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“Play is the foundation of growth, learning, and development for children.” -Bill Page
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Introduction
Welcome to Magic Pencils Learning Centre, a place where our professional staff is committed to excellence by providing you and your child with the best possible quality care.  We hope the experiences will become treasured memories for you for the years to come.
Philosophy
At Magic Pencils Learning Centre we believe every child is a special individual, requiring quality care for healthy physical, emotional, intellectual, and social development.  This is accomplished by providing a secure learning environment, through positive reinforcement, encouraging children to explore their own ability, promote independence, and develop self esteem.  We firmly believe learning can be fun!
Goals and Objectives
· Through daily activities we provide positive loving, safe and healthy environment
· We strive to have each child to reach his/her potential: physically, socially, emotionally, intellectually, and creatively
· To provide children with the opportunity to learn and play together, and share with others
· To develop the child’s problem-solving skills
· Encourage language development by carrying on conversations related to the child’s own interest
· To develop the child’s independence and self-esteem
Our Program Statement and Parent Handbook are available to download from our website.


“A classroom is a place with four walls, with tomorrow inside.”   -Claudia Lesman Boysen
Enrollment Procedures
Magic Pencils Learning Centre encourages all prospective parents to tour our facilities prior to enrollment.  This would provide a preview of the programming, as well as a chance to meet the teachers and children in the classrooms.  This will ensure that you have chosen a place suitable for you and your child(ren).
An enrollment package will be given out for each child.  This package has to be completely filled out and returned back to the centre prior to the child starting care.
Payment is due before a child can start attending their first day.  All fees must be paid in advance of the first day of each week.  A late fee can be charged for late and/or missing payments.  
There will be no deductions or rebates for children that are off sick or on vacation.
A copy of your child’s up to date immunization will also be needed.  This is a requirement.  Exemptions may be granted for medical reasons, or reasons of conscience or religious beliefs.
Fee Schedule
We are proud to confirm that we are part of the Canada Wide Early Learning and Child Care program!  We are following the direction of the Ontario Government for Base Fee decreases.  MPLC will let all families know of any decreases when we know. 
Fees are to be made through e-transfer to magicpencils3@gmail.com. Please add your child’s name into the subject/comment section to ensure that the money is added to your account.
Payment is required on a weekly basis, in advance of care being provided, unless other arrangements are made with management in advance.
Refunds or credits are given if: 
· the amount the parent is paying has decreased
· on December 31st, the parent overpaid the fees for that year, the extra is credited to the next year
· switching to subsidy after paying full fees
· a parent has paid in advance and there is a balance left over after withdrawing their child and the five days notice of withdrawal is paid
If any of the above are the case, the refund or credit will be applied to your account if the child continues to attend, or an e-transfer will be sent to the e-mail used to make payments if your child is withdrawn.

The following fee schedule is broken down into two categories:  
	Base Fee – Any fee that is charged in respect to a child in childcare
	Non-Base Fee – Any fee charged for optional items or services
The Fee schedule is available upon request from the Centre.  The CWELCC rate is changing, so prices will not be listed in the parent manual until they are stabilized at the final rate.
Vacation
Each child will be allowed 2 weeks vacation, after they have been with the Centre for a minimum of one full calendar year.  The fee charged for this vacation period is ½ the regular daycare fee to hold the spot.  One month notice is required to ensure that staff ratios are maintained.
Arrival and Pick Up
Parents are responsible to bring their child to the appropriate room. When doing so, make sure that the educators in the room know of your child’s arrival.  Magic Pencils Learning Centre asks that parents do not enter the room with dirty, outdoor shoes.
If a child does not show up at the agreed upon arrival time, after an hour passes, the parent will be called to ensure the safety of the child.  The educators will continue to call until a parent is reached.
Parents are also responsible to pick their child up from their appropriate room.  Please make sure the educator knows the child is leaving.  
None of the children in our Centre will be released to any person other than the ones listed on the application form.  In the event that an individual who does not normally pick the child(ren) is required, it is the responsibility of the parent to notify the Centre and provide written permission to do so. The individuals photo identification will be required.  This is to ensure the safety of our children.
If there is anyone that cannot pick up a child, it is the responsibility of the parent to notify the Centre and provide appropriate documentation.
During times of increased illness, MPLC will complete Wellness Checks on all children entering the building to ensure that the child is well enough to stay at the Centre.
It is the policy of the Centre that we will only release your child to an adult.  The Child Care and Early Years Act (CCEYA) stipulated that an adult. An adult is someone who is 18 years of age or older.
Late Pick Up:  If a parent is late to pick up his/her child(ren), a late fee will be charged.  Late fee is $1.00 per minute late (PER CHILD) after 6pm.
Where a child has not been picked up and the Centre is closed:
1.  Where a parent/guardian or authorized individual who was supposed to pick up a child from care and has not arrived by 6:15 pm, staff shall ensure that the child is given a snack and activity, while they await their pick-up.
2. At 6:00 pm, one educator shall stay with the child, while the second educator proceeds with the calling the parent/guardian to advise that the child is still in care and inquire their pick-up time.  In the case where the person picking up the child is an authorized person; the staff must contact the parent/guardian first and then proceed to contact the authorized person responsible for pick-up if unable to reach the parent/guardian.
3. If the educator is unable to reach the parent/guardian or authorized person who is responsible for picking up the child, the educators must try to contact the Emergency Contacts given by the parent/guardian at Registration.
4. Where the staff is unable to reach the parent/guardian, or authorized person or the Emergency Contacts by 7:00 pm, the educators shall proceed with contacting the local Children’s Aid Society (CAS).

Absenteeism: If your child is going to be absent from the Centre due to illness or for any other reason, the Centre must be notified by 9:00am.  There is no reduction in fees when a child is absent.
Clothing and Possessions
Each child requires the following items:
· Washable, practical, and comfortable clothes that will be played in
· At least one complete change of clothing (more if child is being toilet trained), clearly marked with your child’s name, in case of an accident/spilled food, etc. This can be put in a child’s backpack and/or in their cubby
· Pliable, crepe or rubber soled indoor shoes.  Velcro closures are easiest for children.  Laced shoes should only be worn by children that are able to tie up shoelaces.
· Weather appropriate clothing (Children are required to go outside in all types of weather for two hours a day)
· A blanket for sleep time is necessary unless your child is enrolled in our School Age Program.  The blankets should be picked up Friday to be washed and returned the following Monday
· For all diapered children: Diapers and wipes are to be provided by the parent(s).  Also, any diaper cream that may be needed.

Please note: 
· Bottles can only be used in the infant room
· Pacifiers cannot be used in the Preschool Room
· There cannot be any open toed shoes allowed in the Centre

Magic Pencils is NOT responsible for lost or stolen items! No outside toys allowed within the Centre!!

Supervision of Volunteers and Students

Magic Pencils welcomes volunteers and students to learn within the Centre.  Volunteers and students are never left alone with any child or group of children while at Magic Pencils Learning Centre.  Volunteers and students must have a current Vulnerable Sector check, up to date immunizations, a negative TB test, and up to date CPR-C and First Aid training.  Volunteers and students are supervised at all times and will never be counted in ratio.



Parent Involvement
The staff at Magic Pencils Learning Centre believe it is important to have parent involvement.  The following are some of the ways in which we try to keep parents involved.
· Daily contact between the parent(s) and teacher(s)
· Teachers keep a written record of the child’s development and progress on a monthly basis
· Teachers will notify parents immediately of any behaviours which either threaten the safety of the child, the other children, or the teacher, or which cannot be controlled within the resources of the Centre.  This would include any violent or aggressive behaviour
· Posted notices will keep you up to date on current events
· We are open to suggestions or constructive criticism
· The door to the office always remains open and your personal input is always welcome

Children’s Photos
As memories of any daily activities, occasionally photos/videos will be taken, only if the parent(s) have given the Centre signed permission to do so.  These photos/videos will be accessible to all parents and are placed in the classroom’s photo album or in our annual montage. 
Program
Our daily program consists of:
· Language Development, story telling, puppet shows, finger plays, songs, books
· Cognitive Development with exposure to numbers, colours, shapes, and letters
· Creative activities such as project work, music and movement, drama, and imaginative play
· Gross motor indoor and outdoor activities
· Nature and environmental studies
· Multicultural activities
Food and Nutrition
A nutritious hot, homecooked lunch as well as morning and afternoon snacks are provided to the children each day.  These meals have been developed in accordance with Canada’s Food Guide and meet all the requirements of the Child Care and Early Years Act (CCEYA).  Menu’s offer the child(ren) a wide variety of culinary experiences.  Weekly menu plans are posted on the parent information board, in the entry way to assist you with meal planning at home.
If your child has a particular dislike to any particular food, please note this on your application.  Similarly, please list any food allergies, sensitivities or restrictions and should your child require a special diet, you will be asked to supply it.  In the case of severe food allergies, such as wheat, milk, etc., you will be asked to supply an alternative food to be left at the Centre.  This is the ONLY circumstance under which food from outside the Centre is allowed.  
Children’s special dietary needs and allergies will be posted in the food serving area and in the child’s classroom.
Children are encouraged to try all foods that are served; however, they are never forced to eat them.  A child who refuses to eat will have to wait until the next meal sitting.
Health Policy
The Child Care and Early Years Act (CCEYA) requires all children over the age of 30 months to spend two hours per day outdoors, weather permitting.  Therefore, children will not be accepted at the Centre if they are not able to participate in all routines.  Children will not be allowed to stay indoors at outdoor time.
The CCEYA also requires that all children have a “rest” period from 12:30 p.m. to 2:30 p.m. If a child has not fallen asleep after the first hour, he/she is permitted to do quiet activities on his/her bed until their classmates awaken.
In the case of your child having a communicable disease, or having had immunization shot, please be sure to notify our office in order to update their medical record.  By law, we must know of every communicable disease that a child may have, in order to take appropriate action to prevent further outbreaks.
Also note that each child will be required to complete the Medical Declaration of Health, indicating they are disease free, prior to being enrolled in the Centre.
Sickness Policy
This policy is designed for the health and safety of the children at the Centre. All parents must provide their child’s Record of Immunization, which is supplied by the Health Department, before they can begin at the Centre.  Staff members must be advised of any allergies or special health issues.
The Centre cannot keep a sick child on the premises.  As stated in the Child Care and Early Years Act, parents are required to make immediate arrangements to have a sick child removed from the Centre.  We require that a child must be picked up within the hour of the phone call.
The Centre has only three options in these circumstances
· Removal of the child by a parent/guardian
· Removal of the child by an emergency contact person
· Removal of the child by Children’s Aid Society
Parents/Guardians will be notified if their child is displaying unusual irritableness, fussiness, or restlessness, which often is a sign that the child is most likely developing an illness.
In the event of a more serious accident, which requires medical attention, the parent/guardian will be notified immediately, and depending on the severity of the incident will be asked to pick up the child, in order to seek said medical attention, or they will be asked to meet one of the staff at a designated hospital.
Administration of Prescription Medicine
Medications prescribed for the child, by a physician, will be administered by the RECE Staff, only when a Medication Authorization Form has been filled out by the parent.  Any medication that is to be given less than three times a day will not be administered by the Centre.


Over the Counter Non-Medicated Creams and Sunscreen
Over the counter non-medicated creams and sunscreen will be applied only with written parental consent which is usually found in the Registration Package.  Creams with an expiry date must be current.
Administration on Non-Prescription Medication
Non-prescription medication will only be administered to the child if it is presented in its original container (as supplied by the pharmacy).
We will not administer over the counter medications without the written consent of your physician, which must include the following:
· The child’s name
· The name of the medication
· The exact amount to be administered
· The time intervals at which the medication is to be administered
· Accompanying symptoms, the child must have before administration
Also, a medical Authorization Form must be completed, by the child’s parent, prior to any medication being administered.
Emergency Medications
Can be carried by staff and children (age appropriate and approved by parent for appropriate use with written consent). Must be carried in a zippered bag (to ensure other children are not able to access the medication), weather permitting (if too cold or hot, hung inside the building beside outside door).
If not being carried by the intended person, the medications will be accessible:
· Indoors – in the labeled cupboard in the appropriate classroom with the childs name plainly seen
· Outdoors – hung inside the building beside the outside door in its own zippered bag
Epinephrine Auto Injector (ex: EPI-Pen)
If your child required an Epinephrine Auto Injector for any anaphylactic allergy, we would administer as needed, provided a Medical Authorization Form has been completed.  It will be kept in a place where it is easily accessible, but out of any child’s reach.  The closest staff member will administer the Epinephrine Auto Injector into the fleshy part of the leg; it is possible to administer it through clothing.  If your child is at the age that you approve of and provide written consent, they can administer the EPI Pen by themselves. The staff will clear the children from the area and the Supervisor/Staff Member will call 911 immediately.  The parents will be notified immediately and all SERIOUS OCCURANCE procedures will be followed.
Inhalers
Inhalers will be administered only when accompanied by specific instructions from the physician, and if the parent/guardian has completed a Medical Authorization Form. If your child is at the age that you approve of and provide written consent, they can administer the inhaler by themselves.
Diabetes Medication
Diabetes Medication will be administered only when accompanied by specific instructions from the physician, and if the parent/guardian has completed a Medical Authorization Form. If your child is at the age that you approve of and provide written consent, they can administer the medication themselves.
Epilepsy Medication
Epilepsy Medication will be administered only when accompanied by specific instructions from the physician, and if the parent/guardian has completed a Medical Authorization Form. If your child is at the age that you approve of and provide written consent, they can administer the medication by themselves.
Administration of Tylenol/Tempra/Advil
This medication must be accompanied by a note from the physician, which includes the following:
· The child’s name
· The name of the medication
· The exact amount to be administered
· The time intervals at which the medication is to be administering/usually 101 degrees Fahrenheit 
· For FEVER: Please note that although this medication has been administered to your child, he/she must still return home and cannot return until he/she is fever free and Tylenol/Tempra/Advil free for 24 hours
If you prefer to use no name brands, please have the doctor indicate Ibuprofen or Acetaminophen instead of Tylenol/Tempra or Advil as these are name brand products and shouldn’t be substituted. 
Under the Child Care and Early Years Act (CCEYA), all medication must:
· Be in the original pharmacy container
· Be clearly labelled with the child’s name
· Contain the name of the medication
· The date of purchase and expiration date
· Include instructions for storage
*Please note that physician’s notes are only valid for a maximum of twelve (12) months.*
*The ONLY exception to this rule is fever and pain due to teething with a doctor’s note of explanation*
It is also very important for you to inform our staff if your child is on any medications, even if he/she is not receiving it at the Centre.
We require that you keep your child at home if he/she has any of the following:
· One or more loose bowel movements
· Diarrhea or vomiting
· An ear infection that has just been diagnosed
· An unexplained rash, unusual skin disorder or other infection
· Any communicable disease: mumps, measles, chicken pox, gastroenteritis, impetigo, pink eye, roseola, etc.
Please see below for specific requirement.
	A Child will be sent home when any of the following occur
	The Child may return when the following conditions are met:

	His/Her fever reaches 101 degrees Fahrenheit
	He/She is fever free and Tylenol/Tempra/Advil for at least 24 hours.  The child’s temperature will be checked upon return

	He/She had one or more loose bowel movements in a one-day period
	His/Her bowel movements are solid, and not exhibiting any other symptoms of illness, such as fever, diarrhea, rash, etc.

	He/She has vomited
	Vomiting has stopped and no other symptoms persist, such as fever, diarrhea, rash, etc.

	He/She has pink eye, strep throat, etc.
	He/She has received 3 doses of antibiotics that have been prescribed by a physician and is continuing medication until symptoms have disappeared

	He/She has chicken pox/measles/hand, foot and mouth disease
	There are no new blisters appearing, and old blisters have scabbed over.  The child MUST be checked over by Management upon returning

	He/She has lice
	He/She has been treated and is completely nit free.  The child MUST be checked over by management upon returning

	He/She has developed an unknown rash
	He/She has been seen by a physician and received a note stating that the rash is not contagious




Discipline
When needed, Magic Pencils Learning Centre disciplines the children in a positive manner. The appropriate action that is taken will be guided and determined by the child’s age, to ensure health and safety, respect of rights, and to promote and strengthen self-discipline. The staff at Magic Pencils believe that most unwanted behaviours can be rectified by redirection. Parents will be notified with any change in their child’s behaviour.
When all our efforts have been exhausted, Magic Pencils Learning Centre has access to outside agencies that may assist/guide the educators. Such agencies are Resources for Exceptional Children, Grandview Children’s Centre and Children’s Developmental and Behavioural Supports.
At Magic Pencils Learning Centre our staff believes in providing a healthy, comfortable learning environment, without a constant need for discipline for all children enrolled. In cases where children are deemed a continuous disruptive influence on the classroom setting, outside agencies will be contacted. During this time, parents will be active participants in helping to rectify the behaviours.
There are times, despite all efforts from the staff at Magic Pencils and the outside agencies, that Magic Pencils is not a “fit” for the child/family. In these instances, parents will be asked to find alternate care.
Violence
Magic Pencils Learning Centre encourages children to solve their differences in a non-violent manner. Magic Pencils prides itself on being a safe space for all! Foul language is not allowed and will not be tolerated by any child or parent. We believe that our hands belong on our own body – not others. Fighting toys, or anything that resembles a weapon are not permitted. Pretending to use a weapon is also not permitted. Parents will be notified of any violent behaviour. If any of these situations continually come up, are not solved by redirection, are not solved by the help of outside agencies, and with the parents previous knowledge of the violence, the child will be sent to the office, and parents will be notified immediately for immediate pick up.
If Magic Pencils Learning Centre has to send a child home for these reasons, the following will come into affect:
1st Offence – Immediate pick up
2nd Offence – 1 full day suspension
3rd Offence – 3-day suspension
4th Offence – Termination
If a parent at Magic Pencils Learning Centre uses any kind of verbal abuse/violence the following will come into affect:
1st Offence – Verbal Discussion/Warning
2nd Offence – Written Warning
3rd Offence – Termination of Care for Child
Magic Pencils Learning Centre defines verbal abuse/violence as raising ones voice in an angry manner accompanied by swearing, intimidation, belittling or name calling.
Any type of physical violence towards a staff member or another child will result in immediate termination.
Emergency Situations
In the event of a situation requiring that the children be evacuated from the Centre, (Such as a fire, flood, etc.) the children will be brought to the site of the designated Emergency Shelter.  Parents will be notified immediately.
Magic Pencils Learning Centre’s Emergency Shelter is:
Tribute Community Centre
99 Athol St. East 
Oshawa, Ontario L1H 1J8
905-438-8811

Serious Occurrence
The safety of the children at Magic Pencils Learning Centre is our top priority.  However, incidents of a serious nature may occur.  A serious occurrence is defined as follows: 
a) the death of a child 
b) abuse, neglect or allegations of abuse and neglect 
c) a life-threatening injury or a life-threatening illness of a child
 d) a child goes missing or is temporarily unsupervised 
e) an unplanned disruption of the normal operations that pose a risk to the health, safety, or well-being of the child.
If a serious occurrence is reported to the ministry, a posting will be posted in the main lobby beside the Centre’s licence.  It will be posted there for two weeks. The posting will give parents information about the incident and outline the follow-up actions taken and the outcomes, while respecting the privacy of the individuals involved.  Longer term actions taken by the Centre will also be included to help prevent similar incidents in the future, where applicable. 
Vulnerable Sector Check (formerly referred to as a Criminal Reference Check)
For the safety of your child(ren), as well as the direction of the Child Care and Early Years Act, all staff, volunteers, and co-op students in our Centre will provide a Vulnerable Sector Check every five years. 
Prohibited Practices
The following will not be permitted at Magic Pencils Learning Centre by an employee, person in charge, volunteer, visitor, another child or group of children:
Corporal punishment and/or any form of abuse (including sexual abuse, sexual misconduct, etc.) to a child. Physical restraint of the child by confining the child to a highchair, stroller, or other device for the purpose of discipline or in lieu of supervision (unless physical restraint is for the purpose of preventing a child from hurting themselves, another child or an adult). Use of a locked or lockable room or structure to confine a child. Locking the exits of the building by the operator, staff, placement students, volunteers or visitors for the purpose of confining a child (unless it occurs during an emergency and is required as part of our emergency management policy and procedure). Deliberate, harsh or degrading measures used on a child that would humiliate or undermine a child’s self-respect. Deprivation of a child’s basic needs, including food, shelter or clothing. Inflicting and bodily harm against a child including making children eat or drink against their will.
Parents can ask to see a more detailed list of the Prohibited Practices as set out through the Early Childhood Educators Act, 2027 and Child Care and Early Years Act, 2014.

If you have any questions, please feel free to contact the office and we will try our best to answer them.
Once again…
Welcome to Magic Pencils Learning Centre!
Sincerely,
Magic Pencils Learning Centre’s Management Team
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