[image: rbp-final-logo-verticle]


PARENT HANDBOOK



1620 Earle Street
Victoria, B.C. V8S 1N5
Phone: (250) 383-7445
Email: rossbaypreschool@gmail.com
Website: www.rossbaypreschool.com




Welcome Message

Choosing the right preschool for your child is a big decision and we want to take this opportunity to welcome your family and we thank you for choosing Ross Bay Preschool for your child’s early years education.

My name is Kim Thorsen, and I am an Early Childhood Educator (ECE) and the owner of Ross Bay Preschool. Children and business have been my passion for as long as I can remember and it’s hard for me to imagine my life without the ‘little blue school’ in it!

I’m an empty nester to a daughter in university, a Ross Bay Preschool alum, and the very reason I started this journey. Our doors opened September 2006 and I am extremely proud of the community we have created the past 18yrs.

I am fortunate to have the opportunity to work with a remarkable group of caring, creative, and accomplished teachers who are here because they are passionate about having a positive impact on young lives. We very much look forward to meeting your family and sharing our preschool community with you.
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Sincerely,
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Kim Thorsen
ECE/Owner







Introduction

Ross Bay Preschool Ltd. is a licensed Group Child Care center (30 months-school age), offering half day and extended day preschool programming. The purpose of this handbook is to familiarize parents, caregivers and guardians with the operating information and policies of our center. The Parent Handbook contains important information regarding Ross Bay Preschool, and we ask that you keep this handbook readily available to reference while your child is attending the program.

Our preschool philosophy is centered on the belief that children learn the foundations of reasoning, logic, communication, and problem solving from engaging in active play and proudly offer a play-based curriculum that builds on the interests of the children. We strive to create a positive environment that encourages children to explore their surroundings daily. We structure our early childhood education curriculum around key elements of development to ensure the growth of the whole child. We focus not only on cognitive development, but social, emotional, and physical development as well for each child. 
We appreciate the diversity of our families and celebrate each child’s unique qualities. Our teachers are committed to working with parents to achieve the best possible results for their children. No child or adult will be discriminated against based on gender, race, religion, culture, ethnicity, sexual orientation, marital status, and/or physical and psychological needs. We recognize that each child is an individual and we strive to develop a partnership with your family to ensure we are doing our best to support each child in our program.
Our Goals and Objectives: 
· To provide a warm, supportive environment for children where they receive the nurturing and positive reinforcement they require to develop 
· To provide opportunities to interact with other children in a setting conducive to the development of wholesome social relationships
· To provide appropriate and meaningful play experiences that contribute to the developmental needs, interests, and abilities of the child 
· To build important foundations recognizing that each child comes to learning with distinct interests and abilities

Operating Information and Policies


Hours of Operation
Morning Option					
Monday-Friday - 8:45-3:00
		
Afternoon Option
Monday-Friday - 12:00-3:00

Extended Day Option
Monday-Friday - 8:45-3:00

Child Care Fee Reduction
Ross Bay Preschool is an approved Child Care Fee Reduction (CCFRI) site. The Child Care Fee Reduction Initiative (CCFRI) enhances childcare affordability by offering funding to approved licensed childcare providers to reduce parents’ monthly childcare fees. The reduction is not income tested and parents do not have to apply to receive the savings. 
Affordable Childcare Benefit
As a licensed group centre, we accept the Affordable Childcare Benefit (ACCB) for all eligible families. Funding differs based on factors such as household income, number of children in home, and the type of care. The following are expectations our program has for those utilizing ACCB:
· Parents are ultimately responsible for monthly fees
· Parents will be responsible for fee payments until benefit plan authorization has been received (processing can take 6-8 weeks) 
· Parents are responsible for paying any parent portion remaining after the deduction of ACCB from the program fees
· Parents are responsible for renewing ACCB before approval expiry
For more information about ACCB:
https://www2.gov.bc.ca/gov/content/family-social-supports/caring-for-young-children/child-care-funding/child-care-benefit

Fee Schedule - September 2023 – July 2024 
· 2 mornings or afternoons per week
$216.00/month before CCFRI 
$107.00/month after CCFRI (monthly parent portion)

· 3 mornings or afternoons per week 
$324.00/month before CCFRI
$160.50/month after CCFRI (monthly parent portion)

· 4 mornings or afternoons per week 
$432.00/month before CCFRI
$214.00/month after CCFRI (monthly parent portion)

· 5 mornings or afternoons per week 
$540.00/month before CCFRI
$267.50/month after CCFRI (monthly parent portion)

Fees are due and payable in full by the parent on the 1st of each month via e-transfer to rossbaypreschool@gmail.com 

· A late fee of $20.00 will be applied to any fees paid after the 1st 
· If fees are unpaid for more than 8 days, childcare will be suspended until full payment is received
· If a child is absent for any reason, there is no reduction in fees 
· If the Child Care Fee Reduction or the Affordable Child Care Benefit does not cover your previously approved amounts, the parent is responsible for the full monthly fee
· An annual fee increase of 3% will be applied each September upon approval from CCFRI (fees above include September 2023 increase) 

Registration
Licensing requires a child be 2.5-5yrs of age to register and only 2 children 2.5-3yrs old are allowed in each class. If we have reached this limit, each child thereafter must be within 1 month of turning 3 years old to start.

A registration fee of $50.00 is required before a space will be reserved. The registration fee is non-refundable and is put toward administrative costs. 

To complete the registration process, we require the following:
· Completed Registration Form 
· Photocopy of your child’s current immunizations
· $50.00 Registration Fee (after class confirmation is sent) 

Daily Routine
Our daily routine is flexible to allow for spontaneity and interests of the children. A typical class includes the following:

· Arrival & Greetings
· Circle Time
· Free Play
· Clean-up
· Snack
· Story & Songs
· Outdoor play

We encourage families to bring their children to preschool no later than 9:15 and 12:30 each day so that they have an opportunity to integrate into the center and receive the most benefit from the program each day. Children may not be dropped off before the program start time of 8:45 or 12:00. 

It is required by licensing that children are signed in and out each day, this gives us a written record of the child’s attendance, hours, and notes of any communications with parents.

Orientation
Starting preschool can be a big adjustment for the child and the whole family. Even children who have been in care before need time to get to know new people before they can become comfortable in a new space. To support the child and the family through the process of adjustment and acquaintance, a gradual entry might be required. We recognize that each child is unique and some children may need more time to adjust to a new environment, we are happy to work with you and your child to help with this separation and continue with a gradual entry for as long as needed.


Ratio & Staffing
Ross Bay Preschool is licensed for 20 children. Child Care Licensing requires a minimum of 1 Early Childhood Educator (ECE) for 1:8 ratio, 1 ECE & 1 Early Childhood Educator Assistant (ECEA) for 1:16 ratio and 1 ECE & 2 ECEA’s for 1:20 ratio. Ross Bay Preschool will never exceed these ratios and will always have the children’s best interest in mind when planning classes size each year.

Ross Bay Preschool Educators are certified as Early Childhood Educators and or/Early Childhood Educator Assistants and as such, have all necessary training to provide high quality programs and care for all children in the center. All preschool educators must have the following up-to-date certifications in addition to their ECE/ECEA credentials: First Aid with CPR-C, Criminal Record Check & a minimum of 40 hours of relevant childcare courses every 5yrs for license renewal.

The preschool reserves the right, for any reason, to enlist the use of a substitute. The preschool will ensure that the substitute is equivalently qualified with clear criminal record check and a current first aid certificate.

Students from local colleges completing their Early Childhood Education Certificate may come to observe and participate in the program. All students have a clear criminal record check completed before attending the preschool. Students are always under the supervision of an ECE.

Health
We are committed to providing a safe and healthy environment for each child and staff member in our program. Children must be well enough to participate in an indoor/outdoor program. If a child is sick, they must be kept home and symptom free before returning to preschool. Please refer to the following illness list for guidance: 
Communicable disease: As a licensed center, we are required to report if a communicable disease has been identified within the center. Parents are required to notify us immediately if their child has contracted a communicable disease (chicken pox, measles, impetigo, scabies etc.). Your child will not be permitted to attend the program until VIHA has provided us information regarding how long the child should be excluded from classes.
Acute cold: Contagious with obvious discharge of infected green or reddish-brown mucus. Child may return when discharge is clear
Cough: Difficulty breathing or persistent cough (3-5 times per hour). Child may return once coughing subsides 
Fever: 38C or 100F or over. Child may return when fever has remained at 37C (98.6F) for 24 hours without medication 
Vomiting: Child may return 24 hours after the last bout of sickness
Diarrhea: Child may return 24 hours after the last bout of sickness and bowl movements have returned to normal
Infected skin/eyes/rash: A doctor must examine undiagnosed skin irritation and provide clearance prior to child’s return to care. Eye infections such as Conjunctivitis (pink eye) is extremely contagious and must be treated. Once the eyes are clear, child can return to care 
If a child becomes ill during the day parents will be called to pick-up their child. If they cannot be contacted, we will call listed emergency contacts to pick-up the child. A teacher will place the ill child in a quiet rest area and the child will be monitored closely.  
We will notify you if your child has been exposed to a communicable disease so you can be alert to symptoms of that disease in your child. While exposure to many contagious diseases is a normal part of childhood, these policies will minimize the risk of most preventable diseases. While being fully immunized is not a provincial requirement, should a case of a communicable disease be present at preschool and your child is unvaccinated for what is going around, we will ask you to keep your child home to minimize the risk.

Medications 
A teacher will administer medication only if it is in the original container.  Prescription drugs must be clearly marked with the child's name and dosage instructions. Parents are required to complete the Permission to Administer Medications form. The teacher administering the medication will maintain the portion of the Permission to Administer Medications form, which pertains to the medication record for the duration of the treatments(s). All medication will be kept in a locked container. A teacher reserves the right to choose whether they will administer any given medication.
Allergies 
It is essential that we provide a safe environment for your child and staff. If your child has a life-threatening allergy (Anaphylaxis), the following guidelines will be implemented: 
· notification of the identified allergy will be given to families via email and identified food item will not be permitted at preschool
· if an item from a child’s bag is in question, it will be sent home 
· when programming involves cooking or special food items, parents of children with allergies will be notified so they can provide an alternative product or arrangement
· anaphylaxis plan will be completed and posted for all staff. All staff are trained in emergency first aid and use of an Epi-Pen
Parent Responsibilities:
· identifying all their child’s allergies to the preschool
· supporting and educating the preschool of their child’s allergies
· ensuring a current Epi-Pen is on hand each day
· ensuring all care instructions & emergency contact numbers are current 

Food & Drink
Parents are required to send their child with a healthy snack each day for a morning or afternoon class and multiple snacks and lunch for the extended day program (in a bag marked with their name, along with a reusable drink container filled with water and an ice pack to keep the lunch fresh). Staff and children do not share food unless a pre-approved special occasion item is brought to share and does not contain any item from the ‘allergy, sensitivity, preference’ sheet listed for any child.

At no time will a child:
· have food used as a reward or punishment
· be forced to consume any amount of food or drink
· have the order of which they eat their food told to them
· be left unattended at mealtime

At each mealtime, a teacher will:
· check snacks for items that might be harmful for an anaphylactic child
· ensure children wash their hands before eating or drinking 
· model healthy eating habits
· refill drinking water when needed 


Birthdays
Celebrating a birthday at school is an exciting experience for every child!  You are welcome to bring something special to share (nut free) with the class, but we ask that you only bring healthy snacks (fruit, vegetables, sugar free popsicles, etc.).  

Attendance
If your child will be absent from the program for any reason, a parent must email us to let us know their child will not be attending. Fee reductions or repayment do not apply.

Clothing and Supplies
We ask that the following items are included each day:
· full set of extra clothes in your child’s backpack 
· a backpack that easily fits all belongings and is sized appropriately for them to comfortably wear while walking to the park
· wear clothing that washes easily and is acceptable to get dirty at times
· comfortably dressed for the weather each day
· outdoor shoes must be non-lacing
· pair of hard soled/non-lacing shoes for indoors that stay at preschool 
· label all clothing, lunch kits, backpacks, and drink containers

Items from Home  
We ask that items from home not come to preschool with your child. Items from home tend to cause arguments, get lost and/or broken and promote exclusive play. Transition items such as a stuffy or blanket are always welcome where needed. 


Communications
Communication is vital in the success of the preschool experience. Weekly emails are sent out to keep families informed of upcoming events/activities, field trips, fundraisers and daily schedules and we encourage you to read it carefully. Teachers are available to answer your questions, to discuss your ideas or concerns, and to help you find solutions to problem situations involving your child either at home or at preschool. With so many children arriving and departing at the same time, it is not always possible at the beginning or the end of class, but we are happy to schedule an appointment for a time that is convenient for parent(s) and teacher(s). 

Changes
The preschool will give at least one months’ notice of any fee changes. Parents will be informed of any policy and/or operational changes. Parents are required to inform the preschool of any relevant changes. Relevant changes include, but are not limited to updating registration information, changes in the home environment that may affect a child's behavior (family conflict, death, marriages, divorces etc.), and changes in custody arrangements (court orders).

Notice of Withdrawal 
Parents who wish to withdraw their child from the preschool must agree to the following policies:

· September: July 15, 2023, is the deadline to withdrawal (via email) for September 2023 classes. Alternatively, you will be charged one month’s fees in lieu of notice (no exceptions) 

· October-February: One month’s written notice (via email) on the 1st of the month. Alternatively, you will be charged one month’s fees in lieu of notice (no exceptions)

· March-July: March 1, 2024, is the deadline to withdrawal (via email) for the current school year (your child’s last day will be the end of March). After this date, you are then committed for the remaining months of April-July’s fees (no exceptions). There is no reduction in fees or repayment due to early withdrawals
Prepayment
Provided proper notice is given, any portion paid in advance for childcare, beyond the last day of the month named on the withdrawal notice, will be reimbursed via e-transfer, and may take up to one week to be issued. If proper notice is not given (see Withdrawal Policy), any portion paid in advance for childcare, will be put towards the remaining amount owe. Should there be money owed back to any family, this amount will be reimbursed via e-transfer, and may take up to one week to be issued. 

Notice of Termination
Occasionally, a child will have difficulty adapting to the preschool environment. Teachers will always communicate with parents daily when there are any concerns or difficulties and work together closely to try to resolve the behaviors. If a child’s behaviour continues to be disruptive or unsafe to other children, we reserve the right to withdraw your child. 

Registration will be terminated immediately for:
· failure to comply with the policies set forth and agreed upon in the Parent Handbook & Registration Form
· unsafe, aggressive, or hurtful behaviour of a child that persists
· inability for staff to meet a child’s needs without additional staff and/or behavioral supports
· blatant disrespect or aggression towards a staff member
· non-payment of preschool fees and/or reoccurring late payment
· repeated failure to pick-up child at scheduled times

The preschool will give one month’s written notice (when it doesn’t affect the safety of a child) if preschool services can no longer be provided. Fee reductions or repayment do not apply. 

Closures
The preschool will be closed on the following statutory holidays: 
	New Year’s Day         Victoria Day		Remembrance Day
	Family Day                  Canada Day		Christmas Day			
	Good Friday                Truth & Reconciliation Day	 
	Easter Monday            Thanksgiving Day	
			
Ross Bay Preschool follows the public-school holiday closures and is closed during Christmas Break and Spring Break for two (2) weeks. Our fees are pro-rated to incorporate holiday and break closures for the year and do not vary monthly. A calendar of closure dates will be emailed and posted before school starts in September each year. The preschool runs from September-July and closed for the month of August. 

In the event we must close due to reasons beyond our control (extreme weather, snow days, power outage, structural damage to the building etc.), you will be notified prior to the start of the program. If the program is in progress, you will be contacted to pick up your child immediately. Program fees will not be reimbursed in the case of these closures. 

We follow all weather and air quality closures for School District 61. On days of inclement weather, the school district will announce closures prior to 6:30am. If schools are closed due to weather and road conditions, the preschool will also be closed. 

Emergency Preparedness
All staff are trained in our Emergency Procedures, including those for fire, earthquake, and other major emergencies. Fire drills will be carried out by the preschool class each month, and an earthquake drill is performed once per year according to Childcare Licensing Regulation. 

Fire and/or Site Evacuation: In the event we need to evacuate the building, parents will pick up form Hollywood Park. Our preschool is equipped with hard wired smoke alarms and fire extinguishers.
Earthquakes: In the case of an earthquake, if possible, we will remain on site. If the centre is badly damaged, emergency crews will relocate us to the nearest emergency centre. 
Shelter in place: A shelter in place may need to be implemented should there be an external threat and it is safer for participants and staff to remain inside the building than out. The objective of the shelter in place is to isolate building occupants from potentially dangerous substances such as an external threat. Parents will be notified and kept up to date on the status of the situation and notified when pick-up is safe. 
Injury and Accident: If any child has a serious injury or accident while attending Ross Bay Preschool, the following procedures will be followed: 
· The extent of the injury will be assessed following proper first aid
· If the injury requires immediate care, 9-1-1 will be called 
· Parents will be contacted immediately. If a parent is not available, staff will telephone the emergency contact numbers on file for child
· If parents and emergency contacts are not available, a staff member will accompany the child to a medical facility. Senior staff shall remain at the centre with the remaining children. If additional help is needed, we will telephone a back-up teacher until someone is able to attend. Where needed, remaining children’s families will be called to pick-up to ensure ratio and safety of all children
· Staff will fill out an accident report form and send immediately to VIHA Licensing. This report must be filled out within 24 hours and must be signed by a supervisor. Immediately, staff will complete a follow‐up report for the parent detailing the accident
Guidance and Discipline
The goal for guiding children’s behaviour is to assist children in developing respect, self- control, self-confidence, and sensitivity in their interactions with others. The following positive guidance techniques will be used to encourage appropriate behaviour:
· establish clear, consistent, and simple limits
· state limits in a positive rather than a negative way
· focusing on the behaviour, rather than on the child
· stating what is expected, rather than pose questions
· providing real choices
· allowing time for children to respond to expectations
· reinforcing positive behaviour 
· encouraging children to use the educators as a resource when they cannot resolve on their own
Inevitably, there will be occurrences of behaviors that will be necessary to intervene. The following intervention strategies or combination will be used to help ensure that guidance is supportive: 
· approach calmly stopping any hurtful actions, 
· acknowledge the feelings of children involved, 
· gather information, 
· restate the problem, 
· ask the children for solution ideas, choose one together, and
· be prepared to give follow-up support
· redirect where needed
· remind children of the appropriate behaviour
· provide opportunities for children to restore relationships after incident of hurt or harm
If a child has recurring behaviour difficulties of an extreme nature that is adversely affecting themselves and/or greatly infringing on the rights of others, the preschool will consult with the parents to find a solution that will benefit everyone concerned.  

Conflict Resolution
At Ross Bay Preschool we treat the children and our staff in a respectful manner. We require that all family members follow this policy by always speaking in a respectful manner to our teachers, children and their families.  If a parent has a serious matter that they wish to address, they may set up an appointment time to speak with one of our teachers. At no time will serious matters be discussed in front of the children. If a conflict cannot be resolved, Ross Bay Preschool may find it in the best interest for all involved to terminate the care of the child (please see Termination Policy). If it appears that the safety of the children or staff members is in any way in jeopardy, this termination will be effective immediately.

Confidentiality Policy
All staff at Ross Bay Preschool understand and agree (upon accepted employment) that all information made available regarding children and their families is strictly confidential and not to be discussed outside of Ross Bay Preschool at any time during and after employment.

Release of a Child
Parents are expected to pick up or arrange for the pick up of their children on time each day. It is the parent’s responsibility to ensure whoever is picking up your child, knows the pick-up time, where to park and is on time. If a child has not been picked up at the scheduled end of the program, the preschool will make every effort to contact the parents, if parents are unreachable, then person(s) from your Authorized Pick-Up list will be called. If that person(s) is unavailable and the parent has not contacted the preschool, the preschool is legally required to notify the Ministry of Children and Families.

A late fee of $20.00 will be charged for every fifteen (15) minutes after the pick-up time.

Authority to pick up a child:
The Registration form for the preschool indicates the names of people who are authorized by the parent(s) to pick up a child. It is advised that parents keep as many names needed on this list that they feel are required for this purpose. Parents are required to keep this list up to date. If an unauthorized person (someone not on the list) must be arranged, the preschool must be advised each instance in writing. The preschool will request photo identification prior to releasing the child.

Alleged Impaired Authorized Pick up:
It is the preschool’s responsibility, where possible, not to release a child to an authorized person who is unable to adequately care for a child. If the teacher believes that a child will be at risk, that teacher will: 
1. Offer to call an authorized person to pick up the parent and child; or
1. Contact the Ministry for Children and Families

If the person is driving a vehicle, the teacher will explain that driving while under the influence of drugs or alcohol is against the law and teachers are obligated to ensure the safety and well being of the children and adult. If the presumed impaired person chooses to get in the car with or without the child, the teacher will immediately notify the police. The teacher will call the Ministry for Children and Families if they feel that the child is in need of protection. 


Custody and Related Court Orders:
If a custody or court order exists, a copy of the order needs to be placed in the child's file at the preschool. The parent is responsible for providing accurate and up to date information concerning the legal guardianship of the child. Without legal documents on file, the preschool cannot legally deny access to the other parent. If a parent is not listed on the Persons Authorized to Remove the Child from the Preschool list, the policy on unauthorized persons will be implemented. 

Potty Training
We understand that not every child will be fully potty trained when starting preschool, and we are happy to help in the process when they are ready. If a child should need to be changed, our teachers will ensure each child is taken care of. The preschool is equipped with a changing table and pad, potty seats and stools. Parents are required to supply diapers, wipes and an extra change of clothing.

Insurance
The preschool agrees to maintain adequate liability insurance pertaining to the operation of a licensed childcare facility at all times.  

Parking
Ross Bay Preschool kindly requests that parents who drive their children to school, drop off and pick up their children by entering onto Earle Street off St. Charles and park in front of Hollywood Park along the chain link fence (please do not park in front of any residential homes). Please continue in the same direction towards Fairfield Rd. when leaving. To ensure child safety, please do not turn your vehicle in the street or use any driveway to back out of to turn around to leave.

Active Outdoor Play Policy
Each of our classes will end their preschool day outdoors. Licensing requires classes 3 hours in duration to be outdoors for a minimum of 40 minutes and our extended preschool class, a minimum of 60 mins per day. Our outdoor time will include active play where children are able to get their heartrates up and will be inclusive for all (running, climbing, jumping etc.).    
Screen Time
We believe that too much use of technology on the developing brain can cause negative effects. Ross Bay Preschool will offer no screen time to any child in attendance of any of our classes.
 
Air Quality
Ross Bay Preschool will monitor the Province of BC’s current Air Quality Advisories and adjust the program as necessary. Parents will be notified of any major changes in programming via email or in person as soon as possible. The preschool is equipped with a Hepa Air Purification System and on high-risk days, we will spend it indoors with the windows and doors closed and the system on high. 

Extreme Heat

In the event of extreme heat temperatures during preschool hours, we will ensure access to water, shade, and periods of rest. Teachers will encourage children to keep hydrated and will watch for signs of dehydrations. Where possible, we will schedule our outdoor time for earlier in the day. Staff will regularly check-in with children to ensure safety and comfort. If the building is unable to maintain a safe temperature indoors, we will call families to ask them to pick-up as soon as possible to ensure everyone’s health. 
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