toddler staff will open both doors of the van 

and buckle one child at a time to their assigned 

car and/or booster seat beginning from back to 

front of the vehicle. 

4. The preschool staff will direct each child to the 

toddler staff at the van. 

5. The toddler staff will continue buckling each 

individual child until all children are on the van. 

6. The toddler staff will initial that each child has 

been loaded onto the van. 

7. The preschool staff will board the van to escort 

the children home. 

8. The preschool staff and the driver will review 

the van attendance form to ensure each child is 

accounted for. 

9. Once the van returns to the centre, the preschool 

staff and the driver will perform a final 

sweep/inspection of the van from back to front 

of vehicle and both staff will sign off the daily 

van attendance form. 

10. The preschool staff will provide a duplicate 

copy of the signed van attendance form once the 

parent shave initialed that their child has been 

returned home.  The preschool staff member is 

to return the van attendance form to the 

receptionist by 4:15 pm. 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 

 
 

 
 

 

 

 

 

 

Preschool 

Staff 

 
 

Driver 

 

 

 

 

 

 

           Seating Chart (Parent Initial) 

   
   Driver    Daycare Staff 

Legend 

Car seat 

 

Booster seat 

 

Empty seat 
 

 

Driver 
 

 

Daycare 

Staff 
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Section: C - FORMS 
Policy Title: Sanitation Practices Checklist  
Policy # C.34 
Date Reviewed:   05/17/17         Date Approved: 05/28/17 

 

 

 
 

 

 

________________________________________       ____________________________________________ 

Cook/Housekeeper           Supervisor 

________________________________________       ____________________________________________ 

Date             Date  

Sanitation Practices Checklist 

Week of: ____________________, 20__ 

Complete each task, initial daily and sign off weekly M T W T F Comments 

Dining tables sanitized before and after each use       

Chairs sanitized after each use & stacked        

Carts and Bins sanitized after each use       

Kitchen and Dining area floors are swept and washed       

Vacuum rugs & mats       

All Counter tops & work tables sanitized       

Wipe down refrigerator, freezer, dishwasher,  stove top and 

can opener  

      

Wipe down door handles and window sills       

Clean windows in dining area        

All food prep equipment, dishes, and utensils cleaned, 

sanitized, and stored properly 

      

Disinfect dish and hand sink        

Turn dishwasher off       

Take out garbage       
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Section: C - FORMS 
Policy Title: Sanitation Practices Daily Checklist  
Form #C.34  
Date Reviewed:   10/20/12         Date Approved: 05/28/17 

 

 

Sanitation Practices Checklist 

Week of: ____________________, 20__ 

Complete each task, initial and sign off weekly M T W T F Comments 

Placing orders with suppliers       

Receiving orders with suppliers       

Grocery shopping        

Polish fridge, freezer, stove, dishwasher, microwave and 

work table 

      

All hoods and vents cleaned       

Laundry washed and folded       

Complete each task, initial and sign off monthly       

Rotation of food supplies       

All food items covered, labeled & dated       

Shelves clean and free of dust       

Clean interior of refrigerator and oven        

Garbage containers cleaned and sanitized       

Clean kitchen fan screens       

Complete each task, initial and sign off every 3 to 6 months       

Clean range, freezer  and hood filters       

Clean walls and doors       

________________________________________       ____________________________________________ 

Cook/Housekeeper Signature          Daycare Supervisor Signature 

________________________________________       ____________________________________________ 

Date             Date 
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Ministry of 

Education 

1. Instructions 
 

This form is intended for use by child care programs licensed under the Child Care and Early Years Act, 2014, to meet the following 

requirements: 

 Licensees must obtain offence declarations from all individuals from whom they have previously obtained a vulnerable sector 

check. The offence declaration must be obtained in every calendar year, except a year in which a vulnerable sector check is 

obtained, and dated no later than 15 days after the anniversary date of the most recent offence declaration or vulnerable sector 

check. 

 Licensees must obtain a statement from any person who turns 18 years old while in a position where he or she interacts with 

children receiving care, within one month after the person turns 18 years old. The statement must disclose every previous 

finding of guilt of the person under the Youth Criminal Justice Act (Canada), if the person received an adult sentence. 

 Where a licensee has accepted a copy of a vulnerable sector check from a volunteer or student, instead of the original 

documents, the volunteer or student must provide an offence declaration that addresses the period since day the vulnerable 

sector check was performed if more than six months but less than five years have passed since the day the vulnerable sector 

check was performed. 

 Any person from whom a licensee is required to obtain a vulnerable sector check is required to provide the licensee with an 

offence declaration, as soon as reasonably possible, any time he or she is convicted of an offence under the Criminal Code 

(Canada). 
 

This form must be completed and signed by the individual from whom an offence declaration is required. The form must also be signed by the 

licensee or designate to confirm receipt. 
 

This form must be retained for ministry review. 
 

2. Declaration 
 

Child Care Program Name: 

   
I,   , declare that,  

First Name, Last Name
 

since   
 
 
Date of last vulnerable sector check  or last offence declaration, whichever is most recent, or date of 18th birthday (yyyy/mm/dd) 

 
(Check all that apply.) 

 

 I have not been convicted of an offence under section 151 (sexual interference)  of the Criminal Code (Canada). 

 I have not been convicted of an offence under section 163.1 (child pornography)  of the Criminal  Code (Canada). 

 I have not been convicted of an offence under section 215 (duty of persons to provide necessaries) of the Criminal Code 

(Canada). I have not been convicted of an offence under section 229 (murder) of the Criminal Code (Canada). 

 I have not been convicted of an offence under section 233 (infanticide) of the Criminal Code (Canada). 

 I have been convicted of the following offences under the Criminal  Code (Canada): 
 
I declare that the above discloses all of my convictions  under the Criminal  Code (Canada) since the date specified above. 
 

In addition, I am aware of my duty to provide the licensee of the child care centre or home child care agency, as the case may be, with an 

offence declaration as soon as reasonably possible at any time that I am convicted of an offence under the Criminal Code (Canada). 

3. Signature (For completion by the employee/volunteer/student/provider/person who is ordinarily a resident or regularly at a home child care premises.)  

First and Last Name  Signature  Date (yyyy/mm/dd) 
 

 

 

4. Signature (For completion by the licensee/designate.) 
 

First and Last Name 

 
 
Signature 

 
 
Date (yyyy/mm/

 

Sagamok 

Shki Waase-Aaban Binoojiinh Gamik Policies & Procedures 
  
Section: C - FORMS 
Form Title: Offence Declaration Form 
Form #  C.35 
Date Reviewed:   04//27/17           Date Approved:   05/28/17 



 

 

 

Sagamok  

Shki Waase-Aaban Binoojiinh Gamik Policies & Procedures 
 
Section C - FORMS 
Policy Title: Toddler Attendance Sheet  
Form # C.36 
Date Reviewed:   10/20/12           Date Approved:   09/02/15 

MONTH:                                                                            YEAR:  

Toddler Attendance Sheet 

 WEEK 1 WEEK 2 WEEK 3 WEEK 4 WEEK 5 

NAME M T W T F M T W T F M T W T F M T W T F M T W T F 

                          

 

 

                         

 
 

                         

 
 

                         

 
 

                         

 
 

                         

 
 

                         

 
 

                         

 
 

                         

 
 

                         

 
 

                         

 
 

                         

 
 

                         

 
 

                         

 
 

                         

 
 

                         

 
NOTE:_____________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________ 

 



 

 

 

Sagamok  

Shki Waase-Aaban Binoojiinh Gamik Policies & Procedures 
 
Section: C - FORMS 
Form Title: Preschool Attendance Sheet 
Form #C.37  
Date Approved:   10/20/12         Date Approved:   09/02/15 

MONTH:                                                                    YEAR: 

Preschool Attendance Sheet 

 WEEK 1 WEEK 2 WEEK 3 WEEK 4 WEEK 5 

NAME M T W T F M T W T F M T W T F M T W T F M T W T F 

                          

                          

                          

                          

                          

                          

                          

                          

                          

                          

                          

                          

                          

                          

                          

                          

                          

                          

                          

                          

                          

                          

                          

                          

 

NOTE:_______________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

 



 

 

 

Sagamok  

Shki Waase-Aaban Binoojiinh Gamik Policies & Procedures 
 
Section: C - FORMS 
Form Title: Volunteer Placement Acknowledgment Form 
Form #C.38  
Date Approved:   10/20/12         Date Approved:   09/02/15 

VOLUNTEER/PLACEMENT ACKNOWLEDGEMENT FORM 

All volunteers and placements must ensure that they possess the following: 

 Standard  First Aid and Infant CPR Certification 

 Vulnerable Sector Criminal Reference Check 

All volunteers and placements must ensure that they have reviewed the following documents: 

 Confidentiality agreement 

 Shki Waase-Aaban Binoojiinh Gamik Policy and Procedures Manual  

 Behaviour Management Policy and Procedures (refer to Policy #A. 160, A.170 and A.180) 

 Sagamok Anishnawbek Personnel Policy and Procedure Manual 

All volunteers and placements must abide by the following: 

 All placement students must sign in/out using the TimeKron system  

 Must arrive on time, take breaks as directed and leave at the agreed time 

 Not to be left unsupervised with any children, and will not be considered as part of the staffing 

ratios within the classrooms 

 Will not be involved in toileting children 

 Be able to adapt to special situations 

 Focus on the children and keep adult conversation to a minimum throughout the day 

 Assist children in completing their task and encouraging self-help skills 

 Assist the teacher with sanitization, daily, weekly and monthly housekeeping duties 

 Reinforce appropriate behaviour with positive reinforcement 

 

Please sign below as an indication that you have read and understood the above. 

____________________________________ _______________________________ 

Volunteer/Placement Student    Date 

____________________________________ _______________________________ 

Placement Officer     Date 

____________________________________ ________________________________ 

Day Care Supervisor     Date 


