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PROGRAM STATEMENT

Life-Bridge Child Care Program Statement (June 24, 2016) (DRAFT) 

Life-Bridge Child Care’s primary goal is to enhance the social and emotional well being 
of each child through strong connections.  Emphasis is put on interactions between 
teachers and children, which are positive and support the child’s curiosity, interests and 
development.  With this said, all of the teachers at Life-Bridge are qualified Registered 
Early Childhood Educators and their shared competencies enable the team to work 
together harmoniously to ensure that each child is viewed as being competent, capable, 
curious and rich in potential.

“OUR STORY”
We have a passion to ensure that children feel

BELONGING

A sense of connectedness to others, an individual’s experiences of being valued, of 
forming relationships with others and making contributions as part of a group, 
community, and the natural world.

ENGAGEMENT

Suggests a state of being involved and focused.  When children are able to explore the 
world around them with their natural curiosity and exuberance, they are fully engaged.  
Through this type of play and inquiry, they develop skills such as problem solving, 
creative thinking and innovating, which are essential for learning and success in school 
and beyond.

EXPRESSION

Or communication (to be heard, as well as to listen) may take many different forms.  
Through their bodies, words, and use of materials, children develop capacities for 
increasingly complex communication.  Opportunities to explore materials support 
creativity, problem solving, and mathematical behaviours.  Language-rich environments 
support growing communications skills, which are foundations for literacy.

WELL-BEING

Addresses the importance of physical and mental health and wellness.  It incorporates 
capacities such as self-care, sense of self, and self-regulation skills. Read more to see 
our goals and approaches
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Goal 1:  To promote the health, safety, nutrition and well-being of each child
Approach: Our approach is to continually observe and implement policies and 
procedures that promote, regular and thorough hand washing, hygienic toileting and 
diapering routines, required ratios to enable our teachers to supervise safe play at all 
times, a balance snack and meal plan which promotes variety, healthy choices which are 
low in salt, high in vegetables, fruits, proteins and starches to promote healthy eating 
habits for healthy growth and development and finally a welcoming, warm and caring 
environment which gives each child a strong sense of well-being.

Goal 2:  To support positive and responsive interactions among the children, 
parents, teachers and staff.

Approach: Our approach puts high emphasis on valuing each child and family and 
creating a home like environment where everyone feels comfortable, welcome and 
respected.  We have an open door policy so that the center feels like a home away from 
home.  Our hope is that parents feel welcome to visit and know that their children are in 
a warm and loving environment.  This reflects on the children’s sense of security, as a 
happy parent leads to a happy child.  
Our selection of teachers is primary in providing this supportive family like 
environment.  Teachers who work at Life-Bridge recognize the value of parent 
involvement and take the initiative to encourage parents to be part of their room.  
Managing behaviour means teaching and coaching children to learn how to find their 
own inner controls when playing and learning with others.  Teachers put emphasis on 
helping children find positive ways to interact with their friends.  They are provided 
with the tools to wait, listen, ask, and find self-control strategies to be cooperative and 
positive with their friends.  
Teachers understand the value of “powerful interactions” and spend time engaging in 
play by being at the children’s level, asking open ended questions, acknowledging 
children’s discoveries and successes and guiding them by focusing on what they can do.  
They try and not to focus on what they are doing wrong and by celebrating the 
achievements that children make each day.

Goal 3:  To support positive communication and self-regulation

Approach: Children by nature are egocentric and need support to understand and 
empathize with others and then they can better manage their own emotions.  Teaching 
self-regulation through the senses enables children to understand themselves and others.  
Teachers help children acknowledge how they are feeling through discussions, role 
playing with puppets, visual aids of various feelings faces to enable them to manage 
their emotions leading to positive communication skills.  The recognition of one’s own 
feelings enables them to develop empathy for others.  Child who learn self-regulation 
skills in the early years, are known to be more successful in future schooling and in life.
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Goal 4:  To foster the children’s exploration, play and inquiry.
Approach: Children internalize what they feel, touch, see and practice.  Play is the 
curriculum for learning in the early years.  Teachers provide an environment, which 
provides the children a wide variety of materials to open up their mind to learning about 
the world.  While playing with other children, they are able to discover and practice life 
skills, which prepare them for future learning.  Teachers observe and record what the 
children are interested in and their developmental skills and set up activities which give 
them confidence to practice what they already know and stretch their imagination and 
abilities with new and exciting opportunities to learn.  The materials include all areas of 
development such as Social, Emotional, Communication, Language & Literacy, 
Cognitive and Physical – both fine motor and gross motor.  As children learn new skills, 
the teachers scaffold the curriculum to provide more of what they know and continue to 
expand their learning.

Goal 5:  To provide child-initiated and adult-supported experiences.

Approach: A daily routine is vital to the child’s sense of security and development and 
of the ability to take responsibility for their own care and learning.   Children need to be 
respected for their ability to make choices and value their own bodies and ideas.  
Respecting the child independence to self feed, calm oneself to sleep, manage their own 
physical care when learning to use the washroom, wash hands and self dress and 
toileting gradually is important to provide each child with self respect and confidence. 
Knowing what comes next during the daily routines and taking part in the scheduling, 
set up, clean up expands on the child’s self confidence.  Giving children responsibility 
throughout the day is important for their emotional and physical development.

Goal 6:  To foster the engagement of an ongoing communication with parents 
about the program and their children.

Approach: Daily communication with parents is vital to keep the lines of 
communication open.  Children need consistency to know what is expected and how to 
grow and mature in a healthy and happy manner.

Goal 7:  To involve local community partners and allow those partners to support 
the children, their families and the staff

Approach: Involving the children in various community events and to help build 
connections with community helpers, services, resources and cultural awareness will 
enhance the children’s horizon and open doors to new and exciting learning 
opportunities.  Building strong relationships with firefighters, police officers, librarians, 
and various occupations will help children expand their imaginative play and prepare 
them for future life skills.  Caring for the natural environment and being sensitive to 
aware of living things will also create a better awareness and compassion for those 
around them, both human and other animals and creatures.
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Goal 8:  To support teachers to have continuous professional development.
Approach: Supporting teachers in keeping current and being ready for new research, 
strategies and information to continually expand the program of activities and enable 
the teachers to feel fulfilled and enthusiastic to always learn and grow.  A teacher, who 
is warm and engaging, has a positive attitude and participates in ongoing learning 
together with parents and children, is an excellent resource and therefore provides 
support for children’s learning, development, health and well being. 

Goal 9: To document and review the impact of the strategies set out.

Approach: Observing and documenting children’s activities enables teachers to better 
understand how children think and learn.  Listening to children, learning about the 
children during the experience and making learning visible to others enables teachers to 
plan activities which build on what the children already know and expand their 
knowledge.  The goal is to not only consider the child’s development but to capture 
broader aspects of their experiences for reflection.
Pedagogical documentation helps teachers:
 Value children’s experiences and include their perspectives;
 Make children’s learning and understanding of the world around them visible to 

children themselves.
 Is a process for educators to co-plan with children and their families.
 Is a means of sharing perspectives with parents and colleagues.  Inviting 

families and others to contribute to the documentation and share their own 
interpretations, it can provide even more insights that children, educators, and 
families can return to , reflect on, and remember in order to extend learning.

Asking the question like:

 “How do children demonstrate they are competent and capable of complex 
thinking?” 

 “How is a child’s current approach to a problem different from an earlier 
response?”

 “What questions and theories do children have about the world around them?”
 “How do children form relationships with one another?”

helps to frame documentation, support planning that reflects the complexity of 
children’s experiences and provides a deeper understanding of why these experiences 
are important for children.

Resource:  How Does Learning Happen? Ontario’s pedagogy for the Early Years.  
A resource about learning through relationships for those who work with young 
children and their families.
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WELCOME

This handbook contains information to help you, the parents, help the Life-Bridge staff 
care for your children.  While there are other policies and procedures in place for the 
operation of Life-Bridge, this handbook focuses on procedures involving parents.  

If you want to know more about the Centre, the Executive Director and the Educators 
will gladly answer your questions.

Welcome to Life-Bridge Child Care.  We hope you and your child’s experience at Life-
Bridge will result in fond memories and lasting friendships.

The Board and Staff of
Life-Bridge Child Care
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INTRODUCTION

Definition LIFE-BRIDGE CHILD CARE is a non-profit corporation ("Life-
Bridge") which operates a workplace child care centre ("Centre") 
for the employees, tenants and the surrounding community of the 
Great West Life (GWL) Campus.  The GWL campus includes 
GWL employees, Canada Life employees, London Life 
employees, Mackenzie Financial employees and tenants in the 
330 University, 190 Simcoe, 180 Simcoe, and 180 Queen Street 
buildings.

Life-Bridge is licensed by the Ministry of Education and the City 
of Toronto Children’s Services with a purchase to service 
families eligible for fee subsidy. 

Purpose To provide child care for the use of the employees of the GWL 
Campus and the surrounding community.  Life-Bridge services 
children from four months to five years of age.  There is space for 
10 Infants, 13 Toddlers, 16 Junior Preschool children, and 16 
Senior Preschool children.

To provide high quality child care where children can grow and 
develop in a happy, healthy and stimulating family-like 
atmosphere.

To support employees to fulfill their work responsibilities, with 
the peace of mind that their children are cared for by 
professionals in close proximity to their workplace.  

Policy Children are organized in groupings by age.  Every effort is made 
to keep each group constant for a school year (September to 
May) and have the children progress from group to group 
gradually as a unit between June and September when spaces 
become available. This allows children to develop secure bonds 
with each other and the Educators.  This approach also allows for 
programs to change and develop to meet individual and group 
needs.

Children, who are eligible for Junior Kindergarten and reach their 
fourth birthday before December 31st of any given year, may no 
longer attend the Centre, unless there are developmental delays 
and if there is space available. 
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PHILOSOPHY

Definition Children are the most important aspect of parents' lives, and our 
intent is to assist employees of the GWL campus and employees 
in the surrounding community by making high quality child care 
available.

Commitment to Quality

We, the parents, board members and staff of Life-Bridge Child
Care, are committed to high quality workplace child care. We 
believe the foundation of child care is to provide a safe, caring, 
stimulating environment that provides a strong social/emotional 
climate, which is the basis for later educational achievement.  We 
maintain an open, flexible atmosphere where parents and 
educators establish and maintain open communication and work 
together to enhance the experience. 

Overall Goal Our overall goal is to nurture, educate, stimulate and guide the 
children in our care.  We believe that giving children a sense of 
pride and love of themselves in their early years is giving them a 
strong foundation for life.  This foundation is essential to the 
children in developing the courage and belief in themselves to 
continue to meet life's challenges.  The Centre will strive to 
create a supportive family atmosphere as an extension of home 
and the community.

The Children Each child is an individual with a unique pattern of interests, 
capabilities and aspirations.  A child's self-esteem, self-discipline 
and sense of autonomy will be encouraged.

Resources The Ministry of Education’s “How Does Learning Happen?” 
Ontario’s Pedagogy for the Early Years – a resource about 
learning through relationships for those who work with children 
and their families and “Early Learning for Every Child Today” 
(ELECT) are two resources which support our curriculum which 
supports each child’s interests and development through 
observations, recording, and planning curriculum. 

Hours of Operation The Centre is open from 7:30am-6:00pm. A typical length of day 
for a child should not exceed 8 hours. 
Parents are asked to let teachers know their typical drop off and 
pick up times and to inform the centre of any changes which may 
occur. 
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We are required to maintain the 1:3 ratio for infants throughout 
the day and ideally 1:5 for toddlers and 1:8 for Junior and Senior 
Preschoolers. 
Teachers will let parents know if their child is unable to cope 
based on their length of day. 
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THE PROGRAM

The program will foster creativity and use the child's sense of 
exploration to promote discovery. 

Through play, exploration and discovery the program will 
challenge each child's individual development, interests and 
emerging capabilities and build the confidence necessary to 
realize his/her potential.

Readiness skills for later learning are developed through 
meaningful age appropriate activities and experiences, a child-
centered approach and a balance between self-directed 
exploration and educator-guided activities.

For More Information

A complete program description is attached to this Parent 
Handbook. (See Program: Appendix 1).
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AIMS AND OBJECTIVES

                                          The aims and objectives of Life-Bridge Child Care are:

 to provide developmentally appropriate care and 
education for young children through a program 
promoting healthy physical, emotional, creative and 
intellectual growth;

 wherever possible to provide the opportunity for the 
parents of the children to become involved in the Centre;

 and to operate a non-profit Centre within budget.
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BOARD OF DIRECTORS

Definition The Board of Directors is the policy and decision-making
body of Life-Bridge. 

Composition of The Board of Directors

The Board of Directors is composed of three parents (Class A 
members), six appointed members (Class B members) and one 
ex-officio member from Canada Life.

Elections for participation on the Board occur at each Annual 
General Meeting (typically held in early April).

Meetings Meetings are held at intervals of not more than two months by the 
Board of Directors.  The meetings are open for attendance to the 
general membership of the corporation.

Centre’s By-Laws     The By–Laws contain a description of the duties of the officers of 
the corporation as well as the terms of reference for the standing 
committees of the Board.

Community Input The Board of Directors provides an opportunity for Parents and 
Educators to participate in the growth and development of Life-
Bridge through committees and the Executive Director.

This input ensures that the various points of view of all groups 
will be considered when policies are established or changed.

For More Information

A master binder is available which includes all the 
Administrative Policies of Life-Bridge.
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STAFF

Executive Director The Executive Director is a full time administrator who is 
responsible to the Board for the smooth running and 
administration of the Centre.

Assistant Director The Assistant Director is a full time position responsible to assist 
the Executive Director working 50% of the time in the office and 
50% with the children and Educators. 

Educators The qualifications and ratios of Educators will always meet the 
Child Care Early Years Act and when financially feasible exceed 
these standards.  Educators are responsible for the development 
and implementation of a program of activities, health, hygiene 
and safety standards, transitions, meeting individual child and 
parent needs and the implementation of Life-Bridge policies and 
procedures.

Support staff will be hired on a full-time or part-time basis to
support the ratio requirements of the Child Care Early Years Act.

Qualified Professionals

Staff are qualified professionals trained in Early Childhood 
Education and are required by the province of Ontario to be 
members in good standing of the College of Early Childhood 
Educators.  They have appropriate degrees or diplomas from
recognized educational institutions and a variety of suitable 
background experiences.

Support staff, wherever possible, is trained individuals or those 
pursuing their qualifications through part-time or full-time 
studies in Early Childhood Education programs.

Ongoing Professional Development 

Professional Development continues for staff through attending
courses, workshops and conferences, visiting other child care 
centres and through memberships and subscriptions to 
professional organizations.

Professional Relationships

Educators are responsible to maintain a supportive and 
professional relationship with all parents.  It is a conflict of 
interest for educators to develop social relationships outside of 
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the daycare with parents or to babysit for children enrolled in the 
program.

Students The Centre also participates in the training of Early Childhood
Education students by providing field placement opportunities.  
Students are closely supervised by the Centre's staff to ensure that 
they provide a high level of care and receive a valuable learning 
experience.  Students support the Life-Bridge Educators by 
adding new and innovative program ideas and additional time 
and care for the children.

Volunteers Volunteers from community high schools, colleges and 
universities are incorporated into the program as a means of 
providing the most possible individual care when available.  A 
volunteer at Life-Bridge must be at least sixteen years old. A 
Volunteer Handbook with policies and procedures is given to 
each volunteer.

Student & Volunteer Orientation

Students and Volunteers will be informed of the philosophy, 
approach, policies and procedures of Life-Bridge.  A Student and 
Volunteer orientation handbook is available to provide a 
thorough orientation to the Centre and to provide the students and 
volunteers with the full benefit of being involved in the Centre.  
Students and Volunteers who do not adhere to guidelines will not 
be permitted to continue at the Centre.

Criminal Reference Checks

All staff, students and volunteers as well as members of the 
Criminal Reference Check Committee (Executive Director, 
President of the Board and Ex-officio on the Board) are required 
to acquire a criminal reference check every five years. A criminal 
reference check policy is available in the policy binder. 
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PARENT/EDUCATOR INTERACTION

Standing Committees

All parents of Life-Bridge are encouraged to join standing 
committees.  They are:

 Business Committee (Treasurer, President, Executive 
Director, two members of the Board)

 Policy Committee (adhoc committee of the Board)
 Parent Advisory Committee (This committee can be 

chaired by a Board member or a Parent. All parents are 
welcome to join.)

 Criminal Reference Check Committee (President, Ex-
Officio, Executive Director)

Definition Standing committees deal with:

 Policies and Procedures
 Parent Advisory Activities
 Finance
 Marketing/Public Relations
 Human Resources

Parent/Educator Meetings & Workshops

There will be parent/educator meetings and workshops 
periodically to discuss and learn more about relevant early 
childhood issues.

General Meeting

An Annual General Meeting is held once a year to determine 
overall policy matters, review the year's accomplishments, and 
elect new members to the Board of Directors and to approve the 
budget and the auditors.  Other General Meetings are held 
periodically, as required, to determine policy matters. Parents are 
encouraged to attend.
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COMMUNICATION WITH STAFF

Informal Daily informal verbal communication regarding the child's 
participation in the program and the child's activities and routines 
at home are helpful in developing a productive rapport between 
educators and parents.  Children benefit in developing secure 
attachments to their caregivers when they see a positive and 
friendly rapport between their parents and their caregivers. 
These discussions should be brief so as not to interrupt the 
educator from her/his role of supervising the children.

Appointments With Staff

Topics of concern should be reserved for private conversations
to preserve the child's dignity.  Meetings or telephone 
appointments should be arranged to discuss a concern about a 
child's development or behaviour or to merely update the parent 
on the child's progress or adjustment.

Daily Written Daily written charts are available in each child’s cubby to record 
pertinent information (more detailed in the Infant group – arrival 
time, expected pick up time, actual pick up time, information 
regarding diet, health, sleep, and communication in regard to 
special concerns, changes in home/daycare schedule, phone 
numbers, etc.,) The Toddler, Junior and Senior groups have 
charts including information on diet and sleep as well as a daily 
“What Did We Do at School Today?” posting.

Parents are encouraged to communicate with the Executive 
Director by email or in person to update immunizations, changes 
in phone numbers, addresses, changes in Doctor’s information 
(phone number and address), changes in emergency contact 
names and alternate persons picking up or dropping off.

Parent/Educator Interviews

Parent/Educator Interviews are held twice annually (Fall and 
Spring) to give parents and educators the opportunity to share 
relevant information regarding the child’s development, growth 
and individual needs at home and at the Centre.  These interviews 
enable parents and educators to work together to develop 
consistent goals in assisting the child to develop to their full 
potential.
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A Nipissing Developmental checklist is provided at each meeting 
to ensure that parents and educators work together to assist each 
child in their developmental progress. 

Ensuring Goals The Centre's effectiveness depends on mutual co-operation
between educators and parents.  To ensure the Centre meets the 
goals and concerns of both parents and staff for the best interest 
of the children, all members are encouraged to volunteer their 
time. 

This involves participation in the activities that the staff carefully 
plan (i.e. fieldtrips, special family gatherings, Parent/Educator 
workshops or seminars, etc.) as well as activities set out by the 
Board of Directors or by the standing committees.

Benefits Some of the benefits derived from spending time with the 
children at the Centre, on field trips, or at other special events 
are:

 children develop a stronger sense of security and pride 
knowing their parents are part of their child care life;  

 parents get a first hand look at what their children do 
when they are away from home and are able to work more 
closely with educators in meeting their child's needs;

 parents develop a better understanding of what their child 
and his/her group needs are and can contribute to the success 
and safety of field trips and special events;

 parents develop a community support system and strong 
ties with their child's friends and families;

 and child care will be a more meaningful experience for 
parents, children and educators if there is open 
communication, active participation, and sharing of ideas.

Suggestions for Parent/Educator Participation

 Parent / Educator workshops related to child care.

 Organization of telephone/email networking to arrange 
special events.

 Participation in transition times which benefit from more



Life-Bridge Child Care – Parent Handbook                                                                       June 23, 2016

22

individual care (i.e. lunch time routines, excursions, 
celebrations and special events).

 Arrange workplace visits, where/when appropriate to 
learn about what parents do at work.

 Sharing a talent, expertise or cultural celebration with the
educators/children by arranging to bring in special 
materials, books, posters, tapes or sharing ideas and 
materials.

 Attending Parent/Educator interviews twice yearly to be
involved in the child's growth and development at the 
Centre.

 Participating in parent orientation discussions to meet 
their child's new educator and become familiar with the 
program, schedules, and developmental goals and 
expectations.
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PARENT CONCERNS

When concerns occur, every effort will be made to resolve the problem through open 
communication to improve the situation to best meet the needs of the child and family.

PROCEDURES TO BE TAKEN IF PARENTS HAVE CONCERNS, WHICH ARE 
DIFFICULT TO RESOLVE:

Should a parent be dissatisfied with an aspect of the program/services/care provided by 
Life-Bridge Child Care and should a resolution of the concern be too difficult to resolve 
through open communication, the following procedures will be taken.

1. The parent will submit his/her concerns in writing addressed to the Executive 
Director.

2. The Executive Director will reply in writing the steps to be taken to improve the 
situation or the reasons why these concerns cannot be resolved.

3. These two letters will be submitted to the President of the Board and Ex-officio 
member of the Board for review.

4. Every effort will be made to resolve the problem while meeting the best interest of 
the child.

5. The President of the Board and the Ex-officio member of the Board will meet with 
the Parent and the Executive Director and following their discussions will 
recommend steps to be taken to resolve the problem.

6. If it is deemed that the problem cannot be resolved while following the Life-Bridge 
Policies and Procedures, the parent will be offered the choice of accepting and 
following the existing structure or finding alternate child care arrangements.

7. If in any way the parent is disruptive or threatening to the staff and/or children of 
Life-Bridge Child Care, the parent will be required to terminate their child’s 
enrollment at the Centre.  As we have an open door policy, it is essential that the 
interactions between educators, parents and children are respectful and are in the 
best interests of the children at all times.
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BEHAVIOUR MANAGEMENT/GUIDANCE TECHNIQUES

(See for our Behaviour Management Policy: Appendix 2)

Definition Behaviour Management/Guidance is an approach to help children 
manage their own behaviour, take responsibility for their own 
actions and learn to communicate in a socially acceptable 
manner.

Child Care 
Early Years Act The Centre complies with the requirements of the Child Care 

Early Years Act.  NO corporal or humiliating disciplining of any 
child in any circumstance will be tolerated.  Disciplining, if 
required, will be conducted to help the child become self-
disciplined, as this is the essential goal of managing behaviour.

For Very Young Children

For very young children, often redirection of the child's activities 
is the only form of behaviour management that is required.  The 
staff is there to model the skills and the words that are needed to 
solve problems in a non-aggressive way.

The first step with any behaviour problem is to be sure that the 
child knows that although we do not approve of what he/she is 
doing at the moment, it does not interfere with our positive 
feelings and caring relationship with the child.

Gradually the child will develop the language to deal with, and 
the ability to understand his/her conflict with others.  In this way,
he/she will learn to solve many difficulties by co-operating with 
other children and adults.  
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For Older Children

For older children, behaviour management is a learning process, 
which is a continuation of skills learned when very young.  
However, older children, if not yet socializing appropriately, may 
need very clear and consistent guidelines to help manage their 
behaviour.  This can be effectively accomplished in three steps:

1.  A child with behaviour difficulties is given adequate attention,
responsibility, clear and simple guidance and positive support 
to establish a strong sense of confidence and a positive self-
image.  This initial approach is a preventative method of 
aspiring to the goal of "believe in the child and he will 
believe in himself".

2. The Centre emphasizes the prevention of situations which      
require behaviour management techniques, which can cause     
embarrassment or frustration.  Staff always tries to anticipate 
and defuse potentially difficult situations understanding that 
children do not misbehave deliberately, but genuinely want to 
be accepted positively by their peers and educators.

3.  Clearly defined consequences must be understood when
dangerous or inappropriate behaviour is prevalent.  
Consequences for inappropriate behavior are appropriate.  For 
example, if the child throws sand, he/she will be required to 
leave the sandbox.

Calm Down Period At times children need a cooling off time to calm down and 
reflect on their actions and the situation surrounding the event.  
Children are given the autonomy to sit quietly in close proximity 
to the activities and think about when they are able to rejoin the
group and participate appropriately with others.

This technique is only used when prevention and redirection have 
not resolved the problem and when the safety of others and the 
child him/herself is being challenged.
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Solving Their Own Problems

The staff recognizes that children also learn from conflict.  They 
must, therefore, use their own judgment in allowing a child to 
solve some of his/her own problems if the situation is within the 
child’s emotional, cognitive and physical ability to handle.  A 
child gains confidence through each situation, which he/she can 
handle independently.

Child's Home It is strongly recommended that educators and parents work 
together to find consistent guidance techniques to help resolve 
behaviour difficulties early on and reduce the child’s frustration.  
The staff is aware that changes in a child’s home life may affect 
his/her behaviour at daycare.  We therefore share with each 
parent on a daily basis any pertinent information about the child’s 
day and request that parents share any significant changes at 
home, which could affect a child’s behaviour.  Information 
regarding poor behaviour is discussed privately.

Always Available

Educators and the Executive Director are always available and 
are happy to discuss any issues or concerns the parent feels 
his/her child may be experiencing, in order to assist and maintain 
a close relationship between home and daycare.
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ORIENTATION AND ADJUSTMENT PERIOD

For your child to have a smooth and happy adjustment to the Centre, we recommend 
that prior to the start date, a parent / guardian spends some time with him/her in the 
playroom.  A short day at first is recommended.  Ideally, the first introduction to the 
Centre should be a short visit without separation. It is wonderful for everyone if the 
child can visit a few times before the formal starting date.

Some ways you can ease the adjustment are:

 Express confidence and pleasure when in the playroom and talking to 
educators or to your child about daycare.

 Participate in play with your child and gradually take an observer’s role,
allowing the educator to build a bond with your child.  Don’t expect your 
child to accept the educator’s care when you are in the room.  It is natural for 
the child to prefer their parent to meet their needs when they are present.    

 Be prepared for tears (a healthy normal reaction) when you leave, but remain 
caring and consistent (i.e. Tell your child you are going to work, give a kiss 
and a positive reference to the fun at daycare and follow through by saying, 
see you later – I’ll be back after work).  Leave without hesitation, never 
turning back.  Be reassured that the educators will respond to your child’s 
needs immediately.

 Spend a little playtime with your child when you return at pick-up time to 
show your interest in his/her room, friends and activities. Your child will 
enjoy sharing his/her world with you and will benefit from seeing your 
relationship develop with his caregiver.

 Visits during the day are encouraged when the child is doing well and / or 
fully adapted.  If the child is still experiencing separation anxiety, two or 
more good-byes in one day may be asking a lot.  In this case, we recommend 
reducing the length of the day so that the next time you arrive, you are able 
to spend some time in the playroom and then be on your way with your 
child.  If, however, a child’s separation anxiety is severe and consistent, rest 
assured that we will call you to spend more time in the playroom to help 
him/her out, until we can see he/she is more relaxed.
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Comfort and Care

No child is left to cry. He/She will be comforted and cared for by the 
educator on a one-to-one basis.  The educators understand the child’s fears 
and the parents’ concerns.  Most children only cry for a very short period if 
they are upset.  If required, an extra staff member will assist in the group 
until all the children have adjusted.

Advantages of a Workplace Child Care

One of the real assets in a workplace child care is the proximity you have to 
your child.  If you are close by, you can come quickly if your child is ill.  If 
your lunch corresponds to your child's lunchtime, you may wish to spend 
some of your time visiting or feeding your child, or participating in the 
program.

Do not hesitate to be part of the program.  The educators will help you 
decide when is a good time for a visit that corresponds with the schedule, 
your child, and the group’s needs.

You Are Welcome

The educators welcome your visits and assistance, and while they too are 
busy, they enjoy sharing this time with you and realize the value to your 
child and his/her group.
Please remember when you visit your time should benefit your child. If 
your child tests limits it is probably best not to visit. Please remember, the 
educators are supervising their group of children and may need to schedule 
another time to talk when they are not supervising. 



Life-Bridge Child Care – Parent Handbook                                                                       June 23, 2016

29

OUTDOOR PLAY

Playground      Life-Bridge has designed a playground to meet all the physical 
and social needs of the child.  Materials, games and activities are 
prepared by the educators to support the child's safe and 
stimulating play.

Supervision
Educators are constantly supervising the safe play of your child 
when in the playground.  When you enter the playground to pick 
up your child, the educator will assume that you are taking 
supervisory responsibility for your child so as not to confuse the 
child with which rules are to be followed.  If you have time to 
spend and would like to stay for a little while, please let the 
educator know and please assist by enforcing the Playground 
Guidelines so that all children are comfortable and aware of what 
is expected.  When you are ready to leave, please be sure to let 
your child’s teacher know you are leaving and sign the time you 
are leaving on the attendance sheet.

Please do not ask an educator to lift your child over the fence 
when arriving to pick up your child.  It is important that the 
children know it is unsafe to leave the playground in this manner.  
We do not want the children thinking that this is an appropriate 
way of leaving the playground.  The educators will be ensuring 
that your child is aware of the fact that he/she must remain in the 
playground at all times and cannot leave independently or with 
anyone in this manner at any time.  

For More Information

Playground Guidelines and Regulations have been developed to 
ensure safe use of the playground and the equipment within.  (See 
Playground Guidelines: Appendix 3)
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FIELD TRIPS

Definition Field trips and community outings are part of the program and the 
child’s experiences.  This supports our philosophy that children learn 
through hands on experience and play.  Alternatively, we may invite 
specialists to Life-Bridge to provide children with relevant 
experiences.

Age Groups Going on Field trips
The Junior and Senior groups go on age appropriate field trips.  
Toddlers may go on the occasional field trip and will then require a 
one to one ratio to be sure each child is individually cared for at all 
times.  Infants rarely go on field trips but enjoy occasional stroller 
walks in the surrounding community.

Frequency and Types of Outings
Field trips are arranged more frequently during the Spring and 
Summer months when it is safer to be walking or taking public 
transportation or school buses.  

The Educators and the Parent Advisory Committee combine their 
ideas in regard to what is happening in the community that is 
educational and fun. A schedule is then set up in advance with dates, 
picnic menus and means of transportation.  A permission slip, to be 
signed by the parent, will be distributed for all trips, which require 
public transportation and which include wading or swimming.

Parent Volunteers / Supervision
                              Parents are encouraged to assist in field trips and community

outings by volunteering their time and/or giving suggestions.  When 
taking public transportation or when going to busy public places, our 
goal is to have one adult caring for two children.  If we are unable to 
arrange enough adult supervision, we will cancel the trip.  There is 
some money set aside for additional staff so that parents do not feel 
pressured to attend if their schedule does not allow for time away 
from work.

Safety on Field trips and Walks
In order to ensure safety on field trips and walks, all volunteers must 
be aware of our Field Trip Guidelines and understand that when 
travelling in groups safety rules must apply to all.  Children get very 
confused if rules are not clear and consistent.  The guidelines outline 
specific policies and procedures which staff and parents are required 
to follow when supervising on excursions and walks.  
(See: Field Trip Guidelines: Appendix 4).
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HOURS OF OPERATION

Hours of Operation

The Centre operates Monday to Friday, from 7:30 a.m. to 6:00 
p.m.

Closure Days The Centre closes for all statutory holidays, civic holidays, 
holidays observed by Great West Life and one Professional 
Development day on the last Friday before Labour Day.

Arrival Time Children are encouraged to arrive before 9:30 a.m. in order to 
take full advantage of the day's program and to avoid disruption 
caused by inconsistent scheduling of routines and activities (i.e.
circle time, outings, group time, special activities). 

Children who arrive late are frequently unable to receive the 
appropriate welcome, causing them to hesitate or be upset when 
arriving.  This is because the educator is often involved with the 
group and the littlest distraction can cause the entire group to lose 
focus.  It requires a great deal of skill to keep a group of children 
interested, involved and happy all at the same time, thus your 
cooperation in arriving prior to group time (9:30 a.m.) is much
appreciated. 

Parents are asked to help their child with the removal of outer 
clothing and ensure that their child's educators have 
acknowledged his/her entry into the activities. 

Parents are required to sign the attendance sheet each morning 
and evening to indicate the child's arrival time and departure 
time.

When a child is away sick, late or will not be in that day, parents 
are required to call and inform the staff before 8:30 a.m. each day 
of their absence or reason for late arrival and what illness has 
caused them to remain at home. 

Back-up Parents must pre-arrange back-up child care for emergencies or 
illness.

Pick-up Time Children should be picked up no later than 6:00 p.m.  Parents are
required to notify the staff if their child is to be picked up earlier
or later than their typical pick-up time. Parents must be sure their 
child's Educator has acknowledged their departure with a quick 
good-bye and are required to sign the attendance sheet each 
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evening indicating the time of pick-up.

Lateness / Late Fee
It is our hope that we will not have to be charging late fees, as 
Educators have responsibilities and commitments outside of the 
centre and cannot be delayed on a regular basis. When arriving at 
6:00 p.m. sharp, in order to allow the educators to close the 
Centre, please be prepared to gather your belongings quickly and 
be on your way.  The educators are required, for insurance 
purposes, to remain in the Centre until vacated.

The late fee is intended only for those situations, which are 
unexpected and out of the parent’s control.  Please call if possible 
to let the staff know of your delay.  A fine of $1.00 per minute 
will be charged to parents arriving after the 6:00 p.m. closing 
time.  The parent is required to sign the late fee book and to pay 
the staff on duty $1.00 per minute to the educator who has stayed 
until the child has departed.  If a child is frequently picked up 
late, the Executive Director and the Parent will discuss the 
problem, try to find a solution, and if this is impossible the parent 
may be required to withdraw their child from the Centre.

Length of day The hours of operation of Life-Bridge are designed to meet the 
varying work schedules of parents.  Although the Centre is open
for 10 1/2 hours, it is recommended that a child's day not exceed 
8 or 9 hours.   Too long a day may be overwhelming and quite 
tiring for children and interferes with our requirement to maintain 
ratios at all times (1-3 Infants), (1-5 Toddlers), (1-8 Juniors & 
Seniors). 

Closure of Centre An educator is required to remain in the Centre until the Centre 
has been vacated.  Please be sure to leave the Centre as quickly as 
possible when arriving at 6:00 p.m. to allow staff to go home. 

Access to Centre Each parent will receive access to the Centre with an access card 
to enable them to arrive and depart between the hours of 7:30 
a.m. and 6:00 p.m. Monday to Friday.

Removal of Wet/Slushy Boots or Shoes

Please do not track in slush, salt and mud during winter months.  
Please remove boots when entering the Centre.

Please also remove shoes when entering the infant room.
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Procedures to be Taken When a Child is not Picked Up

In the event that a child is not picked up by a parent/authorized 
person by 6:00 p.m., and the parent has not contacted the Centre, 
the staff on duty shall observe the following procedures required 
by law.

Step Action
1 Check voice mail
2 Attempt to reach the parent(s) at all work and home numbers listed for them in 

the child's file.
3 If the parent(s) still cannot be reached, try them again at 6:30 p.m.
4 Telephone the emergency contact persons listed in the Child's file at 6:45 p.m.
5 If unable to reach the contact persons, notify the Executive Director or if 

unavailable, the designates at home (assigned educators).

NOTE:  The emergency contact persons named in the file are the only persons 
(other than the parent, police or Children’s Aid Society) to whom staff can 
legally release the child without explicit instructions from the parent.

6 Notify security that the Educator and child are alone in the Centre.
7 If the child is not picked up by 7:00 p.m., call the Children's Aid Society and 

notify the police.  Telephone numbers are:

       City of Toronto       416-924-4646
       Catholic                   416-395-1500
       Jewish                     416-638-7800
       Native Community Services - c/o City of Toronto
       Police                      416-808-2222
NOTE:  The Educator will not take the child to the police station or Children's 
Aid alone.

8 Apply late charges.
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Educator’s Planning/Program/Set-Up Time
Before And After Hours

Educators frequently choose to arrive earlier or leave later than 
their scheduled hours of work in order to plan, set up and prepare 
program activities.  This uninterrupted time assists the Educator 
in providing the best possible program for the children.  We 
appreciate the Educator's dedication and we will make every 
effort not to infringe on this time.  Parents are asked to attend to 
their child's needs in the reception area or gross motor room 
before hours of operation.  Books and puzzles are available for 
children and parents to enjoy this time together.

Keeping Playrooms Organized

In the early morning and late day, the educators organize and tidy 
their rooms to make sure all materials are put in their place ready 
for the children.  When dropping off and picking up your child, if 
a playroom is not in use, please do not leave your child 
unattended in that room.  If your child has played with materials 
in a room, which was not in use, please be sure that he/she shows 
respect for the materials and puts them back where they belong.

Guidelines The following guidelines apply when dropping and/or picking up 
your child:

 notify the staff when you arrive and leave the Centre

 sign your child’s time of arrival and pick-up each day

 advise the daycare staff, in writing, if someone other than 
you is to pick up your child

NOTE:  No child will be released to any other person without appropriate authorization.
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ELIGIBILITY / WAITING LIST

Enrollment    The following are the enrollment objectives of the Centre:

Objectives And Priorities

 Maintain full enrollment and meet the economic needs of the Centre.

 Extend priority to the children of employees of GWL, London Life, 
Canada Life, Mackenzie Financial, its tenant companies and local 
agency offices, siblings of already enrolled children, and children of 
Life-Bridge staff.

 Meet the developmental needs of the children in care by establishing 
consistent groupings by age to maintain secure bonds and programs 
which meet individual needs (ideally between September and May –
changes occurring on June 1st, July 1st, August 1st, and September 1st or 
when a space becomes open due to changes in enrollment).

 Subject to the Board’s discretion to review this policy from time to time 
and to consider exceptions in individual circumstances, applications will 
be accepted on a first-come, first-served basis, by age group, giving 
preference in the following order:

1. Children of employees of Great-West Lifeco, its subsidiaries and 
related Companies, who are employed at the Canada Life head 
office/Toronto campus and/or siblings of children currently enrolled 
in Life-Bridge Child Care at the time the space for the younger child 
becomes available.

2. Children of those with other connections to Great-West Lifeco, such 
as employees of tenants of the Canada Life head office/Toronto 
campus complex and other relatives of employees of Great-West 
Lifeco, its subsidiaries and related companies.

3. Surrounding community of the Canada Life head office/Toronto 
complex, including children of those who live and work in the 
community.

In addition, preference is given to children requiring full time 
enrollment over those requiring part time.  There are only 2 full time 
spaces available in each age group, which can accommodate 4 part 
time children.  All part time children must attend Life-Bridge Child 
Care on consecutive days.
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A waiting list for each age group is kept.  Families requiring daycare 
in the future should put their application(s) on the waiting list 
immediately.

Families must be expecting a child before putting their application on 
the waiting list. 

Families on the waiting list are required to renew their application by 
telephone or email at six-month intervals in order to keep their 
application on the waiting list.  Failure to contact Life-Bridge will 
result in removal of their application from the waiting list.

A family who has found alternate care is asked to let the Centre 
know when they no longer would like to remain on the waiting list.  
If a family refuses a space when their application comes to the top of 
the waiting list, in order to remain on the list for a future space, their 
application will be put to the bottom of the list.  If a family is still on 
maternity leave, their application will remain in its place on the 
waiting list if they refuse a space.
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General Enrollment Policies

The general enrollment policies of the Centre are:

 to enroll children on a first-come, first-served basis by age group

 to encourage families to use the Centre for more than one child 
(multi-child discount policy - refer to Finance Policies)

 to develop shared part-time arrangements, where operationally 
feasible (part-time surcharge fee applies)

Enrollment Priority Guidelines

The Centre has accordingly set the following enrollment and priority guidelines.
Priority is given to:

1. the needs of children presently enrolled
2. a part-time child requesting full-time care based on date of request.
3. a child withdrawn during a parental leave returning to care based on date of 

request to return.
4. a sibling of a child withdrawn during a parental leave based on date of request to 

return, unless the family gives indication of intent not to re-enroll the withdrawn 
child.

5. a child next on the waiting list based on date of application.

Children with Special Needs

                                    Consideration will be given to the care necessary for children with special needs, both 
those applying for care at the Centre, as well as those who may currently be enrolled in 
the Centre.  The operational feasibility and compatibility along with the needs of the 
child will be assessed by the Executive Director and the Board of Directors to determine 
whether the Centre is able to provide appropriate care to meet those special needs.  (See 
Children With Special Needs for more information.)

Considerations For Eligibility

The following considerations determine enrollment:

 the age of the child(ren).  Four waiting lists are kept: Infants, Toddlers, Juniors, 
Seniors.  Tenants and community applications will be kept at the back of each 
waiting list in this order and in order of date of application.

 the date of application for a space
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 parent's permanent employment with GWL, London Life, Canada Life and 
Mackenzie Financial

 families with children already enrolled

 all other applicants

The best interests of the children presently enrolled will be considered before 
confirming any new enrollments.

How To Get On The Waiting List

Complete an application form and submit it to get on the waiting list. Applications can 
be found on the Life-Bridge website (www.lifebridgechildcare.com) The Executive 
Director will update the waiting list on a regular basis to keep the age groups current, 
and will contact applicants as spaces become available.

Re-registration of Already Enrolled Children

In February of each year, the Executive Director will begin the process of confirming 
enrollment for the upcoming enrollment change period, which occurs between June 1st

and Sept. 1st.  Parents will be required to complete a Re-registration Form to secure a 
space for their child in the upcoming session.  This will enable the Executive Director to 
give ample notice to waiting list families of their position.  If a family has a change of 
plans after completing the Re-registration Form, the Notice of Cancellation and 
Withdrawal Policy will be in effect. (See Annual Re-Registration Form: Appendix 5) 

Reporting Planned Holidays and Absences

Parents are requested to let the Executive Director know about holiday and other 
planned absences at least one month in advance.  This will enable the Executive 
Director to plan ahead for food and staffing needs. (See Planned Holidays and 
Absences Form: Appendix 6).

Visits Welcome

The Centre welcomes visits by prospective applicant families.  These may be arranged 
by contacting the Executive Director at 416-552-6323. 
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Interpretation of Terms Use the following table to interpret these terms:

Term Definition
“Child Currently Enrolled" A child whose fees are being maintained and who may 

or may not physically be in attendance at the Centre.
"Child Withdrawn During a 
Parental Leave"

A previously enrolled child withdrawn from the Centre 
(for a period not exceeding one year) while a parent is 
on parental leave.

"Operationally Feasible" Includes:
 the Centre's requirements to establish a stable blend 
of children within each age group.
 the Centre's requirements to establish and maintain 

a certain number of staff for each age group.
 in the case of a child with special needs, the 

Centre's ability to care for the needs of that child. 
"Part-Time Care/Spot Sharing" Part-Time/Spot Sharing at the Centre is subject to the 

following:
 operational feasibility
 a maximum of 2 full-time places per group are open

for enrollment (4 children)
 part-time enrollment can be for either 2 or 3 days 

per week.
 registration for part-time must be for consecutive 

days (M&T  and W,Th,F or M,T,W and Th&F)
 due to budget requirements, part-time children can 

only be registered when two children eligible for 
the same age group are next in line based on the 
date of application or when no other applicants are 
waiting for that group

 due to staffing requirements, progression of the two 
children sharing a spot must occur concurrently 
whenever possible.

 assumption of a 5% surcharge by the families   
      concerned to cover additional administration costs 
      incurred by the Centre.

"Encouraging families to use the 
Centre for more than one child"

Includes granting entitlement to enrollment priority and 
a 5% reduction on the applicable fees for the older of 
the two children.

"Age Groupings" A group of children whose range of ages are 18 months 
apart and who constitute a stable group which 
progresses to the next "Age Group" as much as 
possible together during the change period  (between 
June 1st and September 1st).  Adjustments to these 
groupings are made when a child is withdrawn, making 
a space for an additional child to join a group.
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CHILDREN WITH SPECIAL NEEDS

Policy Children with special needs benefit from early integration to give 
them the best opportunity to develop to their fullest potential.  As 
well, children benefit by learning to assist others and learn to feel 
comfortable with others. 

Goal Integrating a child with special needs requires a supportive and 
stimulating environment that does not necessarily expect the 
child to keep up with the other children.

Definition A child with special needs has requirements beyond those of the 
average child in one or more areas:

 physical:  medical, gross motor, fine motor 
 intellectual:  visual or auditory, memory, attention, 

developmentally delayed 
 behavioural: inappropriate and unsafe behaviour, low 

tolerance to stimuli, noise, routines, inability to cope with 
others

 social & emotional: inappropriate social skills, poor self 
help skills, withdrawn, fears, lack of focus, poor coping 
skills

Enrolment of A Child With Special Needs

Program and Spaces
Life-Bridge will enroll a limited number of children with special 
needs if it is determined that the program, staff and space can 
accommodate these children.
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Limited Number The number of special needs children to be enrolled will be 
decided by the Executive Director, in consultation with the Board 
of Directors, and is dependent upon the availability of community 
support.

Wheelchair Accessible

The Centre is wheelchair accessible.

Newly Enrolled Children

It is required that the Parents, Educators, and the Executive 
Director seek professional assessment and guidance to set goals 
for the child.

Regular and ongoing meetings with the Parents, Educators, 
Professionals and the Executive Director will be held to evaluate 
progress and set new goals.

It may be necessary (in some situations) to seek additional 
staffing and funding in order to provide care for a child with 
special needs.  In such a case, if these resources are not available, 
it may not be possible to enroll a child.

Already Enrolled Children - Identification of Needs and Action

When a Parent, an Educator, or the Executive Director recognizes 
that:

 a child's needs are not being met in the Centre;
 a child is causing unmanageable stress to a group; or 
 there are excessive safety risks to the child or to others 
 the Parents, Educators and the Executive Director will meet to 

evaluate the situation and seek professional assessment and 
guidance.

With the assistance of a professional, a set of goals and objectives 
will be put into action and evaluated on a regular basis.
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Already Enrolled Children – Identification of Needs and Action continued

It may be necessary to seek additional staffing and funding in order to provide care for 
the child with special needs.  If funding is not accessible, it is the responsibility of the 
Parent to cover the costs or to seek assistance from the Centre by writing to the Board 
of Directors. 

The Centre may or may not be able to assist depending on budget but will take a 
proactive role in seeking outside funding wherever possible.

Regular and ongoing meetings with the Parents, Educators, Professionals and the 
Executive Director will be held to evaluate and set new goals.

Inability To Accommodate A Child With Special Needs

The Executive Director may require that the child be removed from the Centre if:

 there are safety risks to the child or to others;
 inadequate improvement has occurred, despite implementation of the above 

procedures; and/or
 the family refuses to participate actively in the above procedures.
 Documentation of meetings with parents and use of services
 Notification of Children’s Services Consultant and the LB Board
 Referral to other services where applicable
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FEE PAYMENT POLICIES

Membership and Membership Fees:

Parents/Guardians enrolled in the Centre, upon payment of 
membership fee of $1.00, are considered to be members of the 
Corporation.

The Membership fee is due upon acceptance of a space in the 
Centre.

Deposit and Registration Fee: 

A $900.00 Deposit and $199.00 Registration Fee is required upon 
acceptance of a space in the Centre.  The $900.00 is applicable to 
the last month's fees if three month's notice of cancellation or 
withdrawal is received (See Parental Notice of Withdrawal of 
Child - Appendix 2).

The $199.00 is a non-refundable Registration Fee. 

Families eligible for subsidy from Toronto Children’s Services.
(Policy is being reviewed.) 

Fee Guidelines The following guidelines apply to fees:

 12 postdated cheques from Jan to Dec dated the 1st of 
each month or from the enrollment date 

 the monthly child care fees will be charged to all 
members with children in the Centre payable to Life-
Bridge Child Care 

 (See Monthly Fee Scale:Appendix 7) 
 Monthly fees are determined as follows:

Infant Group:  by enrollment in the Infant group regardless of the 
age of the child.

Toddler Group:  by enrollment in the Toddler group regardless of 
the age of the child.

Junior Group:  An underage Junior child (under 2 ½ yrs. old) will 
pay the Toddler fee.  A child over 2 ½ will pay the Junior / 
Senior fee.  If there are more than 20% underage children in the 
Junior group, the group size will be reduced from 16 children to 
15 children to maintain the Toddler ratio of 1:5.
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Senior Group:  by enrollment in the Senior group regardless of 
the age of the child.

If a child is unable to move to the Toddler group at 18 months old or the Junior group 
at 2½ years old due to lack of space in the group, the program in these groups will be 
adapted to meet the developmental needs of the children until a space becomes 
available. The ratio for the younger children will be maintained 1-3 Infants, 1-5 
Toddlers, 1-8 Senior and the fees for the younger group will be in place. 

Fees are payable in advance, using postdated cheques, 12 months (January to 
December)  dated the first day of each month.  These will be requested at registration 
and in late December of each year.

 Arrangements for subsidies should be made directly with The City of Toronto -
Children’s Services Division.

 Families receiving subsidies will pay their portion of fees with 12 postdated 
cheques (January to December) dated the first of each month which shall be 
equal to their daily rate (determined by The City of Toronto) multiplied by the 
number of work days in each month, including statutory holidays.

 Fees shall be determined annually by the Board of Directors, with due and 
proper notification to the full membership.

 All fees will be subject to review by the Business Committee and the Board of 
Directors to reflect the Centre's costs.

 Regardless of a child's absence from the program, parents will be required to pay 
the full fee in order to maintain the child's space within the Centre.

 Subsidized families are entitled to a set number of paid holidays and sick days. 
Additional time away will be paid by the family at the Life-Bridge full fee rate.

 Part-time enrolled children will not be entitled to request additional days on an 
occasional basis unless there are temporary spaces open.  The fee for these days
would be a daily rate for part-time spaces.  These families may request a change 
to full-time enrollment when a space becomes available.

Fee Reduction There is a reduction of 5% of the oldest child’s fee for the time 
period that a second child in the family is enrolled in the Centre.  
There is an additional 5% reduction of the oldest child’s fee if a 
third child is enrolled, meaning a total of 10% will be taken off 
the fee of the eldest child, while all three children are enrolled at 
the Centre.
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Part-time Fee There is a 5% surcharge for children enrolled part-time to cover 
additional administration costs.

Overdue Payments As fees are due in advance in the form of postdated cheques, it
is unlikely that fee payments will be overdue. Members will be 
notified in December of overdue postdated cheques for child care 
fees.

Loss Of Place If the cheques are not submitted within thirty days of notice, the 
children for whom the fees are in default may, at the discretion of 
the Board of Directors, lose their place(s) at the Centre.

Reinstatement Any such children may, at the discretion of the Board, be 
reinstated when cheques outstanding have been paid and if space 
is still available.

In Case of Withdrawal

A member shall remain liable for any outstanding payments 
owed to the Centre.  Board Members in default of child care fees 
for more than thirty days shall, at the discretion of the Board, lose 
their Board position.

Fines Bank charges of $20.00 for returned cheques will be charged to 
the Parent.

A fine of $1.00 per minute will be charged to parents arriving 
after the 6:00 p.m. closing time.  

Three month's written notice to advise the Executive Director of 
cancellation or withdrawal is required.  Failure to do so shall 
result in the loss of the $900.00 Deposit paid at registration time. 
(See Appendix 2 Parental Notice of Withdrawal of Child and 
Note regarding less notice time).

3 months notice - $900 refund
2 months notice - $450 refund
1 month notice - $225 refund 
less than 1 month notice – no refund 
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DAILY SCHEDULES, ROUTINES AND PROGRAM CONTENT

Schedule of the Day

The Schedule of the Day is posted in each playroom and is changeable to meet the 
needs and interests of children in each age group.  (See Appendix 1 for program details)

Program of Activities

The program of activities is designed by the educators in each group and is based on 
emerging interests and development of the children. A monthly program newsletter and 
calendar will be distributed to parents informing parents of plans, events, outings and 
reminders of how parents can participate and assist in the program.

Weekly special events will be posted informing parents of what activities are planned 
for each day and additional activities, which occurred, are added to the program as the 
activities emerge.

More Program Information

A thorough description of the program content, its goals, and variances by age group is 
described in Appendix 1.

Things To Bring

 For Infants and Toddlers, an ample supply of DISPOSABLE DIAPERS to be 
replenished as required.  Educators will inform parents when diapers require 
replenishing.  Those families who prefer to use cloth diapers should bring in a 
daily supply of Velcro type diapers and a small diaper pail with the child's name 
on it.  Parents will be responsible for bringing home soiled diapers and 
replenishing the supply of diapers each day.
The parent is required to use a diaper service and provide us with the name, 
address and phone number. 

 DIAPER CREAMS AND DISPOSABLE WIPES are the responsibility of the 
parents.

 A supply of TRAINING PANTS for those children in the toilet training stage is
required. Parents and staff are encouraged to work together during the training 
stage to ensure that training is un-pressured but consistent.

 All diaper supplies should be labeled with the child’s name. 

(See Diapering and Toileting Policy: Appendix 8)
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Things to Bring continued

A BLANKET from home and, if required, a sleep toy, pillow and/or other safe 
comforting toy of special significance.  Blankets will be sent home on a regular basis 
for laundering (Fridays) to be returned on Monday.

Two complete sets of CLOTHING including underwear, training pants, socks, pants, 
shirt, sweater, etc. (for appropriate weather) to be used for necessary changes when a 
child is wet or dirty.  Soiled clothing will be sent home for laundering and a new set 
returned the next day. (The Public Health Department recommends that soiled clothing 
be handled as little as possible to prevent the spread of infection.  They are therefore put 
directly into a plastic bag to be sent home and are not laundered at the Centre.)

The following guidelines should be used when preparing your child’s clothes for 
daycare:

 label or initial each piece of clothing to prevent loss or confusion (see Emily 
Press Labels: www.emilypress.com/lifebridge)

 leave an extra sweater or jacket in your child’s cubby for sudden changes in 
weather, especially in the Spring and Fall

 wash and return any daycare clothing loaned to your child
 Sunscreen and sun hat for Spring and Summer weather.  Raincoat, rain boots 

and mud pants for messy weather.  Snowsuit, snow boots, two pairs of mittens, 
hat for cold Winter weather.  (Avoid clothing with drawstrings, hoods, scarves, 
mitten cords and other items placed around the neck, which could get caught.)

 Towel and bathing suit in Summer months as requested based on program 
scheduled.

NOTE:  ALL CLOTHING SHOULD BE COMFORTABLE PLAY CLOTHING 
WHICH YOU ARE NOT CONCERNED ABOUT GETTING DIRTY. THE 
CLOTHES SHOULD BE EASILY WASHABLE, EASY TO PUT ON AND TAKE 
OFF AND LABELLED WITH YOUR CHILD'S INITIALS.
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Things to Bring continued

 Toys - the Centre discourages children from bringing toys from home.  These 
items tend to cause problems in regard to sharing, loss, breakage and 
competition.  An exception is made, however, for toys or items which have 
emotional significance for the child and which may assist you in your daily 
good-byes.  Examples of such items are Teddy Bears, books, musical audio 
tapes or blankets that may help your child to adapt and relax at naptime.  These 
should be labeled and left in your child’s cubby or handed to the Educator to be 
put in a safe place.

NO toy guns, water pistols, swords, or toys such as commercial characters 
that encourage aggressive play are allowed under any circumstances.  

 FORMULAS AND INFANT FOOD for those infants who are not ready to eat 
catered foods.  All formulas should be prepared at home and brought in 
unbreakable labeled bottles.  Foods should be in non-breakable, microwave safe 
serving containers, labeled and placed in the refrigerator each morning and 
returned home each evening.  Nursing mothers are welcome to feed whenever 
their work schedule allows them to.  It is usually adequate to feed at drop off 
time, lunchtime, and pick-up time leaving a supplemental bottle or two for mid 
morning or mid afternoon as required.

 A labeled TRAINING CUP when moving from bottle/nursing to cup.

 An infant sized feeding spoon, if preferred.
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Life-Bridge Provides

 NUTRITIOUS LUNCHES, A.M. AND P.M. SNACK and MILK 
 CRIB AND COT SHEETS laundered weekly or more frequently, as needed.
 Adequate TOYS AND PLAY EQUIPMENT.  It is not recommended that toys from 

home are brought to the Centre. A comforting sleep toy could be kept in the child's 
crib, cot or cubby.

 BINS AND CUBBIES for storage of your child's personal belongings. Bins will be 
accessible to you for storage of your child's personal belongings (for clothing, 
including diapers, creams and wipes).  A cubby will be assigned to each child for 
storage of outer clothing.  Wet and dirty boots will be left on boot racks outside the 
playrooms.  AS CHILDREN SPEND A GOOD DEAL OF TIME PLAYING ON 
FLOORS AND CARPETS, WE ASK YOU TO HELP US IN MAINTAINING A 
CLEAN AND HYGIENIC CENTRE BY REMOVING WET AND DIRTY SHOES 
OR BOOTS WHEN ENTERING THE CENTRE.  Part time enrolled children’s 
parents are required to empty their child’s cubby of all belongings and clothes on 
the last day of their weekly enrollment

Smoke-Free Environment

Life-Bridge Child Care is a smoke-free environment.  Parents and visitors are asked not 
to smoke in the building, playground, on field trips or in view of the children.  

See No Smoking Policy (Policy for a Smoke Free Centre and Smoke Free Ontario 
Act: Appendix 9)
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Drop-Off & Pick-Up Lot

There is a six spot drop-off lot on the St. Patrick Street side of the Centre.  Please stop 
briefly to enable continuous access for all families using this service.  If you anticipate 
spending more than 10 minutes in the Centre, please park your car elsewhere and walk 
your child to the Centre. (See Drop-Off and Pick-Up Policy: Appendix 10).

Security

Life-Bridge has two main entrances:

1. Simcoe Street through the main lobby of the Mackenzie Investment building.

2. St. Patrick Street either by ramp or by stairs.

Both doors are locked at all times but are accessible to parents and staff with an access
card. Please do not give access cards to anyone or allow unfamiliar people to follow you 
into the Centre. Please help us keep Life-Bridge a safe environment for our children.  
Please do not allow your child to use doorbells, door release buttons, or access cards.  
We do not want children to feel independent about entering or leaving the Centre, as 
they could attempt to exit on their own when least expected.

Although we want to promote independence, we also want children to be safe at all 
times.

A buzzer system will allow us to respond to inquiries.

Other Doors

There are three other doors, which are used for emergency access or access to the 
playground:

 Infant Room emergency exit
 South side exit to stairwell
 Gross Motor Room exit to and from playground

Lock Doors Behind You

To prevent injury, please always remember to lock slide locks on Infant, Toddler, 
washroom and kitchen doors and to close the Junior and Senior doors.  Please ensure 
that no child exits the playroom when you arrive or leave the room.
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NUTRITION, HEALTH AND SAFETY

Overview These are the policies and procedures by which the Centre 
operates to ensure the safety and well-being of children in its 
care.

Included are guidelines for Food/Nutrition, Health, Medication, 
Accidents and Emergencies.

FOOD / NUTRITION

Food Provider Real Food for Real Kids is the caterer, which provides us with 
nutritious am and pm snacks, hot lunches, picnics and beverages 
for all but the youngest infants.

Parents of infants are required to provide their own bottles of 
formula, feeding equipment and food in labeled microwavable 
serving containers until their child is ready to eat the catered 
food.

Lunch Time Whenever possible, parents of infants under one are encouraged 
to feed their child at lunchtime. 

Parents of children over one are welcome to share lunchtime with 
their child's group. Parents are asked to inform the staff in 
advance of their intent to come at lunchtime.  Consistency is best
for children.  A regular pattern of lunch visits will help the child 
adapt positively.  

Weekly Menu Real Food for Real Kids provides a four-week menu cycle that 
ensures the best nutritional value is received for the children. 
These menus are posted in the front entrance hall, in each 
playroom and in the kitchen and are distributed to parents for 
easy reference.  

Nutrition Policy  
Life-Bridge believes that good nutrition is a basic right of every 
child.  Our written policy reflects our commitment to ensuring 
that the children’s nutritional needs will be met in a positive, 
nurturing manner with respect for individual needs and 
preferences of children and their families.

Allergies & Special Diets:

Real Food for Real Kids provides substitute menu items for 
children with allergies and those with special diets, i.e. 
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vegetarian, religious values, or family preference.  There is a 
small extra daily fee for all special diets except vegetarian diets.
(See Anaphylaxis Policy: Appendix 11)

Definition of Good Nutrition

Good nutrition is a learned behaviour.  With an early and healthy 
start, children develop good attitudes towards food that will last a 
lifetime.

Studies have shown that diet has a great effect on children’s 
health.  Consumption of large amounts of highly refined 
carbohydrates such as cakes, cookies, candy, gum and soft drinks 
has a dramatic affect on teeth.  Long-term consumption of these 
and other non-nutritional foods leads to a prolonged imbalance 
between nutrients that are required and nutrients that are actually 
eaten (malnutrition and obesity).

Nutrition affects behaviour too.  A properly nourished child will 
be alert and attentive while a poorly nourished child may be 
disruptive and hyperactive, or quiet and withdrawn.  By ensuring 
the proper nutrition, Life-Bridge can avoid such health and 
behavioural problems for the children in its care.

Young children who have not been exposed to candy, cakes, 
gum, and other empty calorie foods do not know what they are 
missing and do not develop an appetite for these foods.  They 
therefore do not view these foods as a treat, but enjoy fruit as a 
dessert of choice.
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Food Choices

With this information in mind, Life-Bridge Child Care will provide food for snacks and 
lunches, which follow the following guidelines.

Nutritious Foods VS Non-Nutritional Foods
Fruit Candy
RFRK healthy baked goods Cakes, Icing, Danish
Yogurt Doughnuts, Pastries
RFRK healthy cookies Chocolate
RFRK selected chips / crackers Potato Chips
Cut-up vegetables with dip Jello
Made from scratch cooked meats,
fish, poultry, tofu dishes

Processed Meats (Preserved with nitrates, 
high in sodium)

Milk or Water Soft Drinks

Every effort is made to select baked, boiled or steamed foods over deep fried, pan fried 
or sautéed foods and to choose foods which are low in trans fats, salt, sugar, food 
colouring, preservatives and fat.  

Special Diets Posted Parents are asked to communicate their child’s dietary needs, 
suspected allergies and dietary restrictions. These will be posted 
and followed to ensure children with special diets are not served 
the wrong foods.

Nut Free Environment
As peanuts, sesame and other nuts are a common food allergy
and could be life threatening, we are a nut free environment.  
Please be sure to wash your child’s hands and face and brush 
their teeth after eating peanut butter, hummus or other nut/sesame 
product prior to coming to the Centre. 
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Foods Which Can be Brought Into the Centre

We have incorporated the Public Health Department recommendations of not permitting 
parents and educators to bring in foods, cakes and treats from home. The reason for this 
recommendation is to prevent possible allergic reactions or foods, which may not be 
tolerated well by children.

The following foods may be brought from home:

1. Infant food and formula for those children not yet eating table 
foods.

2. Food for those children who are fussy eaters and who are not 
eating certain foods on the Life-Bridge menu.  (No Peanut butter 
or non-nutritious foods.) This item should match what is being 
served that day. 

3. Ingredients purchased and brought in by an Educator. This will 
be for the purpose of cooking with the children within the 
program of activities.  Educators will select nutritious recipes and 
will post them in the program plans.

Parents are asked to let us know which items on the menu they will be supplementing so 
that the right quantity of food can be ordered for the children.
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Special Occasions

On special occasions like Birthdays, RFRK will supply the Centre with loaves such as 
banana or zucchini loaves for Birthday parties.  Please let the staff know which date you 
would like to celebrate your child’s Birthday at Life-Bridge so that they can make the 
necessary changes to the snack menu and invite you to join in.  

Educators, student teachers and parents, when eating less than nutritious foods, are 
asked to keep them out of view of the children and to promote good nutrition in the 
program.

Please NO Party Favours or Loot Bags

We have found that these types of items (i.e. candy, small breakable toys, balloons, 
elastics on hats etc.) can be dangerous or disappointing when supervising a group of 
children, (i.e. choking, allergic reaction, breaking, etc.)  We would like to suggest that 
on birthdays, parents consider buying an educational book or CD for the group.  This 
way, at each party the children will enjoy sharing a new and special story or CD from 
the birthday child.  The educators will make a birthday book or card and a hat for the 
birthday child.  This will be less costly, safer and eliminate competition at party times. 
Please be careful when selecting materials, and choose those, which do not include 
commercial characters that demonstrate aggressive behaviours, inappropriate language 
or biased views.  
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HEALTH POLICY

Definition The Health Policy of Life-Bridge takes into consideration the 
responsibilities of working parents while maintaining the safest 
possible environment for the children.

Medical Information and Immunization Record

In accordance with the Toronto Public Health Ontario Publicly 
Funded Immunization Schedule, a signed and fully documented 
Medical Certificate / Immunization Record and an Emergency 
Consent Form must be presented no later than the child's first day 
of daycare.
See Immunization Policy: Appendix 12

NO CHILD WILL BE ADMITTED TO THE CENTRE WITHOUT A 
COMPLETED MEDICAL CERTIFICATE / IMMUNIZATION RECORD AND 
EMERGENCY CONSENT FORM.

Updating Immunization Records
See Immunization Policy: Appendix 12

When to keep a child at home: 

See Exclusion Policy and Procedure for III Children and 
Staff: Appendix 13
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Outside Play The Child Care Early Years Act requires that children play 
outside for two hours every day, weather permitting. It is 
impossible to keep a child indoors due to lack of extra staffing 
and in such cases it will be the parents’ decision whether to keep 
the child at home or allow them to play outside.

Children will be kept indoors in the winter months if the weather 
report indicates that the temperature and wind chill factor make it 
too cold to comfortably enjoy the outdoor play time; and in the 
summer months when the temperature and the air 
quality/humidity levels make it too hot to comfortably enjoy the 
outdoor play time.  The decision to keep the children inside will 
be at the discretion of the Centre staff.  Outdoor play times may 
be altered during the day to select the best time of the day to 
enjoy better weather conditions.

Nap Time The Child Care Early Years Act requires that the child rest for at 
least one hour during the course of a day.  Children who no 
longer need a nap are required to rest their body for one hour. It 
is not in the best interest of the child to wake them up as a child 
who is not well rested will not manage well emotionally, socially 
and physically in the afternoon. We will therefore discourage the 
practice of waking up a child before 2 hours. After 2 hours, if the 
families of older children request waking them up we will 
accommodate their request. (See Infant Sleep Room Policy:
Appendix 14) 

When To Report An Illness

Before 8:30 a.m., parents should report a child’s absence due to 
illness, each day that the child is away and let the centre know 
what the symptoms are. 

Decision to bring Child back to Centre the following day (if child had fever)
If a child went home early the prior day with a fever, parents are 
asked to have the child checked by their doctor to rule out any 
contagious disease before returning the next day. 

Exposure To Communicable Diseases

Parents should report a child's exposure to a communicable 
disease.  Parents will be informed of when this disease could 
break out at Life-Bridge along with the Public Health 
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Department’s protocol on what to do if a child comes down with 
this disease at the Centre. If the Health Department does not 
require a child to be isolated, those parents who do not want their 
child exposed will have the option of keeping their child at home 
during the communicable period.

Public Health Department Protocol

The Centre follows the protocol of the Public Health Department 
to determine when a child should be isolated due to a 
communicable disease or outbreak of an epidemic. (See 
Management and Reporting of Communicable Diseases: 
Appendix 15) 

Preventing the Spread of Infection

There are several ways to reduce and prevent the spread of 
infection in child care. 

1) Good hand hygiene (See Hand Hygiene Policy: Appendix 16) 
2) Good tissue hygiene by teaching to sneeze or cough into their sleeve (cover your 

cough) 
3) Keeping sick children at home
4) Early excluding of sick children upon onset of an illness and parents picking up 

quickly
5) Immunizations
6) Reduce sensory activities when children are at the end of a cold or when cases 

of diarrhea or vomiting have occurred
7) Keeping children away from various animals such as (monkeys, hedgehogs etc.) 

(See Animal Control Policy & Appendix 17: Pest Control Policy: Appendix 
17) 
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SUMMARY OF HEALTH POLICY
SUMMARY OF LIFE-BRIDGE HEALTH POLICY

SYMPTOMS WHEN TO KEEP YOUR CHILD AT HOME
1 Child is unable to cope* without 1 to 1 care, regardless of 

symptoms
Keep child at home until able to participate fully without
  needing 1 to 1 care 

2 Vomiting Keep child at home from first episode until 24 hours 
symptom free 

3 Diarrhea Keep child at home from first episode until 48 hours 
symptom free

4 Onset of Cold (frequent sneezing and dripping) Keep child home from onset of cold when fluids are not 
containable

5 Fever If child is coping*, parent can administer over the counter 
medication, but is required to see doctor for diagnosis, before 
returning to daycare

6 Coughing Keep child home when fluids are not containable

7 Conjunctivitis (Pinkeye) Keep child at home from onset of symptoms until 24 hours 
after starting antibiotic drops

8 Hand, Foot and Mouth Disease Keep child at home if not eating or coping*

9 Impetigo Keep child at home from onset of symptoms until 24 hours
after starting treatment

10 Strep Throat Keep child at home from onset of symptoms until 24 hours 
after starting antibiotics

11 Other Communicable Diseases See Behaviour / Illness Handbook for Canadian Pediatric 
exclusion requirements

* Your child is unable to cope at daycare if their symptoms are preventing them from eating, sleeping, playing or
participating as they regularly would at daycare, and/or their mood or behaviour is so dramatically different 

from their usual behaviour that they require a teacher's full attention for a longer than normal period of time.  

I have read the above summary of Life-Bridge's Health Policy and understand that compliance will assist in preventing the spread 
of infection at Life-Bridge and allow my child sufficient time to recuperate.

Mother Signature:  ________________________________ Father Signature:  _______________________________

Date:  ___________________________________________ Date:  __________________________________________
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MEDICATION POLICY

Policy A parent wishing his/her child to receive medication must 
complete a medication authorization form.  Only prescription 
medication may be administered by a Life-Bridge staff member.

Medication Authorization Form
The information required on the medication authorization form 
includes:

 child’s name
 dosage to be given
 time(s)
 dates (beginning and ending dates) taken directly from the 
labeled bottle
 complete name of the medication
 parent's signature

Medication Documentation
The Centre staff administering the medicine will document the 
time intervals at which the medication was given.

Giving Medications
Only those medications obtained through a current prescription or 
by authority of a legally qualified medical practitioner and in the 
original container shall be administered to any child in attendance 
at the Centre.

Tylenol, Tempera, cough syrups and other over the counter 
products cannot be administered by staff unless prescribed by a 
doctor for a specific time period and with the authorization of the 
parent.

Medication Before Arrival
Staff should be informed of any medication given to the child 
before arriving at the Centre, since even over the counter 
remedies may affect a child's behaviour during the day.

Medication Kept in a Locked Container
All child care centres, by law, are required to keep only 
authorized, prescribed medication at the centre and to keep these 
authorized medications in a locked container.  This is to prevent a 
child from accidentally getting into medication.  With this in 
mind we ask parents to keep any non-prescription medications in 
their office, purse or briefcase.  Medication left in a child’s cubby
can be a potential hazard.
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Exposure To the Sun

The staff is conscious of weather conditions.  Children will be 
appropriately dressed for all outings (i.e. sun hats, long sleeves 
and pants).

Parents are asked to apply sunscreen at home in the morning 
prior to leaving for daycare and to leave a labeled bottle of 
sunscreen at the Centre to be applied by educators as required. 

As sunscreen does not fully protect a child from the negative 
effects of the suns rays, ideally dressing the child in a light cotton 
long sleeved shirt and long pants is another alternative to sun 
screen.  Some parents prefer this option as this reduces the 
amount of sunscreen applied. Our Centre is air-conditioned and 
therefore children wearing long sleeves and pants will not be 
affected by overheating on very hot days.

The Educators are aware that the strongest sun is between 11:00 
a.m. and 4:00 p.m.  During these times, when outside, every 
effort will be made to keep the children out of the direct rays of 
the sun (i.e. shady areas) and / or on very hot days, outdoor play 
times will altered accordingly.  Our playground is shaded by the 
buildings all morning, thus allowing us a longer a.m. playtime if 
necessary.
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HOW YOU CAN HELP – SAFETY

Please remember that the Life-Bridge educators are ultimately responsible for all the 
children at all times.  It is therefore important to assist staff in encouraging your child to 
respect Life-Bridge Safety and Security Rules and Behaviour Guidance Techniques.  

Please: Do not leave your child unattended at any time (i.e. in the car in 
our drop off parking lot, in hallways, playrooms, car seats, 
strollers or infant carriers).

Do not allow your child to run in the hallways.

Do not allow your child to open and close doors independently.  
Let them know these are only for the teachers and parents to 
manipulate. 

Be sure the doors are closed tightly when entering and exiting the 
Centre.  This will maintain security. 

Be sure to close and fasten slide locks on infant and toddler 
doors, infant and toddler washroom doors and on kitchen doors 
when entering and exiting.   This will prevent children from 
manipulating doors and possibly catching their fingers in the 
doors.

Be sure to keep Junior and Senior doors closed when entering 
and exiting these rooms to prevent children from leaving 
unattended.

Do not remove another child from a play area even if your child 
would like to play with her/him.  In this case wait for the other 
child’s parent to arrive.

Do not discipline another child.  In this case speak to the educator 
to handle difficult situations.

If your child has trouble playing nicely when you are there, 
please leave so that he or she will follow the educators safety 
rules. 
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EMERGENCIES

Guidelines The following guidelines ensure that parents can be reached 
immediately in case of emergency:

 notify the Centre of any changes in home addresses, 
employment names and addresses, phone numbers, cell phone 
numbers and e-mail addresses both at home and work.

 leave an alternate number when it will not be possible to 
reach you at the usual number.

 arrange for an alternate person(s) whom the Centre can 
contact in an emergency if the parent is unexpectedly 
unavailable.

Accident forms The Centre uses accident forms to report any incident, which
results in injury to a child, even if it seems minor.  If your child 
has an accident, it will be recorded including all particulars of the 
occurrence.  It will be signed by the educator who cared for the 
child and the Executive Director and parents will also be asked to 
sign it. (See Accident Policy: Appendix 18) 

Emergency Action A parent will be notified immediately if a child requires medical 
care.  If a parent cannot be reached and the child requires medical 
care he/she will be taken to the Sick Children's Hospital by an 
educator and the Executive Director/Designate.  The child's 
medical information form will be taken.  A parent shall report 
directly to the hospital as soon as possible. In the case of a 
serious injury an ambulance (911) will be called.  The Health 
Department staff at GWL are available to help us in the case of 
serious injury and while waiting for an ambulance.

Copy For Parents The staff will provide the parent(s) with a copy of the accident 
form and will discuss the occurrence with them.

Reporting an Emergency

An emergency requiring medical attention is deemed a Serious 
Occurrence thus requiring a report be made and called in to the 
City of Toronto within 24 hours of it happening.
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CHILD ABUSE POLICY

A Child Abuse Policy is in effect and describes the definition of child abuse and the 
legal responsibility regarding mandatory reporting and procedures as stated in the Child 
and Family Services Act.

Staff are required by law to report any concerns of abuse or neglect to the Children’s 
Aid Society if they believe the safety and health of a child is at risk and are not 
permitted to inform the parent.

It is against the law to leave a young child unattended without adult supervision 
indoors, outdoors or in a car.

Staff cannot release a child to a person authorized to pick up that child if under the 
influence of alcohol or drugs.

In the event of a suspected child abuse, emergency permission to take a child for 
medical care is not required. (See Child Abuse Policy: Appendix 19)
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SERIOUS OCCURRENCE POLICY

A Serious Occurrence Policy is in effect and describes the definition of a serious 
occurrence and the responsibility, process and reporting requirements as prescribed by 
the Child Care Early Years Act, the Ministry of Education and the City of Toronto 
Children’s Services. (See Serious Occurrence Policy and Appendix 20b Enhanced 
Serious Occurrence Policy: Appendix 20a)
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EMERGENCY EVACUATION POLICY

In the event of a sudden evacuation due to fire, bomb threat or any other dangerous 
circumstance, parents working in the 180 Simcoe building who are alerted to this 
evacuation are requested to immediately come down to the Centre to assist the staff in 
evacuating the children from the daycare. 

An alternative location on the east side (Hester How Child Care Centre – City Hall) 
and on the west side (St. Patrick German Parish – North West corner of Dundas and St. 
Patrick) are designated areas to go if we are unable to return to the building.  Parents 
will be notified as to where to pick up their children.

In the case of a fire alarm, the apartment building directly across from Life-Bridge, 123 
St. Patrick Street, has agreed to allow us to bring the children over at any time.
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ANTIBIAS POLICY AND DECLARATION OF NON-DISCRIMINATION 
POLICY

See Appendix 21 for the Anti-bias Policy and Declaration of Non-Discrimination 
Policy.  This policy is in effect as required by the Ministry of Youth and Children’s 
Services and the City of Toronto Children’s Services.

WORKPLACE VIOLENCE POLICY

See Appendix 22 for the Life-Bridge Workplace Violence Policy.

WORKPLACE HARASSMENT POLICY

See Appendix 23 for the Life-Bridge Workplace Harassment Policy.
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PEST CONTROL

GWL provides ongoing pest control services. Should an infestation occur, this will be 
handled without the use of harmful chemicals. (See Pest Control Policy: Appendix 24)
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ENROLLMENT REQUIREMENTS

 General Information Form

 Infant, Toddler, or Junior/Senior Information

 Emergency Medical Information Form, Life-Bridge Immunization Form and the 
Public Health Immunization Form

 Summary of Health Policy 

 Acknowledgment & Permission Form - Policies and Procedures

 $900.00 Deposit applicable to last month's fees - three month's notice of 
cancellation or withdrawal payable at registration. (See Parental Notice of 
Withdrawal of a Child and Note regarding refund with less notice Appendix 2.)

 Membership Fee -  $1.00 non refundable

 $199  non-refundable Registration Fee payable at registration.

 Anaphylactic Policy Form 

 12 Postdated cheques (January to December), or remaining portion of year based on 
starting date, dated the first of each month 
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SAMPLE ACKNOWLEDGEMENT/PARENT HANDBOOK: POLICIES AND 
PROCEDURES

After you have read this Parent Handbook, please sign below and return
to the Centre this page, along with all other enrollment requirements for your child. 

________________________________     _________________________
Parent’s Names                                                     Child/ren's Name(s)

I have read the Parent Handbook and am aware of the Policies and Procedures
of Life-Bridge Child Care.  

_____________________________________        ________________
Mother's/Guardian's Signature Date

______________________________________      _________________
Father's/Guardian's Signature Date

_______________________________________     __________________
Witness's Signature Date
(Executive Director of Life-Bridge Child Care)
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PROGRAM : APPENDIX 1

INTRODUCTION

The program at Life-Bridge Child Care recognizes that each child is an individual with a 
unique pattern of interests, capabilities and aspirations.  These qualities shall be nurtured in 
a happy, healthy and safe environment in which the child can develop physically, socially, 
emotionally and intellectually.  Each child's sense of autonomy, self-esteem and self-
discipline shall be facilitated in a warm and caring environment.

The following is a description of the program of activities.  With a family-like atmosphere 
in mind and with the emergent curriculum, the educators’ model, observe, document and
evaluate their program to create experiences and activities, which are of interest to the 
children and appropriate to the developmental needs of the children in their particular 
group.

The groups are divided into four age levels and ratios required by the Ministry are as 
follows:

Infants: 1 Educator/3 children - 10 children
Toddlers: 1 Educator/5 children - 13 children
Junior: 1 Educator/8 children - 16 children
Senior: 1 Educator/8 children - 16 children

Our Toddler and Junior age groups have better ratios to accommodate the needs of these 
age groups.

Parental involvement is welcome and parents are encouraged to share their talents and 
expertise by bringing in materials, books and music from home, which may complement 
the monthly program.  Participating in special activities such as parties and celebrations, 
field trips, are ways parents can bring a little bit of home into the Centre and create a 
family atmosphere.  A weekly program is posted and a monthly Newsletter is distributed
to each family outlining the program goals and activities for the upcoming month.  We 
therefore look forward to your contributions and ideas, which will enhance the program 
and link meaningful activities from home and daycare.

Our daily schedule of activities follows a basic outline with some adjustments based on the 
individual needs of children and groups (i.e. the Infant room schedule is based primarily on 
individual needs and changes regularly as the children grow and change).
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EXAMPLE OF A TYPICAL DAY – JUNIOR & SENIOR ROOMS

     TIME ROUTINE ACTIVITY

7:30 - 9:30 Welcome, Free Play / Learning Centres are open

9:30 - 10:00 Clean-up, Washroom, Snack Time

10:00 - 10:20 Circle Time / Educator Directed Activity

10:20 - 11:30 Outdoor Play and Activities or Community Excursions

11:30 - 11:40 Washroom Routine 

11:40 - 12:30 Lunch Time

12:15 – 12:30 Washroom Routine 

12:30 – 12:45 Quiet Time - stories, music, discussions

12:45 - 2:45 Nap Time

2:00 - 3:30 Slow Wake-up, Washroom, Clean-up 

3:30 - 4:00 Snack & Circle Time

4:00 - 4:15 Circle Time / Story Time

4:15 – 5:15 Outdoor Play & Activities

5:15 - 5:45 Washroom Routine/Late Snack

5:45 – 6:00 Clean-up, stories, puppets, music

The hours and routine activities vary and alternate as each group of children have different 
needs and share the use of the outdoor space and gross motor room.

FREE PLAY

This is the time of the day when the emphasis is put on individuality, choice of activities, 
creating friendships between children, educators and parents and developing social skills.  
This is the time when the educators can observe the children at play and when they can 
spend time with individual children, assisting them in their choices, activities, 
communication skills, problem solving skills, expanding their attention span and 
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monitoring their participation in varying activities encouraging those which will enhance 
their personal development.

Free Play happens indoors and outdoors on different days and at different times of the day 
and includes the following activity choices.  The playrooms/playground are set up in 
learning and/or play centres, which include materials that will stimulate the child's interest 
in all areas of development.

The children are encouraged to make their own choices and to develop their learning/play 
independently with the goal that children gain confidence when taking responsibility for 
their own actions and learn mastery of a skill and understanding of concepts through hands 
on participation and discovery.

Thus Free Play is a very important part of the day and should not be viewed as merely a 
transition time. It is beneficial for children to arrive at the Centre by 9:00 a.m. in order to 
have ample time to participate in Free Play.

If you arrive before your work begins, feel free to participate in the Free Play by talking to 
your child about his/her choices, giving him/her encouragement to try new things, and 
observing or playing with him/her in an area of the room.

Infants spend this time with activities that allow for more educator/child closeness.  Free 
Play in the Infant room involves:

- gross motor equipment - climbing, sliding, rolling, sitting, rocking, crawling, 
pulling up, etc.

- manipulative toys - sorting, stacking, pulling, pushing, squeaking, puzzles, 
cognitive toys, etc. These toys change according to the development and the ages of 
the children.

- language - books, puppets, dolls, stuffed animals
- music - audio CD’s, singing, clapping, cuddling, rocking, swaying, tapping, 

stamping
- sensory - corn meal, oatmeal, playdough, goop, water
- tactile - exploring different textures, materials, and items of different weight and 

size etc.

Toddlers/Junior/Senior children have their room set up in a stimulating fashion for a few 
activities to be available to choose from and move from independently.

Examples of these are:  Blocks, Easel Painting, Books/Puppets, Construction Toys, 
Cognitive Toys such as puzzles - lotto games - sorting games, Collage and Cutting, Nature 
Centre such as looking at posters, plants, rocks, animals, Creative Play such as 
Housekeeping corner, dress up, garage and cars or trains, fire hats and hoses, etc., Sand or 
Water Sensory Play.
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The following are some of the learning/play centres, which are continually changed and 
upgraded by the educators.  Parents are welcome to contribute materials from home, which 
will enhance these areas of the playroom or playground.

Sensory: Water, Sand, Rice, Corn Meal, Playdough, Collectibles of any sort which 
provide children with experience with texture, smell, taste, visual stimulation.

Arts and Crafts:  Painting, colouring, gluing, drawing, cutting, tearing; experience with 
various art media

Cognitive/Learning:  Puzzles, Board Games, Stringing Beads, Sorting, Lotto Games, 
construction toys; experiences with toys, games and materials which require concentration, 
trial and error leading to the development of concepts of size, shape, number, colour, etc.

Language/Dramatic Play:  Books, CD’s, puppets, felt board stories, housekeeping/dress-
up corner, garage, farm, store, fire station, post office, etc.:  materials which stimulate the 
child's desire to express him/herself through play/drama.

Science and Nature Table:  Materials to view, touch, and explore such as leaves, shells, 
magnets, magnifying glass, rocks insects, bones, etc.

SNACK TIME

Snack is either served all together at the table or set up as a choice table during free play.  
Children have the responsibility of choosing what they would like to eat, serving 
themselves and sharing with others, taking turns, and learning the social graces of 
conversing and enjoying a calm and nutritious pause from other activities.

Infants have snack on an individual basis based on their age and nutritional needs.  As the 
Infant group grows older (over 1 year of age), this becomes a group time where 
communication with one another becomes important and the focus begins to shift.

Toddler/Junior/Senior enjoy this time together as a means of relaxing, sharing, and 
talking.  Wonderful conversations occur around the table.

Late Snack: A small late snack is served for those children who are here after 5:30. 

OUTDOOR FREE PLAY

Gross Motor experiences also contribute to the child's development in all areas such as 
sensory, social/emotional, body awareness that establishes readiness for reading and 
writing and the development of concepts.  Gross motor activities should not be 
underestimated, as it is a means for total development of the child.  Activities include: 
running, jumping, climbing, riding, rolling, sliding, pulling, pushing, peddling, exploring,
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etc.  As well, language, games, and social activities evolve and become more and more 
complex as the child matures.

Infants spend their outdoor time playing in the playground.  Various materials are taken 
outdoors for the children to ride on, push, pull, climb, manipulate, and explore. Younger 
infants play on a blanket. 

Toddler/Junior/Senior play in the playground riding tricycles and wheel toys, digging in 
the sand, running, playing ball, climbing, playing games such as parachute games, kick the 
ball, circle games, etc.  Many walks and trips occur during this time.  The children might 
take a walk to the grocery store to buy something special for a cooking experience they 
will be having.  They might go to the Library to listen to story time, or benefit from the 
resources in the community.

CIRCLE TIME

This is a time to learn how to listen and share ideas.  The children are given the 
opportunity to express themselves, exchange ideas, play games which require turn taking, 
sing songs and finger plays, rhythms, music and movement activities, body awareness and 
language games, listen to stories, and discuss different aspects related to the interests of the 
children which could include: seasons, holidays, transportation, geography, animals, 
senses, colours, dinosaurs, shapes, letters, numbers, feelings and emotions, health and 
nutrition, community helpers etc. but are not limited to these. Teachers draw from their 
observations topics of interest and elaborate on them. The involvement in these topics 
stimulates the children to integrate ideas into their everyday life by making comparisons, 
judgments, relationships and decisions.   The educators encourage the children's 
participation in raising topics of discussion and offer opportunities for the children to 
participate. 

Infants have spontaneous short circle-like gatherings as they happen.  This means the 
educators take note of the opportune moment when a few children are interested in the 
same activity and build on it.  These special times consist of songs, finger plays, body 
awareness games, language games and name games.

Toddler/Junior/Senior have planned circle times when the educators integrate topics of 
interest into everyday life, making relationships to meaningful events in the children's 
lives.  Children are encouraged to contribute to the discussion, make topic suggestions, and 
to respect each other by listening and waiting for their turn.  Stories, discussions, finger 
plays, music, singing and movement are some of the activities during circle time.

EDUCATOR GUIDED ACTIVITY TIME

During this time there may be two or three activities happening at the same time.  This 
allows the children to rotate and give the educators the opportunity to work with small 
groups of children.  One of the three activities will be more Educator-guided while the 
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other two will require independent participation.  This allows one Educator to work with a 
small group of children while the other Educator will be overseeing and assisting with the 
other two and guiding clean-up and movement between activities.  

The following are activities, which might be selected.
 Sensory
 Arts and Crafts
 Music and Movement
 Drama and Puppetry
 Cooking and Science experiments
 Literature: making books, experience charts,
 Language Development Games
 Math activities and experiments
 Gardening

Infants are organized in such a way that the independent flow of activities continues as 
one Educator works with one or two children.  They might be doing various types of 
painting (finger, string, sponge, brush, printing).

Toddler/Junior/Senior have three or four different centres and children are given a choice 
of where they would like to join.  Usually one centre, (i.e. arts and crafts) is related to a
topic of interest.  Materials are presented in such a way that the children are not pressured 
to produce masterpieces but encouraged to merely explore the materials and get personal 
satisfaction from the experience.  The product is always a masterpiece regardless of the 
outcome.

GROSS MOTOR ACTIVITIES

During this time it is important for the child to develop large muscles through movement 
and active play.  Exercise, co-ordination, special perception, body part recognition, 
balance, cooperation/rules of games, partners and team structures, etc. are areas of 
development which are stimulated at this time.

Infants are encouraged to develop the use of their body parts and are stimulated to grow 
from stage to stage according to developmental norms.

Toddlers, Juniors and Senior are given opportunities to establish confidence and strength 
in movement and coordination.  Children experiment with general body awareness, space 
and control.

They begin to follow rules of games and to cooperate in partners and teams.  Music and 
language awareness are often integrated allowing creativity to be enhanced.
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LUNCH TIME

Lunchtime should be a home like, calm and relaxed time.  The Educators encourage the 
children to relax before eating.  This is a very social sharing time where much discussion 
and learning goes on. Information about various foods, different styles of cooking, likes 
and dislikes, customs of families and nationalities are shared.

Parents are always welcome to visit and have lunch with their child's group.  A very 
positive sharing time results and the increased ratios and adult modeling reinforces proper 
etiquette at the table.  

Infant parents are welcome to come for lunch time once their child is fully adapted in 
order to enable an uninterrupted feeding for children under one year old who are not yet 
ready to finger feed or eat with a spoon. Parents who assist at lunchtime help create a calm 
and relaxed atmosphere.  

NAP TIME

Naptime is the un-winding time where the children's energies are regenerated and they can 
enjoy a private quiet time.

Naptime for the Infants is individualized according to each child's bodily needs and 
parent’s requests.  Generally children under one year old require a short morning nap as 
well as a slightly longer afternoon nap.  However this will depend on the child's wake up 
time, travelling time, activity level and general disposition.  Children over one often reduce 
their nap times to one longer afternoon nap.

Toddlers, Juniors, and Senior nap for 1 1/2 to 2 hours each afternoon.  The nap is 
generally preceded by a short book time or listening time and individual care (back 
rubbing and individual time beside each child's cot). Children who no longer sleep are 
required to rest on their beds for one hour and then get up for quiet self-directed activities. 
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SLOW WAKE UP TIME

This is the transition time between nap time and snack time, which is most important for 
the emotional development of the child.  It is an unrushed caring time, where children can 
at their own rate wake up, chat with friends and teachers, help each other fold blankets, 
and generally get a good feeling about themselves in an affectionate loving environment, 
before playing with materials at the table. 

Infants waking time occurs at different times during the day, depending on individual 
schedules.

Toddler, Junior and Senior spend nap time in their own rooms with their own educators.  
They rest in their own designated places and wake up gradually at their own rate so that 
educators are able to give each child special time as they awake.

FREE PLAY

In good weather the latter part of free play is spent outdoors.  Otherwise it is the same as 
the A.M. Free Play Time/Circle time. 
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SUMMARY OF OBJECTIVES

1. To help the child develop physically
- fine muscle coordination
- large muscle coordination

2. To help the child develop emotionally
- mastering emotions
- mastering situations (problem-solving)

3. To help the child develop intellectually (cognitive)
- perception and senses
- language ability
- verbal expression
- vocabulary
- understanding
- listening
- formation of concepts 
- size/shape relationships
- ability to make choices
- creativity

4. To help the child develop an identity or good feeling about him/herself (self-
image)

5. To help the child take responsibility for his/her own actions.

6.      To help the child in his/her social development
- peer relationships
- relationships with adults

7. To help the child learn and respect cultural differences by incorporating them into 
the program
- foods
- celebrations and customs
- music

8. To help the child develop good health habits
- nutrition
- cleanliness and care
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9. To include parents in their child's daycare life in order to build a close bond 
between home and daycare.

- increases self esteem of the child
- builds stronger sense of security for the child
- opens more communication, creating a learning opportunity for Educators, 

thus allowing for a better understanding of the child and a more 
individualized daycare experience.

- offers parents the opportunity to collect program ideas, child rearing 
techniques, songs, games, etc.

- assists in increasing the quality of care provided by increasing adult/child 
ratio at different key times of the day.

10. To provide a learning and sharing situation for parents

- orientation meeting upon registration
- participation on Parent Advisory Committee
- participation on the Board of Directors
- parent/educator interviews
- parent workshops, speakers, parties, films, etc.
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BEHAVIOUR GUIDANCE POLICY: APPENDIX 2

INTRODUCTION

Policy

The regulations of the CCEL Act, prescribe standards of behaviour management, which 
must be followed by all staff employed in a licensed daycare centre.  The Centre 
complies with the requirements of the CCEL Act, which provides that there is to be no 
corporal or humiliating disciplining of any child under any circumstances.  All 
reprimanding, if required, is done so as to retain the child’s dignity.

Centre’s Emphasis

Guidance (discipline) involves methods and attitudes that help produce self-control and 
self-direction in children.  The goal of guidance is to help the child become responsible 
and develop inner controls.  The emphasis in the Centre is on the prevention of 
situations that require discipline.

Staff Role

Unacceptable behavior is a clear message that something is out of control with a child.  
Young children who may not be communicating through language may use non-verbal 
methods (i.e. crying, biting, etc.) to express their needs.

The role of the staff is to support a child’s sense of being a worthwhile person while 
providing opportunities for the child to learn appropriate ways to interact with others.

4 Key Principles

Behaviour guidance refers to the management of unacceptable behaviour.  Key 
principles of behaviour guidance include:

1. Consistency
2. Guidance (Discipline)
3. Knowledge and Understanding of Child Development
4. Strategies for prevention of Behaviour Difficulties

Principle #1: Consistency

Consistency in behaviour guidance techniques:
It is important to be consistent in your behaviour guidance techniques.
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Discuss behaviour guidance methods with each parent to ensure that methods used by 
both caregiver and parent(s) are consistent, thereby encouraging the child’s cooperation 
and adequate guidance.

Use of Judgment:
Life-Bridge Child Care always tries to anticipate and defuse potentially difficult 
situations.  Staff recognize that children may also learn from their conflicts.  Staff must 
therefore use their judgment in allowing children to resolve some of their own conflicts.  
This judgment is based on whether or not the situation is within the emotional, 
cognitive, and physical ability of the child in question provided there is not danger of 
physical harm to any child.  This policy recognizes that children, as people, should 
enjoy human rights.

Principle #2: Guidance (Discipline)

Definition:
Guidance, often referred to as discipline, is a learning situation – not a punishment. The 
technique in which the educator guides a child is referred to as guidance.

Compliance with the CCEY Act:
The Centre complies with the requirements of the CCEY Act.  There is no corporal or 
humiliating disciplining of any child under any circumstance.  Reprimanding is done so 
as to help the child become self-disciplined, which is the essential goal of disciplining.

Educator/Environment/Program adaptation:
Before identifying a behavioural problem, the educator must evaluate his/her own 
expectations and approach, the program and the layout of the environment.  Sometimes 
changing something external to the child’s behavior will assist with the problem.

For Infants and Toddlers:
Often, redirection of the child’s activities is the only form of guidance that is required.  
The staff is there to model the skills and the words that are needed to solve problems in 
a non-aggressive way.

The first step with any behaviour problem is to be sure that the child knows that 
although we do not approve of what she/he is doing at the moment, it does not interfere 
with our positive feelings and caring relationship with the child.
Gradually the child will develop the language to deal with, and the ability to understand 
his/her conflict with others.  In this way, she/he will learn to solve many difficulties by 
co-operating with other children and adults.

Junior and Senior:
For older children, behaviour guidance is a learning process which is a continuation of 
skills learned when very young.  However, older children, if not socializing 
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appropriately, may need very clear and consistent guidance to help manage their 
behaviour.

Prevention of situations:
The emphasis in the Centre is on the prevention of situations that require discipline.  
Staff always tries to anticipate and defuse potentially difficult situations.

Child’s home life and behaviour:
Staff are also aware that changes in a child’s home life may affect his/her behaviour at a 
daycare.  It is therefore essential to talk with each parent on a daily basis sharing any 
pertinent information about his/her child’s day.

Always available:
The Executive Director and staff are always available to discuss any issues or concerns 
the parent feels his/her child may be experiencing in order to establish and foster a close 
relationship between home and daycare.

Solving their own problems:
The staff recognizes that children also learn from conflicts.  They must therefore use 
judgment in deciding to allow a child to solve some of his/her own problems given the 
child’s emotional, cognitive and physical ability.

Prohibited reprimands and punishments:
The following types of reprimands and punishments are not permitted by any staff 
member under any circumstances:

1. Corporal punishment such as striking (directly or with a physical object), shaking, 
shoving, spanking, kicking, squeezing or other forms of aggressive contact, including:

 forcing the repetition of physical movements
 forcing the consumption of food
 requiring that a child maintain an uncomfortable position

2. Deliberate, harsh or degrading measures which would humiliate a child or undermine 
a child’s self-respect.

3. Restriction or denial of usual comforts or basic needs (ie. shelter, clothing, food or 
bedding).  Threats such as restriction or denial are also prohibited.

Children must not be confined or locked in any room.  A staff person must remain with 
any child removed from the group to “calm down”.

Principle #3:  Knowledge

Knowledge and understanding of child development:
Staff should be guided by knowledge and understanding of a child’s growth and 
development, as well as an understanding of the individual child.  As in all areas of 
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child development, the development of self-control and social skills follows a sequence 
from birth to adulthood.

Within this sequence, infants and toddlers require more adult intervention and closer 
supervision and guidance.  As children grow older, they are able to exercise more self-
control and have a greater understanding of concepts such as health, safety and respect 
for others’ property.

Principle #4:  Strategies

Strategies for prevention of behaviour difficulties:
Behaviour guidance strategies are effective only within the context of the entire 
curriculum.  Many undesirable behaviours can be prevented by ensuring that all 
curriculum components are of high quality.  Curriculum components include staff, 
environment, program, parent involvement and evaluation.

Strategies for staff:
Strategies for the staff include the following:

 Establish a positive relationship with each child
 Have reasonable expectations and clear communication 
 Set age appropriate limits
 Be consistent within the limits but flexible enough to modify the limits when it 

seems reasonable to do so
 Avoid offering choices when they do not exist
 Suggest or redirect the child to an activity that is related to his/her own interests 

or purposes, e.g. give the child paper to colour on if he/she is colouring on the 
wall, or bring the child to a climber if he/she is climbing on the table.

Strategies for the environment:
After ensuring that health and safety standards are met, structure the environment by:

 arranging the environment to meet the developmental needs of the children
 provide appropriate-sized equipment
 remove breakable and dangerous objects
 enrich the environment with a variety of activities
 restrict the space when needed
 reduce the level of stimulation when the children are expected to become 

controlled and quiet
 restructuring activities if individuals or groups are encountering failure
 moving closer to or standing near someone who is beginning to disrupt
 being aware of how situations might be reorganized to reduce disruptive 

behaviour
 using signals or cues to stop behaviours from occurring
 being constantly alert to the entire situation of the children
 never leaving the children alone without supervision
 breaking down tasks into smaller steps in order to ensure success if a child is 

having difficulty performing them
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 making sure body language is consistent with verbal language

Strategies for the program:
Strategies for the program include the following:
 have a well planned daily routine with limited transition times
 provide a variety of developmentally age appropriate activities
 prepare a child for change by:

o Avoiding confusion and disappointment by discussing with a child changes that 
are going to happen and events that must take place, reassuring the child that 
everything will be ok

o Forewarning a child that an activity is going to change or come to an end shortly 
(e.g. stating how many turns or amount of time left).

Note: Consequences to behaviour must make sense, and be related to the behaviour

Strategies for parent involvement
Strategies for parent involvement include the following:
 have ongoing information sharing with parent(s) (both verbal and written)
 take opportunities for parent interview/meetings
 share resources with parent(s)

Strategies for evaluations
Strategies for evaluation include the following:
 review guidelines and regulations regularly
 hold ongoing discussions of program/children/goals

Guidelines when implementing strategies:
Ensure the guidelines are followed when using behaviour guidance:
 implement as soon as possible after troublesome behaviour develops in order to help 

the child understand and rectify the difficulty as soon as possible
 strive to be clear, concise, calm and positive in your approaches with children
 try to be reasonable, fair and consistent in all your dealings with children
 give praise generously for positive behaviour, e.g. smile, nod, verbal, gentle pat
 use problem-solving techniques to encourage the child(ren) to discuss what has 

happened, the child(ren)’s feelings and other ways that could have been used to 
communicate

Steps: When troublesome behaviour develops
As soon as troublesome behaviour develops, and behaviour guidance strategies are 
implemented, staff should ensure the following steps are taken:

Step Action
1 Establish a log to record behaviour difficulties to assist identification of any 

patterns while at the same time establishing specific goals.
2 Meet to discuss behaviour difficulties with parent(s) – first informally, then 
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formally
3 Document clearly and concisely the behaviour(s), a copy of which is to be 

given to the parent, and one copy to go into the child’s file.
4 Share information and facilitate ongoing discussions with the parent(s), other 

staff in the program, and with the Executive Director to provide consistency in 
handling of behaviour(s), involvement and evaluation [i.e. are the techniques 
helping achieve the targeted goal(s)?]

5 Keep Board members informed of the situation before the stage of seeking 
outside agency support.

6 Monitor the situation and seek outside agency support as early as possible 
where staff effectiveness in management of behaviour(s) becomes a concern or 
behaviour quickly escalates

Results:
When worked with in an understanding manner and supportive environment, a child
- feels cared for, safe, loved and wanted
- has positive feelings about him/herself and the world
- is able to try again after making a mistake
- feels he/she would like to do the right thing
- know that we still accept him/her even though we do not always approve of what 
he/she does

Contravention of Behaviour Management Policy:

Contravention:
Every staff member at the time of hiring will sign a statement acknowledging his/her 
understanding of and willingness to comply with the “Behaviour Guidance Policy”.  
The Executive Director shall review the “Behaviour Guidance Policy” with the staff 
annually.

Terms and conditions:
Commitment to and compliance with the principles of behaviour management as set out 
in this manual are terms and conditions of the hiring and on-going employment of all 
staff at the Centre.  Outlined below are the consequences of policy contravention.
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Consequences:

Any staff member observed or reported to be contravening the “Behaviour Guidance
Policy” shall be immediately reported to the Executive Director, and the following steps 
will be taken by the Executive Director:

Step Action
1 Speak privately with the staff member to:

a) Assess the validity of the report and identify the difficulty and reasons for it.
b) If the facts are true as reported, discuss the implications with respect to the 
child.

2 Document the incident, commit the results of the above discussion to writing, 
have both parties sign the incident/discussion report and place a copy in the 
staff file.

If the incident…… Then the……

Involves physically harming a child 
through hitting or shaking, etc., or 
any form of sexual abuse

Staff member will be immediately 
discharged.  A report of the incident 
will be filed with the staff’s separation 
papers and a written report sent to the 
Director of the Ministry of Education.

Does not involve physically 
harming a  child through hitting or 
shaking, etc. or any form of sexual 
abuse

Executive Director will send a 
warning letter to the staff, as well as 
review the Behaviour Guidance Policy 
with this employee.

3 Establish a trial period during which the staff member is expected to improve 
his/her management methods and the Executive Director observes.

4 Arrange further discussion with the staff member at the end of the trial period.  
The results of the discussion are again committed to writing and signed by both 
the staff member and the Executive Director.

If……
no improvement is shown
by the staff member over 
the trial period

And……
the staff member 
disagrees with Life-
Bridge Child Care’s 
Behaviour Guidance
Policy philosophy

Then……
termination of 
employment may be 
required.

The outcome of this meeting will be based on whether the staff’s presence on 
the job would place the children at risk.  The President of the Board of 
Directors and the Business Committee members are to be informed and a 
meeting of same called. Termination of the staff member’s employment would 
be considered at this meeting.
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Exception:
The following actions are required if any staff member observes the Executive Director 
using disciplinary measures that contravene the CCEY of the Behaviour Guidance
Policy of Life-Bridge Child Care:

1. The observer will report the incident immediately to a member of the Board of 
Directors (President or Member of the Business Committee).

2. The member of the board will attempt to get clarification of the incident and meet 
with the Executive Director as quickly as possible in order to take appropriate measures.

3. The Board Member will keep a file and document action at each step.

Unfair Termination:
If termination of employment results for any staff member including the Executive 
Director and he/she feels that his/her employment has been terminated unfairly, he/she 
may seek advice from his/her own choice of counsel.
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PLAYGROUND GUIDELINES: APPENDIX 3

The following playground guidelines are designed to ensure safe and stimulating use of 
our playground.

The purpose of outdoor play is to provide children with activities which stimulate their 
gross motor, social/emotional and cognitive abilities.  Giving children the freedom to 
explore, take risks, create games and rules and to co-operate by sharing equipment and 
learning turn taking are all very important aspects of their development.

In order to provide this kind of safe and stimulating environment, the educator plays a very 
important role.  The balance of non-structured and structured activities, the presentation of 
varied materials and the verbal exchange and guidance which educators contribute, all 
have a direct effect on the effectiveness of the outdoor experience.

Guidelines for Educators

1. Surface of playground is spot checked each morning for dangerous materials such as 
glass, needles, animal excrement, etc. 

2. Consider the playground an outdoor classroom and have varied play equipment 
available.

3. Play equipment and outdoor games are both options for outdoor activities.

4. Continually evaluate the equipment and games to ensure that there are varied activities 
available and enough options for the number of children participating.

5 Stimulate the children by playing with small groups and gradually backing out of the 
game with the intention of stimulating them to carry on independently.  Outdoor time 
is the perfect time to give individual attention to a child who is withdrawn or who has 
a high need for attention.  A child who has difficulty socializing could be encouraged 
at this time by playing with the child and one other child.

6. While one educator is playing and interacting with small groups of children, the other 
should be spot-checking the playground for safety.

7. Encourage the children to play safely by participating and showing them the safe way 
to use equipment.  Try to avoid negative restrictions and name calling from a distance.  
Try to phrase guidance positively.

i.e.: “I want to see how you can slide down the slide without pushing your friends.”

“Show me how you climb with both hands on the railing.”
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“Leaning out of the climber is dangerous.  I can't let you do that.  Can you show me 
how you can hold the railing and keep your body inside.  Thanks. Good for you.  If 
you can't, I have to ask you to come off the climber.”

(For younger children, you will probably have to spend some time on the climber 
showing them what you mean by physically removing them from leaning over the 
railing).

8. Talk to the children before going outside to review options of activities available as 
well as safety rules.

9. Position yourself around the playground so that two educators are spotting the 
climbers, one near the slide and one near the stairs and other side of the platform.  It 
may be necessary to close the climbers if you do not feel you can adequately supervise 
it.  

Guidelines for Parents

1. Be sure an educator acknowledges your arrival and departure when dropping off and 
picking up your child in the playground.  It is important for an educator to always be 
aware of the children in her care.

2. Parents are asked to follow all Playground Safety Rules when outdoors with their 
child.  Consistency for all children is very important.

3. Please understand if an educator cannot give you her undivided attention when picking 
up your child as she is responsible for continually spot-checking the yard and 
supervising the play areas. 

4. Please be aware that once you enter the playground, your child will transfer his/her 
attention to you.   We therefore ask you to take charge of your child's safety from this 
point on in order not to confuse your child.  Please communicate with the educator 
when you are taking over the supervision of your child. 

5. Parents are welcome to assist in playground supervision and should feel welcome to 
join in the fun, however if their child is not following the safety rules they should take 
him or her home. 
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Playground Safety Rules

Climber

1. To climb safely, children need two hands.  Therefore, toys must be kept on the ground. 

2. The stairs on the climber are narrow.  Therefore children must be moving in one 
direction. The most frequently used direction is up as the slide allows children to go 
down.  

3. Leaning out of the climber is very dangerous.  Children must know that their bodies 
must stay behind the railings at all times-- i.e.: feet on the floor with head and 
shoulders inside the climbers. 

4. Benches are for sitting on only.

5. If a child cannot get onto the climbers by himself/herself, he/she should only be 
assisted in a way that encourages independence.  An educator should be beside him/her 
at this time.  Children should not be placed on a landing and left out of arms reach.

6. Sliding down the slide requires feet to go first either on child's tummy or bottom.  
Headfirst is dangerous.

7. Pushing is dangerous and is unacceptable. 

8. Children should be asked to wait until there is no one at the bottom of the slide before 
sliding. 

9. Stairs and ground should be checked for ice.  

11. When the ground is frozen, the climber should be closed, as the rubberized surface will 
not provide adequate cushioning in the event of a fall.
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Tricycles and Wheel Toys

1. It is unsafe and damaging to the tricycles to collide with each other, the fence or wall.  
Colliding is not acceptable.

2. Small children should only ride trikes or wheel toys from which they can reach the 
ground on.  

3. Children should be encouraged to ride on the right side of the yellow brick road, 
allowing passage in both directions. 

General Rules

1. Sand, shovels, pails, trucks etc., can be dangerous when used roughly.  Children can 
only play with these in a safe way. If they are throwing or swinging them unsafely, 
they will not be permitted to play.

2. Rocks and sticks can only be used when sitting and playing calmly and creatively.

3. Gates must be closed tightly at all times.  Please spot check each time the gate is used. 

4. When parents arrive in the playground to pick up their child, the educator will assist 
the child in recognizing that it is time to say good-by.  However, if the parent remains 
in the yard to spend some time with their child, determine if the child is being 
supervised by the parent and if not, continue supervision until the parent is ready to 
take over. 

Respect for materials

1. Play equipment must be treated with respect.  Rough play will not be accepted.  It is 
expensive to replace and repair outdoor play equipment such as tricycles, wheel toys, 
etc.  Children must learn to respect property.

2. Weathering can shorten the lifespan of play equipment.  Educators are asked to take 
care of equipment by carefully judging when equipment should be kept indoors and 
should store equipment with care. 

3. The garden and foliage should be treated with care and not abused. 
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FIELD TRIP GUIDELINES: APPENDIX 4

1. If possible, educators will leave the phone number for their destination and the name of 
the contact person so that they can be reached in case of emergency.

2. Educators will introduce the children to all of the helpers before leaving so that they 
are familiar with everyone.

3. Educators will review with the adult helpers what is expected of them, the procedures 
and guidelines, and which children they are responsible for.  The educators will 
distribute any extra bundles that have to be carried along on the field trip.

4. Educators will put filed trip smocks on each child indicating the Centre's name and 
phone number.  

5. Educators will divide the children and adults into groups, according to the following 
ratios:
Infant 1 Adult 1 Child
Toddler 1 Adult 2 Children

      Junior/Senior        1 Adult            no more than 4 Children but ideally 1-2

The children will hold each other's hand/rope/adult's hand. 

6. Parents, volunteers and Educators will stay in close contact with one another and the 
individual children they are responsible for.

7. Safety rules and field trip guidelines specific to each trip and set up by Life-Bridge 
staff must be followed by all helpers for all children.

8. There will be one Supervisor or Educator Co-ordinator on each bus/subway trip who 
will be in charge of head counts (of entire group) and the finances.

9. Educators, parents and volunteers will always take several head counts to make sure all 
the children are present within their groups (before leaving on a trip, several times 
during the trip, before leaving the field trip site, and on the way back to the Centre).

10. One educator will be responsible for carrying the knapsack containing the First Aid 
Kit, etc.

11. When walking, one educator will be at the front of the group and one educator will be 
at the back of the group.  Parents/volunteers will be in the middle of the group.

12. The Educator at the front of the group will guide the movements of the group, making 
sure that everyone crosses the street when it is safe to do so.  Educators and parents 
verbally alert the group of the upcoming crossings.
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13. The children will walk down the stairs single file, holding onto the railing.

14. Escalators should be avoided whenever possible.

15. At the subway, the children will go through the gates and the group will wait at the 
Designated Waiting Area (DWA) and will stand near the wall away from the train 
tracks until the educator indicates that it is safe to get closer.

16. A pre-designated waiting area will be set up at the field trip site for any misled or lost 
groups.

17. The purchase of treats on trips is discouraged unless pre-planned.
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The Field Trip & Walk Checklist

Please remember to take along the following things whenever you leave the Centre.  
Knapsacks stocked with:

1. First Aid Kit.
2. Phone numbers of Life-Bridge – 416-552-6323
3. Class List/Emergency Information.
4. Cell phone
5. Extra money
6. Pre-moistened wipes.
7. Kleenex.
8. An extra set of clothing (if away for more than 1 hour).
9. Cold days: extra mittens
      Warm days: sun hat (water or juice and disposable cups if away for more than 1 hour).
10. Garbage bags/plastic bags

Remember: Don't forget to call Life-Bridge if the group is going to be 1/2 hour late.

FIELD TRIP & WALK GUIDELINES SHOULD BE REVIEWED PRIOR TO 
EACH OUTING BY EDUCATORS/PARENTS/STUDENTS/VOLUNTEERS AND 
DISCUSSED WITH THE CHILDREN BEFORE LEAVING THE CENTRE.
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Walk Guidelines

1. Before leaving the Centre, educators will discuss the rules and procedures with the 
whole group.

2. Educators will familiarize themselves with the location in advance; knowing ahead 
of time about any highlights to see, obstacles to avoid, and where the safe areas are 
to cross the street.  Educators will inform the Executive Director/Designate of the 
walk route and expected return time.

3. Educators will bring along a complete first aid kit and emergency information in 
their knapsack.

4. Educators will let the office know when they leave the Centre, where they are 
going, and the approximate time of return.  Educators will leave a note on the 
classroom door or in their "special message area" indicating where they've gone 
and the expected time of return.  If the group is going to be late returning (over 1/2 
hour), an educator should notify the Centre.

5. Educators will divide the children and adults into groups.  The children will hold 
each other's hand/an adult's hand/the rope.

6. One Educator will be at the front of the group, the other at the back.  Other 
educators/parents/volunteers will be in the middle.

7. The educator at the front of the group will guide the movements of the group, 
making sure that everyone crosses the street when it is safe to do so.  Educators 
will verbally alert the group of the upcoming crossings.

8. In case of an emergency, one of the educators will notify the Centre.  If a medical 
emergency arises, needing an ambulance, notify 911, then the Centre.

9. There will always be at least two Educators supervising on walks.
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ANNUAL RE-REGISTRATION FORM: APPENDIX 5

SENIOR RE-REGISTRATION FORM 

(To be returned by April, 1, 2015)
March 13, 2015

Dear Parents,

Each February we require an indication of your Senior child's enrollment plans 
regarding registration for the upcoming enrollment period (September to June). This is 
due to the readiness of children presently enrolled at Life-Bridge to move to the next 
group and due to the long waiting list of families hoping to enroll their children at Life-
Bridge. Please be reminded that if you withdraw your child mid-month, you are still 
responsible for the full month's fees. If your plans change between now and September, 
please remember to give three months' notice of your child's last day in order to receive 
a full deposit refund.

Thank you very much,

Marilyn Neuman
…………………………………………………………………………………………

RE-REGISTRATION FOR THE 2015 / 2016 YEAR

Please tick the appropriate response and return by April 1, 2015.

______ We would like to re-register our child for the enrollment period 
commencing September 1, ____ 

______ We will be withdrawing our child as of August 31, _____. This shall be 
our written notice of withdrawal. 

______ We will be withdrawing our child earlier than August 31, and our child’s 
last day at Life-Bridge will be ______________________________. 
This shall be our written notice of withdrawal.

Please indicate brief reasons for not re-registering:

Child’s Name: _________________________________ Date: __________________

Parent’s Signature: _______________________________
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PLANNED HOLIDAYS AND ABSENCES FORM: APPENDIX 6

Dear Parents,
Once again it is time to begin planning for holidays and substitute staffing.  In 

order to be sure to hire the best possible substitute staff, we must plan in advance of the 
holiday season.  The Life-Bridge staff has informed me of their holiday plans and by 
knowing the children’s holiday plans, we will be able to economically hire just the 
right amount of substitute staff and be well prepared for the upcoming months.

Please complete the portion below indicating your holiday plans during the next 
nine month period.  Please try to give us an accurate reflection of when your child will 
be away.

I would also like to remind you that if you are intending to remove your child 
from Life-Bridge permanently, a three month notice period is required in order to be 
refunded your full deposit.  This allows us to give families on the waiting list advance 
notice and to keep on budget by having full enrollment all year long.

Thanks so much for your assistance in helping us plan ahead.

Sincerely,

Marilyn Neuman

…………………………………………………………………………………………

HOLIDAY PLANS

_____  We will not be away for vacation during the next nine month period.

_____  We will be away on holiday and our child will be away from Life-Bridge for the 
following dates.  (Life-Bridge closure days: New Years Day, 
Family Day, Good Friday, Queen Victoria Day, Canada Day, 
Civic Holiday, Labour Day, Thanksgiving Day, Christmas Day, 
Boxing Day.)

Child’s Name

Parent Signature
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MONTHLY FEE SCALE: APPENDIX 7

LIFE-BRIDGE 
CHILD CARE 

2016 FEE 
SCALE

GROUP MONTHLY DAILY TWO CHILD

FAMILIES

ELDEST CH.

MTHLY. FEE

INFANT $1,775 $82 $1,686

TODDLER $1,575 $72 $1,496

UNDERAGE 
JUNIORS $1,575 $72 $1,496

JUNIORS $1,300 $60 $1,235

JUNIORS & 
SENIORS $1,300 $60 $1,235

MONTHLY MONTHLY DAILY

FOR FOR 
3 DAYS 
WKLY

    2 DAYS 
WKLY

INFANT $1,118 $746 $86

TODDLER $992 $662 $76

UNDERAGE 
JUNIORS $992 $662 $76

JUNIORS $819 $546 $63

JUNIORS & 
SENIORS $819 $546 $63
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DIAPERING AND TOILETING POLICY (DRAFT): APPENDIX 8

Life-Bridge Child Care
Diapering and Toileting Policy

Purpose:

To ensure that the staff at Life-Bridge Child Care use the proper procedures for 
diapering and toileting as recommended by the Toronto Public Health Department.

Who is responsible for Diapering:

All staff, student teachers and volunteers who work with the children at Life-Bridge 
Child Care are responsible for proper diapering practises.  

Indications:

Studies indicate that hands become heavily contaminated with microorganisms during 
routines when handling diaper changes (ex. In a neonatal care unit). This explains the 
importance of hand washing during and after the diapering routines.

Policy:

The following elements are necessary in order to prevent the spread and control of 
diseases while diapering:

 Each room has a designated diaper changing area with suitable diaper change 
table/mat and/or a designated toileting area

 A separate and designated hand wash sink with the diaper changing area which 
is used for staff and children for the purpose of washing hands after diapering 
and toileting.

 Hand washing sinks are available for children
 Single use disposable gloves are used
 Separate diapers and ointments/creams for each child are stored and labelled
 A suitable disinfectant is used as needed
 A garbage disposal unit, a diaper pail 

Procedures:

Staff, student teachers, volunteers and parents will follow the IPAC principles of 
diapering and toileting and follow the Toronto Public Health posters for diapering and 
toileting which are posted in each and toileting area and can be found at the end of the 
Parent Handbook.
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Parents are responsible for providing diapers for their child.  Bags or boxes of diapers 
are to be labelled with the child’s name and left in the child’s cubby.   The staff will 
replenish the child’s diaper bin on a regular basis.  The supply should be replenished 
before it runs out.  Parents are also asked to provide a box of wipes and 
creams/Vaseline if used and label all containers with the child’s name.  Wipes and 
creams should be replenished before they run out.

Diapers should be disposed of carefully without too much handling.  Instructions are 
listed in the diaper changing area.  
No paper towels are to be disposed of in the diaper pail.
Wipes and latex gloves are to be disposed of in the diaper pail.
No towels or wipes are to be disposed of in the toilet.

Hand washing sinks are equipped with soap dispensers, funning hot and cold water and 
paper towels.

These sinks are washed and disinfected daily by cleaning staff at the end of each day.
These sinks must not be used for food preparation, rinsing soiled clothes or toy 
washing.

Diapering mats will be disinfected after every diaper routine and checked regularly for 
cracks and tears.

Garbage cans and diaper pails are used appropriately during the diaper and toileting 
routines.  They are disinfected regularly.

Cloth Diaper Use:

Ideally disposable diapers are recommended as there is less possibility of spread of 
infection when handling disposable diapers.

If parents wish to use cloth diapers, we will accommodate you when possible with some 
guidelines.  With limited storage space for soiled diapers, unfortunately this limits the 
number of parents we can accommodate who wish their child to wear cloth diapers at 
the Centre.
Toronto Public Health does not allow the use of cloth diapers unless the family is using 
a diaper service and parents are required to provide the name, address and telephone 
number of the diaper service.  Parents must provide the proper handling and storage 
receptacle for soiled diapers to minimize the risk of disease transmission.  

Parents using cloth diapers will supply an airtight container for soiled diapers and will 
remove the soiled diapers each day to help maintain a high standard of sanitation.  
Parents are also responsible for regular cleaning of the diaper containers that they 
supply.  
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NO SMOKING POLICY (POLICY FOR A SMOKE FREE CENTRE AND 
SMOKE FREE ONTARIO ACT): APPENDIX 9

Policy

Smoking is prohibited in any child care centre licensed under the CCEY Act and the 
Centre shall provide a completely smoke free environment for the children.  In addition:

 “No Smoking” signs are posted on all entrances and exists to the child care centre, 
including the entrance to the playground and the adult washrooms.

 No person smoking or holding a lit cigarette is permitted on the premises of the 
Centre or within 9 metres of the entrances to the property.

 All staff, parents, volunteers, students and visitors are advised that smoking and the 
handling of cigarettes is prohibited on the premises and on the centre’s property 
whether children are present or not.

 Any person who refuses to comply is in contravention of the Smoke-Free Ontario Act 
and the centre’s “No Smoking” Policy.

Procedures

 Policy is to be reviewed with all staff/students/volunteers prior to commencing 
employment, volunteering and/or placements

 Employers shall sign a statement regarding the centre’s “No Smoking” Policy.
 Non-compliance by the staff will be subjected to disciplinary action in accordance 

with the centre’s disciplinary policies or as determined by the centre’s Board of 
Directors

 Policy to be reviewed with parents prior to enrollment and a copy of policy is to be 
provided to them

 Non-compliance by persons other than employees will be subjected to disciplinary 
actions as determined by the centre’s Board of Directors.

 No ashtrays are to be present on the centre’s premises or property

Updated as of July 5, 2007
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DROP-OFF AND PICK-UP LOT POLICY: APPENDIX 10

The six spot drop-off and pick-up lot on the west side of Life-Bridge, just north of 17 
St. Patrick Street, is reserved specifically for parents of children enrolled at Life-Bridge 
to take 10 minutes to drop-off and pick-up your children each day.

In order to maintain easy and efficient use of this space we have implemented the 
following guidelines to encourage everyone to be considerate of each other when using 
this lot.

1. Keep a Life-Bridge decal on the dash of your car whenever using the lot.

2. Remember this is a place to stop briefly any time during the day, especially between 
7:30-9:30 and 4-6.

3. If you plan to stay at the Centre for an extended period of time, please leave your 
car parked elsewhere.

4. If there are two parents in the car and it is peak time (7:45 – 9:45 a.m. or 3:45 – 5:45 
p.m.) please stop on the street and let one parent wait in the car.

5. If you have a Junior or Senior child and you park in the GWL parking lot, please 
park your car fist and walk your child to the Centre.  This will enable families with 
infants and two children to use the lot as it is more difficult for these families to 
safely walk down the street with all the necessary paraphernalia.

6. Do not double park or block anyone in the lot.

7. Enter and exit slowly and carefully to ensure the safety of children

NOTE:  GWL Security will ticket unauthorized cars (ie. non Life-Bridge cars and 
Life-Bridge cars parked for extended periods of time).
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ANAPHYLACTIC AND ALLERGIES POLICY: APPENDIX 11

                       DAY NURSERIES ACT

Policy:

Anaphylaxis is a serious allergic reaction which can be fatal. The allergy may be related 
to food, insect’s stings, medicine, exercise, latex, etc. The purpose of the policy is to 
provide a process for dealing with anaphylaxis in the centre and to implement 
preventative measures.

Strategy to Reduce the Risk of Exposure:

 All PEANUT AND ALL NUT products and SESAME products are banned from the centre.  
The food provider has been advised of this policy and is also a no nut, no sesame facility.

 All labels will be read by a staff member prior to serving and food labels with “May Contain” 
warnings for peanuts, nuts and sesame, will not be served.

 Staff purchasing foods on behalf of the centre must read food ingredient labels every time they 
purchase a product.

 All children and staff will wash hands before and after eating.
 All surfaces will be cleaned with a cleaning solution prior to and after preparing and serving 

foods.
 All cleaning supplies, medicines and any other products that may be of danger and/or commonly 

produce allergic reactions will be stored safely away.
 The menu will be reviewed periodically and certain foods and materials will be avoided on the 

menu and in programming materials depending on the life- threatening allergies of the children 
enrolled.

 The food provider will be kept current and notified of all life-threatening allergies in the centre. 
List of allergies will be revised as necessary.

 Parents will be notified of all life-threatening allergies in the centre.
 Parents, Teachers, Student Teachers, Volunteers and Visitors are not permitted to bring in food 

prepared at home or packaged food on birthdays, special holidays or other special occasions. The 
food provider will provide appropriate foods when a special occasion is happening. 

 Parents are not permitted to bring in snacks from home which may contain nuts or sesame.  
 Parents are not permitted to purchase snacks for their children when on fieldtrips.  The centre 

will provide lunches and/or snacks on trips which overlap over a snack or lunch time.  The 
teachers will explain this to the children so that everyone will understand and follow the same 
policy.

 Parents are not permitted to give gifts of food to teachers unless they are packaged and have a 
label which clearly specifies the ingredients are “nut and sesame free”.  Labeled food brought in 
from outside should be consumed in the Staff Lounge only.

 Parents of infants, not yet eating the catered food, are permitted to bring food prepared at home 
provided that they (1) do not bring in food which has nuts or sesame or may have been in contact 
with nuts or sesame;  (2) are aware of all allergies in the centre; (3) agree not to bring in any 
foods which may cause an allergic reaction in another child; and (4) bring the food in a sealed 
and clearly labeled container so the teachers can ensure it is given to their child only.

 Playground areas will be checked and monitored for insects such as wasps. If such insects have 
made a home/nest in the vicinity, building and property maintenance will be notified 
immediately and children will be forbidden to play in this area.

Communication Plan:
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 Parents of anaphylactic children are required to indicate this on the Medical and Emergency 
Information Form which they provide prior to their child starting at the daycare or when their 
child is diagnosed;  and are also required to develop and sign an Individual Emergency Plan for 
their child.

 All parents are informed of the known allergies in the centre upon enrollment of their child and 
are updated regularly by way of newsletter.  

 A list of all anaphylactic children is posted in each playroom, the kitchen and the office.
 Staff, volunteers and students are informed of the known allergies in the centre, the policies, 

procedures and individual emergency plans which are in place for each child.

Individual Plans and Emergency Procedures:

Prior to the first day of attendance and/or upon diagnosis, parents of anaphylactic children will provide 
the centre with an Epi-pen labeled with the child’s name and expiry date.  This will remain in the centre 
with the child at all times and upon expiration will be replaced by the parents.  Parents will meet with the 
Executive Director to provide input for and/or create the child’s Individual Emergency Plan and 
emergency procedures. This plan will include but is not limited to:

 Description of the child’s allergy
 Monitoring and avoidance strategies
 Signs and symptoms of an anaphylactic allergy
 Child care staff roles and responsibilities
 Parent/guardian consent for administering allergy medication
 Emergency contact information

Parents are requested to advise the Executive Director if their child develops an allergy, requires 
medication or if there is any change to the child’s Individual Emergency Plan or treatment. Individual 
Emergency Plans will be reviewed yearly by the parent and revised if necessary.

Copies of Individual Plans are in each child’s file in the office, emergency bags, room and day trip 
binders and in addition to the list of allergic children, may be posted in each playroom and the kitchen.

Training:
 Prior to employment and on an annual basis all staff will be trained by a parent, physician and/or 

other qualified and certified health professional on procedures to be followed if a child has an 
anaphylactic reaction, including how to recognize the signs and symptoms of anaphylaxis and 
administer medication. 

 At the start of their involvement, volunteers and students will be provided training by the 
Executive Director or parent, however, generally, volunteers and students are not permitted to 
administer medication unless under extreme circumstances (ie. Teacher is unconscious). 

 The staff will be required to provide a certificate that they have received training, or sign off that 
they have received training

Updated as at May 24, 2012.

I have read the above Anaphylactic Policy and understand that compliance is mandatory to protect 
children with Anaphylactic allergies.

Mother:  _______________________ Father:  _________________________

Date: _________________________           Date: _________________________
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IMMUNIZATION POLICY (DRAFT): APPENDIX 12

Life-Bridge Child Care Immunization Policy 

Purpose: To ensure that records of all children and employees at Life-Bridge Child 
Care, pertaining to the recommendations of the Ontario’s Publicly Funded 
Immunization Schedule, are accurate and up to date.

Who is Required to be Immunized: The policy includes all children enrolled and all 
staff employed at Life-Bridge Child Care (LBCC), as well as all student teachers doing 
a field placement at LBCC.  Student teachers immunization records are required at the 
institution where they study and therefore are not expected to provide these to LBCC.

Policy: In accordance with the Licensing Manual from the Ministry of Education, a 
signed and fully documented medical record and an Emergency Consent From must be 
presented on or before the child’s first day at LBCC (LBCC Medical and Emergency 
Information Form).  Immunization Records for children, staff, students and volunteers 
should meet the recommendations of the Medical Officer of Health and be based on the 
guidelines of Ontario Publicly Funded Immunization Schedule.

Exemptions: If the parents of a child or a staff member, student teacher or volunteer 
choose not to follow these recommendations, a medical exemption can be provided by a 
legally qualified medical practitioner, or an exemption for religious or philosophical 
reasons can be presented in writing from the parent or the employee.

Procedures

Children:  Upon enrolling a child at LBCC parents will receive a “Medical and 
Emergency Information Form” and a copy of the Ontario Immunization Schedule.  
Parents are required to complete the form with their child’s most updated immunization 
record from their doctor or health care provider.  Parents are reminded to update this 
record every time their child gets vaccinated.

Employees: Before commencing employment or beginning to do volunteer work at 
LBCC, each person is required to have a health assessment and immunization record as 
recommended by the local medical officer of health.  

Exemptions are to be documented and kept in the child’s or employee’s file.  If there is 
an outbreak or case of a vaccine preventable disease (e.g., measles), children and staff 
who are not up-to-date with their immunizations may be excluded from the child care 
center as per Toronto Public Health regulations, to minimize the risk of spreading the 
disease.  Fees continue to be due during the above absences.

Records: Immunization records are stored in a child’s or employee’s file in the office 
maintaining privacy.  The office will keep an accurate spread sheet which will be 
updated quarterly or as information is provided by parents or employees.



Life-Bridge Child Care – Parent Handbook                                                                       June 23, 2016

107

EXCLUSION POLICY AND PROCEDURE FOR ILL CHILDREN AND 
STAFF (DRAFT) : APPENDIX 13

Life-Bridge Child Care: Exclusion Policy and Procedure for Ill Children and Staff

Purpose:

It is very important that we protect the health of all the children and staff at Life-Bridge 
Child Care (LBCC) by not imposing a serious health risk through the spread of 
infection from illnesses.  Children and staff must be able to participate fully in the daily 
activities of the program both inside and outside before he or she can attend the daycare 
or return after being away ill.

It is a big responsibility on the part of the RECE’s to ensure that all children in their 
care are in good health and not at risk of serious illness.  With this responsibility, our 
policies clearly describe the steps, which will be taken to ensure that no child is at a 
serious health risk.

The cooperation of parents is very much appreciated.  Parents are asked to leave 
alternate phone numbers or email addresses when they are not at their usual work place 
and to ensure that they have back up care plans in the event that their child suddenly 
gets ill on days when they cannot attend daycare due to illness.

Policy:

For everyone’s well-being, ill children and staff cannot be admitted to LBCC.  While 
we acknowledge that parents/staff might deem their child/themselves well enough to 
attend, we must consider the needs of the child in question as well as the other children 
in care and the staff at LBCC.

It is essential that staff members are able to locate the parent(s) or guardian(s) should an 
illness or emergency arise.  Parents must ensure that their phone numbers and/or email 
addresses for emergency contact(s) are up to date.

The Executive Director will consider any of the following symptoms to indicate an 
illness requiring isolation and parent notification.

1. Vomiting
2. Diarrhea
3. Fever (if accompanied with other symptoms)
4. Discharge from the eye
5. Skin rash
6. Difficulty breathing
7. Severe cold symptoms
8. Listlessness

The final decision under the Health Policy rests with the Executive Director



Life-Bridge Child Care – Parent Handbook                                                                       June 23, 2016

108

Excluding a child’s period of adjustment to the Centre, if a child requires one-on-one 
care because they are experiencing discomfort, it is recommended that the child stay at 
home.  Similarly, children who are not well enough to play outdoors twice daily should 
not attend day care.

Procedure:

Daily Observation of Children:

Upon arrival at LBCC and during the day, staff will assess the state of a child’s health.  
Specific signs and symptoms staff look for include a-typical behaviour such as 
continual runny nose, constant cough, croup, wheezing, difficulty breathing, vomiting, 
diarrhea, dehydration, change in skin colour, rash and fever (over 38.0C or 100.4f) as 
well as lethargy or continuous unexplained continuous crying.

Responding to Ill Children:

Parents should refer to the LBCC Summary of Health Policy in the morning when their 
child is ill in order to make an informed decision of whether their child is well enough 
to attend child care.

If the Executive Director, or staff consider a child too ill to be exposed to other children, 
or if a child develops an illness during the day at the Centre, the child will be isolated in 
the office and the parent(s) notified to pick up the child immediately.

As it is impossible for staff to ensure the ongoing care and well being of each child in a 
group when one child requires one to one care, if, upon arrival, a child appears to be ill 
(see symptoms listed above), lethargic, with or without a fever being present, the room 
staff will inform the parent  that the child cannot be admitted to the centre. If they are 
unsure of the child’s health they will inform the parent that they may receive a call 
shortly to pick up the child, if the child is unable to fully participate in the daycare 
program both indoors and outdoors.

During the wait for the parent to arrive at the Centre, the ill child will be brought to the 
office.  If the Executive Director is unable to attend to the sick child in the office, the 
child must be kept comfortably on a cot, couch or bean bag chair either with a student 
teacher, in eyes view of the Executive Director or at least two meters from other 
children.   The parent is required to make arrangements to pick-up their child as quickly 
as possible and in no more than one hour after being notified, unless other arrangements 
have been made with the Executive Director.

Room staff will take a child’s temperature whenever they suspect the child appears 
unwell.  With an ear thermometer, the child’s temperature is taken.  A normal 
temperature is between 37.4c to 37.8c.   The staff will document each time a 
temperature is taken.  Once a fever has been documented, the staff should take the 
temperature between 15 minutes and half hour.  
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Only those children who have experienced febral seizures and have a doctor’s note that 
acetaminophen can be administered, can receive acetaminophen from a permanent 
RECE.  If this is the case, staff will follow the instructions given by the doctor and 
inform the parent prior to administering the medication.  If a child has a high fever of 
40c or higher, staff will call 911.

Specific Guidelines for Common Infections:

 Fever:  A fever is very common in childhood.  Most often a fever is caused by 
an infection, but it may also result from some other illness.  The degree (or 
height) of a fever does not tell you how severe the illness is.  The child’s 
behaviour is generally the most important factor and children who are unable to 
cope with our regular program will need to go home.

 Cold and Sore Throats:  Most cold germs will not make your child feel too sick, 
however, at the very beginning of a cold, the child is most contagious (eyes 
running, sneezing and coughing, continuous drippy nose, inability to contain 
fluids).  At this time a child should be away from the others to prevent the cold 
from spreading throughout a group.  Although some children do not get very 
sick with a cold, others get varying secondary complications (ear, throat and 
chest infections) leading to the need for antibiotic treatment.  Children should be 
kept at home during the height of a cold when they have symptoms which 
include fever, yellow or green discharge, sore throat or an inability to participate 
in the program.  Sore throats especially those associated with a fever and throat 
spots are very contagious.  Children should be away from daycare until the fever 
and the spots are gone – often around 5 days.  If the child is diagnosed with 
Strep Throat, they can return after 24 hours of being treated with antibiotics.

 Pink Eye (Conjunctivitis):  Children with a discharge from the eye will be sent 
home and parents will be asked to seek medical attention.  A child with a 
discharge is to be absent from the Centre from the time the symptoms first 
appear until they have received medication (usually in the form of antibiotic 
eye-drops or cream) for a minimum of 24 hours.  Children should not return 
until they no longer have discharge from their eye for a doctor’s note.

 Rashes:  When a rash appears parents will be notified.  Although, not all rashes 
are contagious or uncomfortable, if staff cannot identify the rash and/or suspect 
it may be contagious parents will be called to have the child checked by a 
doctor.  A child may return with a doctor’s note and if they are not 
uncomfortable.

 Impetigo:  This is a bacterial infection in the skin and begins as tiny red spots 
that enlarge, rupture, and produce an oozy, sticky, honey-coloured crust.  
Children may return if being treated with a prescribed antibiotic for over 24 
hours and the infected area can be covered.
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 Head Lice (Nits):   Any child who has a suspected case of lice should be absent 
from the Centre from the time the nits are discovered until treatment has been 
administered and all nits are removed.  The child will be inspected by the staff 
before being admitted to the Centre.

 Chicken Pox:  A child with Chicken Pox should be absent from the Centre until 
all the spots are dry.  This is usually from five to seven days.

 Hepatitis B and HIV Infection:  Life-Bridge Child Care adheres to all 
universal precautions associated with the control of Hepatitis B and HIV 
infection.  This includes specific and consistent procedures for prevention and 
control and the confidentiality and protection of medical information.

Responding to Ill Staff:

Staff is required to make informed decisions, using the guidelines above, to decide 
whether they are too ill to work.

If the Executive Director finds that a staff member appears to be ill, she will make a 
decision if the staff should remain at the Centre.  The decision will be based on the 
staff’s ability to fulfill regular duties in a manner that is safe for her and /or the children.  
If the Executive Director feels that the staff may have a contagious disease, the 
Executive Director will ask the staff to leave the Centre.  If the doctor confirms a 
contagious disease, the Executive Director will contact Toronto Public Health if the 
disease is reportable.  The staff can return to work with a doctor’s note.  The staff 
absence will be treated as sick time according to the sick benefits policy.

Respiratory Etiquette:

Life-Bridge Child Care staff will reinforce with children, other staff, parents and 
visitors the personal practices that help prevent the spread of microorganisms that cause 
respiratory infections.  These personal practices include:

 Staying home when acutely ill with a respiratory infection
 Minimizing contact with respiratory droplets:

- When coughing and sneezing turn your head away from others
- Sneeze into the sleeve and cover your cough
- Cover your nose and mouth with tissue and immediately dispose the 

tissue into the waste after use
- Practice hand hygiene following Dept. of Health poster

 Follow procedure on the use of Hand Sanitizer on Dept of Health poster (for 
adults only).
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INFANT SLEEP ROOM POLICY (DRAFT) : APPENDIX 14

Life-Bridge Child Care: Infant Sleep Room Policy

When putting the children to sleep staff will ensure:

1. The child’s diaper is clean and dry.
2. The child is provided with his/her sleep toy and/or soother.
3. There are no pillows in the crib.
4. The crib sheets are tucked in securely.
5. The monitor is on.
6. The time the child fell asleep is clearly recorded on a chart in the playroom.

Infant Sleep Room Supervision:

1. Staff will identify children in the sleep room by placing the child’s 
2. When there are three or more infants in the sleep room, a staff will remain 

present in the sleep room to conduct frequent physical checks.  Physical checks 
consist of:  checking the child’s temperature, looking for any irregular breathing 
and overall restfulness sleep patterns.

3. When there are less than three children in the sleep room, staff will visually 
check children by looking through the blinds and listening to the monitor.  The 
staff will physically enter the room every 15 minutes and conduct a physical 
check of each child.

Miscellaneous:

1. Crib sheets will be laundered a minimum of once per week or as often as 
needed.

2. Cribs and mattresses will be cleaned and disinfected weekly or as needed.
3. Blankets will be sent home on Friday of each week to be laundered and returned 

on Monday.



Life-Bridge Child Care – Parent Handbook                                                                       June 23, 2016

112

MANAGEMENT AND REPORTING OF COMMUNICABLE DISEASES 
(DRAFT) : APPENDIX 15

Life-Bridge Child Care
Management and Reporting of Communicable Diseases Policy & Procedure 

Life-Bridge Child Care strives to create a healthy environment for all children d staff 
incorporating daily health checks for all children.  Limited immune defense and ready 
transmission of infection make young children under the age of five in a group care 
setting susceptible to communicable diseases.
When an outbreak of a communicable disease is suspected, practices are initiated to 
break the chain of infection transmission.
Purpose:
This policy outlines the procedures that Life-Bridge Child Care ‘s Executive Director 
and staff will follow when there is a suspected or documented outbreak.
Definitions:
Outbreak:  An outbreak is an increase in the number of cases above the number 
normally occurring in a particular child care center over a defined period of time.
Communicable disease:  An illness caused by microorganisms that are transmitted from 
an infected person or animal to another person or animal.
Who is responsible to manage an outbreak or an occurrence of a communicable 
disease:
This policy applies to all staff, student teachers and volunteers at Life-Bridge Child 
Care
Indications:
An outbreak may be occurring when:

 There are three or more related children or staff with similar signs and 
symptoms of an infection or illness

 Or there are two or more laboratory-confirmed cases
 Or when the number of ill staff/children exceeds what is normal in the day care 

within a short period of time.

Early detection of signs and symptoms through observations of children’s health, as 
well as goo record keeping is crucial to the recognition and control of an outbreak.

Policy:
A child with a communicable disease ((e.g. measles) will not be admitted to the Centre.
A child who is new to the center and has recently had a communicable disease will 
require a doctor’s note stating that they are fit to attend the Centre, prior to admission.
If a child has or may have a reportable disease or may be infected with a communicable 
disease, this is reported to a medical officer of health as soon as possible by the Centre.
(A full list of reportable diseases from Public Health is listed in the Life-Bridge office.)
A series of loose bowel movements is often symptomatic of communicable infection.  
Individual children who have experienced three loose bowel movements at the centre 
must be picked up and may not return until they have been experiencing normal bowel 
movements for a 24 hour period.  The only exception to this is when a physician has 
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been able to exclude infectious diseases as the cause of the loose bowel movement and 
a letter from the doctor is provided.
In the event of an outbreak of loose bowel movements (defined as a watery substance 
with unformed stool in it and/or a highly rancid smell and when 3 or more children have 
similar bowel movements in a 4 – 6 hour period), all children must be sent home after 
one such stool. Children can return to the Centre only when bowel movements have 
become normal for a 48-hour period or with a doctor’s note that provides a diagnosis 
and states the cause of the loose bowel movement.
When the staff of the Centre has strong reason to believe that a child is in fact suffering 
from an infectious ailment but the child’s physician has not occurred, the Executive 
Director may nevertheless require that the child be excluded from the Centre for at least 
24 hours.
Caregivers who experience symptoms of gastroenteritis infection will also be required 
to go home a nd not return to work until all symptoms have disappeared and if 
requested by the Executive Director, a doctor’s letter has been obtained.
It should be noted that any child/staff/parent who suffer from other illnesses are more 
susceptible to outbreaks of infection as resistance will be lowered.
As per the Ministry of Education Licensing Document all outbreaks of infections must 
be report to the public Health Department.  
When there are one or more cases of a reportable communicable disease, the Executive 
Director will inform all families by sending an email out and by posting the disease and 
how many cases there have been, outside of each room.

Procedures:

1. Staff will document all cases of sick or ill children, by completing an illness 
report for each child including those who are absent from the centre or those that 
have been sent home.  All symptoms will be recorded and forms will be kept on 
file and reviewed by the Executive Director.

2. Staff will review and sign off annually the Management and Reporting of 
Communicable Disease Policy and what a reportable communicable disease is.  
In the case of a communicable disease, the Public Health Department is 
informed and a record of reports to the medical officer of health will be written 
in the daily office log.

3. Any recommendations made by a medical officer of health regarding the 
reporting of a communicable disease are also recorded in the daily office log.  
All copies of reports from the health department are kept on file and a copy is 
sent to the Ministry office.

4. Unless the Public Health officials give other instructions, the staff will sterilize 
all toys, equipment, beds, bedding, furniture, feeding utensils, etc. with a bleach 
solution.
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5. Staff will increase the frequency of washing their won and the children’s hands.

6. Sick children are isolated (in the office) and sent home as soon as the infection 
is discovered and are not allowed back unless symptoms free or with a doctor’s 
note.

7. At the Executive Director’s discretion, staff with an infectious disease will also 
be asked to provide a doctor’s note.

Individual children suffering from a fever, vomiting or other minor infectious 
ailments (such as pink eye, impetigo, etc.) will be sent home for a minimum of 24 
hours and may be asked to provide a doctor’s note.
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HAND HYGIENE POLICY (DRAFT) : APPENDIX 16

Life-Bridge Child Care
Hand Hygiene Policy and Procedures

Purpose:
To set the standard for Hand Hygiene practice at Life-Bridge Child Care 
to prevent the transmission of microorganisms, reduce the incidence of 
infection and promote the health and safety of children, staff, parents, 
student teachers and volunteers.
To comply with the Toronto Public Health Infection prevention and 
Control in the Daycare – Infection Prevention and Control measures:  
Hand Hygiene
To reduce the incidence of health-care associated infection with Life-
Bridge Child Care.

Definitions:

“Hand Hygiene” is a general term referring to any action of hand 
cleaning and is part of a hand hygiene program.  Hand hygiene relates to 
the removal of visible soil and removal or destruction of transient 
microorganisms from the hands while maintaining good skin integrity 
(Toronto Public Health, 2014)
“ABHR” stands for alcohol-based hand rubs.  They are commonly 
referred to as hand-sanitizers.
Who is responsible for Hand Hygiene practices:
All staff, children, parents, volunteers, student teachers and visitors at 
Life-Bridge Child Care.
All staff members will be notified of this policy by Life-Bridge Child 
Care at the time of hiring.  In addition, staff members, student teachers 
and volunteers shall be monitored on a regular basis to ensure that proper 
hand hygiene is being practiced at all times. (Insert: Hand Washing 
Monitoring Checklist)

Indications:
Hand hygiene is universally accepted as the single most important 
method of infection prevention and control.
The hands of child care providers are the most common mode of 
transmission of pathogens to young children.
In Canada, an estimated 220,000 health-care associated infections occur 
each year with approximately 8,000 deaths.  Global research indicates 
that hand hygiene improvements could potentially reduce these health-
care associated infection rates by 30 – 50%.
Several studies have looked at the impact of institutional infection.
Maintaining the skin free from cracks, cuts and abrasions is very 
important so that bacteria will not be trapped on the hands.  Dermatitis is 
a shedding of the skin and therefore shedding of bacteria.
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Policy:
Life-Bridge Child Care believes that hand hygiene is the single most 
important line of defense in preventing the transmission of disease-
causing organisms, and is therefore committed to controlling the spread 
of infections by keeping the hands of staff, parents, student teachers, 
volunteers and children in care clean.
If hands are soiled, soap and running water must be used.
When hands are not visibly soiled staff members can use Hand Sanitizer 
containing 70 – 90% alcohol, as it is less irritating than soap and water.

Procedures:

A. Steps to Proper Hand Washing
1. Wet hands with warm running water.
2. Apply a small amount of liquid soap.  Antibacterial soap is not required.
3. Rub hands together for at least 15 seconds. Rub palms, backs of hands, 

between fingers and under mails.
4. Rinse off all soap with running water
5. Dry hands with a clean disposable towel.
6. Use towel to turn off running water.
7. Discard the used towel in the waste container.

B. When to Wash Hands
 Upon arrival and/or entry into any room;
 Before initial contact with children or handling items in the room;
 Before and after glove use;
 After toileting;
 Before preparing, handling, or serving food;
 Before giving medication;
 After treatment/care involving blood, bodily fluids, secretions, and excretions;
 Before and after handling pets and
 Whenever in doubt.

Glove Use Policy:
Gloves are an excellent barrier device for reducing the risk of communicable disease 
transmission.  Improper glove use, including re-using gloves, has been linked to the 
transmission of pathogens.
Gloves may not be completely free of leaks and hands may become contaminated when 
removing gloves.
Therefore Life-Bridge Child Care staff will understand the importance that gloves are 
worn and removed properly to reduce the risk of disease transmission. (follow glove use 
poster)

Remember:

 Disposal gloves shall not replace hand washing;
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 Child care staff must wash their hands before gloves are put on and immediately 
after gloves are removed;

 Child care staff should wear disposable gloves when it is anticipated that hands 
will be in contact with mucous membranes, broken skin, tissue, blood, body 
fluids, secretions, excretions, (blood, vomit, urine and stool) or contaminated 
equipment and environmental surfaces,

 Gloves must be appropriate for the type of activity and single-use only;
 Child care staff should wear disposable gloves when they have cuts on their 

hands and performing cleaning or disinfecting tasks.
 Appropriate rubber gloves need to be used when handling chemicals for 

cleaning equipment and surfaces.  These gloves need to be washed with soap 
and water and then sanitized before reuse.

Five Steps for Putting on and Taking Off Disposable Gloves:

1. Wash your hands.
2. Put on gloves. Be careful not to tear or puncture the glove.
3. Remove gloves by using a glove-to-glove and skin-to-skin technique.  Grasp the 

outside edge near the wrist and peel away, rolling the glove inside out.  Reach 
under the second glove and peel away.

4. Discard gloves immediately into the garbage.
5. Wash your hands.

Hand Hygiene Posters:

1. Hand hygiene posters shall be posted at every designated hand-washing sink in 
the daycare centre.

2. Each hand-washing sink shall be provided with hot and cold running water, 
liquid soap in a dispenser, and paper towels.

Management of Product dispensing Containers:

1. The Executive Director shall be responsible for the ordering, maintaining, and 
stocking of hygiene products available at all times.

Hand Hygiene Monitoring:

1. The Executive Director shall ensure that staff, children, parents, student teachers 
and volunteers practice proper hand washing procedures at all times.

2. Hand Hygiene Monitoring Sheets are available in all program rooms and are 
checked off on a regular basis.
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“WASHING HANDS SONG”
to the tune of “Peanut, Peanut butter, Jelly”

Hands, washing hands, healthy
Hands, washing hands, healthy (x2)

First you take the water and you wet them, you wet them, you wet them, wet them, wet 
them;
Then you soap them, you soap them, you soap them, soap them, soap them;
Then you scrub them, you scrub them, you scrub them, scrub them, scrub them –
1, 2, 3, 4, 5, 6, 7, 8, 9, 10
Then you rinse them, you rinse them, you rinse them, rinse them, rinse them;
Then you dry them, you dry them, you dry them, dry them, dry them
1, 2, 3, 4, 5, 6, 7, 8, 9, 10

Hands, washing hands, healthy
Hands, washing hands, healthy (x2)

Hurray!  Clean Hands!



Life-Bridge Child Care – Parent Handbook                                                                       June 23, 2016

119

ANIMAL CONTROL POLICY (DRAFT): APPENDIX 17

Life-Bridge Child Care: Animal Control Policy

Purpose:

To set consistent health and safety standards and practises when dealing with the care 
and control of animals on the Life-Bridge Child Care premises.

Definitions:

“Animals Control” is a general term referring to the parameters used to safely handle 
any animal that may reside or visit the Life-Bridge Child Care premises.

Who does the policy apply to:

This policy applies to handling and supervising of all animals that may reside or visit 
Life-Bridge Child Care and the staff, children, parents, student teachers, and volunteers 
who may come into contact with these animals.

Indications:

At Life-Bridge Child Care, we recognize that bringing animals and children together 
has benefits and risks.  Contact with animals can teach children compassion and 
responsibility, however, the potential for health and safety risks include allergies, 
phobias, animal-caused injuries and infectious diseases must be considered.

Policy:

At Life-Bridge Child Care we recommend to exclude animals from living in the 
classroom.  Animals may visit the centre rather thane reside and all visits must be 
approved by the Executive Director.  Animals visiting the Centre are carefully chosen in 
regard to care, temperament, health risks, and appropriateness for young children.  
Parents will be notified when animals will be on the premises.

Staff and children may have contact with the following animals:  dogs, cats, rabbits, 
birds, rodents (e.g.: mice, hamsters, rats, gerbils, guinea pigs) and fish.

Dogs and cats shall be trained, in good health, be fully immunized against rabies and on 
a flea, tick and intestinal parasite control program.  Written proof from a veterinarian 
with up-to-date applicable vaccinations and medication is required.

The following animals are prohibited to be kept as pets and are not recommended to be 
involved in activities with children such as visits to the child care centre:  exotic 
animals (monkeys, hedgehogs, wild/stray animals (e.g. bats, racoons, squirrels, stray 
dogs and cats), venomous or toxin=producing spiders and insects.
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The following animals are prohibited to be kept as pets and are not allowed to visit the 
child care centre, including indoor/outdoor travelling animal shows for children under 5 
years of age:  reptiles (e.g. snakes and lizards). Amphibians (e.g. frogs, toads, newts and 
salamanders), live poultry (e.g. chicks, ducklings and goslings), ferrets, farm animals 
(e.g. calves, goats and sheep)

Pet birds are strongly discouraged due to the potential for disease transmission.

Procedures for Pet Handling at Life-Bridge Child Care:

Staff will be educated as to which animals are permitted.  Staff will teach children on 
the humane and safe procedures to follow when in close proximity to animals.

All children and staff who handle pets shall practice strict hand hygiene after contact 
with animals, their feed, and/or their environment.
All contact between animals and children shall be supervised.
Children shall not feed the animals or have food or drink in proximity of the pets.

Animals shall be housed with some barrier that protects the children.  Dogs or cats shall 
wear proper collars with a license tag (no choke chains as they harm little fingers).

Animals are prohibited from entering a food preparation area.

A staff member is assigned to be responsible for cleaning the pet habitat or areas where 
the animal has visited.  Pet enclosures/cages and /or habitats must not be cleaned in 
food preparation sinks or areas.
Cages must be placed in a well-ventilated area, cleaned regularly using a damp cloth 
and then disinfected.

Any animal bit must be reported to Toronto Public Health Immediately.
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ACCIDENT POLICY: APPENDIX 18

Definition This policy is designated for those incidences that occur in the 
Centre where first aid is needed, but professional medical 
attention at a hospital is deemed not necessary.

Guidelines The following guidelines apply to the Accident Policy:

 apply first aid when an accident occurs

 have another staff member supervise the area if first aid 
needs to be applied in another room

 fill out an accident form when the child is returned to the 
playroom

 discuss with the Executive Director/Designate the 
necessity to contact the parent(s) 

 phone the parent if it is necessary

 review the report with the parent(s) on the same day when 
they come to pick up the child and request the parent's 
signature on the report. (If the written report is not yet 
completed, a verbal report will be given and the written 
one available the next morning).

Accidents Occurring at Home

Parents are required to inform the educators of any injuries which occurred outside the 
Centre so that staff are aware and able to adequately care for the child’s needs as 
required.
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CHILD ABUSE POLICY: APPENDIX 19

For complete information see the package provided by the Toronto Child Abuse Centre 
– Appendix 13 of the Life-Bridge Child Care Personnel Handbook.  This information 
provides staff with a better understanding of how they can recognize or detect child 
abuse, and their responsibilities in the event that they suspect a child is the victim of 
abuse or at risk of abuse. 

Generally, child abuse falls into the following four categories:

 Neglect
 Physical abuse
 Sexual abuse
 Emotional abuse

Child Abuse – Reporting Requirements

The provisions of The Child and Family Services Act set out a mandatory reporting 
requirement that states:

“People working with children are responsible for reporting suspicions of child abuse, 
not for providing whether or not child abuse has occurred.  It is the responsibility of a 
Children’s Aid Society to investigate, with police where necessary, and decide on the 
best plan for the child.”

Duty to Report

1. Every person in Ontario, including someone who works with children, must call 
The Children’s Aid Society immediately to report his/her suspicion that a child may    
have been abused or is at risk for abuse.

The person who suspects that a child may have been abused or is at risk for abuse 
must report to The Children’s Aid Society, and cannot ask anyone else to 
report for him/her.  It is the legal responsibility of the person who initially 
suspects the abuse to report directly to a Children’s Aid Society, regardless of the 
opinions of anyone else.  If more than one staff is involved as a witness, staff should 
decide among themselves who will report.  The reporting staff will ensure that the 
Children’s Aid worker is aware of the fact that there were additional witnesses.

Suspicions should NOT be discussed with anyone.  No one can help an individual 
decide if a report should be made.  If the individual is unsure, he/she should consult 
with a Children’s Aid Worker.

No one can advise an individual NOT to report suspicions of child abuse, or try to 
stop the person from reporting or consulting with a Children’s Aid Society.
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A Staff who suspects a child has been abused is responsible for seeking immediate 
medical attention for the child if necessary, and should not request parent 
permission to do so.

If a person has more suspicions or information about a child, then The Children’s 
Aid Society must be contacted again, even if other reports have been made before.

When contacting a Children’s Aid Society, individuals are expected to provide their     
name, their position, the Centre name, and their telephone number.

A report of Suspicion of Child Abuse must be made to one of the following   
locations:

 Children’s Aid Society – 416-924-4646
 Catholic Children’s Aid Society – 416-395-1500
 Jewish Family and Child Services – 416-638-7800
 Native Community Services – 416-969-8510

2.  Staff should inform the Executive Director that they have contacted or are 
contacting the Children’s Aid Society to report suspected abuse.  The role of the 
Executive Director is to act as a support to the staff member, and to ensure that 
the staff is afforded appropriate time and resources to make their report.

3.  Suspicions may arise from noticing signs and visible marks on a child, or from a 
child’s disclosure about incidents that have occurred and/or changes in 
behaviour.  Neglect is also a form of abuse, and if a staff feels that a child is 
being neglected, this is to be reported.  Disclosure and signs can also come from 
a parent/caregiver.  A written report is to be prepared, signed and dated by the 
staff member.  Information should include:

- child’s name, age, sex, address, phone number
- nature of suspected abuse, including any previous documentation

4. In some cases the police may also need to be contacted.  This is usually the 
responsibility of the Children’s Aid Worker.  Staff is only to call police if a child 
is in imminent danger or if the Children’s Aid Worker specifically informed 
staff that the issue was ONLY a police matter.

5. The issue of informing the parents should be discussed with the Children’s Aid 
Worker.  In some cases, the centre staff may want to inform the parents directly 
and if C.A.S. says this is okay, it may be considered.  The decision of who 
should inform parents is to be determined by the child protection officials or the 
police.
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6. Depending on the outcome of the conversation with a Children’s Aid worker, 
and if the incident is considered a serious occurrence, the REPORTING 
PROCEDURE RE: SERIOUS OCCURRENCE may also need to be followed.

7. Anytime that a staff member has contact with a Children’s Aid worker, staff are 
to record the worker’s full name and telephone number, and document the 
conversation.

8. In the event that staff are on the receiving end of a telephone or in-person 
inquiry from a Children’s Aid Worker or Police Officer:

- Ask for identification (name, title, phone number, badge number, etc.)
- If an individual phones saying they are from C.A.S. or the police, ask for the 

person’s name and telephone number.  Obtain confirmation/verification 
from C.A.S. or the police (tell the individual you will phone back, or place 
the call on hold while you make the telephone call to verify the person’s 
identity).

- If an individual arrives at the site saying they are from C.A.S. or the police, 
ask for identification (business card, badge, etc.)  Keep the individual’s 
business card.

- Staff are expected and allowed to answer questions relating to the safety and 
protection of the child.

9. Documentation regarding suspected abuse together with any and all follow-ups 
is to be maintained in a separate file, i.e. not included in the child’s basic file.  
This file should be stored in a locked filing cabinet in the Executive Director’s 
office.

10. ALL STAFF, STUDENTS AND VOLUNTEERS ARE REQUIRED TO CO-
OPERATE WITH CHILDREN’S AID WORKERS AND POLICE ONCE THE 
INDIVIDUAL’S IDENTIFICATION HAS BEEN VERIFIED.  IF THE 
CHILDREN’S AID WORKER AND/OR POLICE OFFICER WANT TO 
TAKE A CHILD INTO CUSTODY, THEY ARE LEGALLY ENTITLED TO 
DO SO, WITH OR WITHOUT A WARRANT.  STAFF SHOULD CLARIFY 
WHO WILL BE INFORMING THE PARENT.

11. In the event that a parent accuses or suspects a staff member of abuse, the parent 
should be directed to report the suspicion to the Children’s Aid Society.  The 
Executive Director should be notified.  Follow-up with the staff should NOT 
occur until C.A.S. has been consulted.

12. In the event that a staff member accuses or suspects another staff member of 
abuse, the staff member should be directed to report the suspicion to the 
Children’s Aid Society.  The suspected staff member should not be informed.  
The Executive Director should be notified.
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SERIOUS OCCURRENCE POLICY: APPENDIX 20a
(in revision)

Serious Occurrences to be reported by the service provider to the City of Toronto are 
defined as follows:

1. Any death of a client, which occurs while participating in a service. (1)

2. Any serious injury to a client, which occurs while participating in a service.  
This includes:

 any injury caused by the service provider;
 a serious accidental injury received while in attendance at a service 

provider setting, and/or in receiving service from the service provider; 
 an injury to a client which is non-accidental, including self-inflicted, or 

unexplained, and which requires treatment by a medical practitioner, 
including a nurse or dentist.

3. Any alleged abuse (2) or mistreatment of a client, which occurs while 
participating in a service.  This includes all allegations of abuse of 
mistreatment of clients against staff, foster parents, volunteers, and 
temporary care providers

4. Any situation where a client is missing, in accordance with Ministry 
requirements for applicable program sectors; otherwise, where the service 
provider considers the matter to be of a serious nature.

5. Any disaster, such as fire, on the premises where a service is provided.

6. Any complaint concerning the operational, physical or safety standards of 
the service, which is considered by the service provider to be of a serious 
nature.

7. Any complaint made by or about a client, or any other serious occurrence 
concerning a client, that is considered by the service provider to be of a 
serious nature.

8. Use of physical restraint

(1) In the event of a death a Coroner must be notified – ref: Coroner’s Act, s. 10(2) for any client; also, 
CFSA Reg. 70/90, s.71 for any child and HRPA Reg. 635/90, s.10 for clients of funded 
developmental service residences.

(2) With regard to children, CFSA Sections 37 and 72, with respect to a child in need of protection and 
the duty to report.

Note: Within the parameters of the preceding definitions, the service provider is responsible for 
determining whether an incident is deemed to be a serious occurrence as defined by these 
procedures and whether, therefore, it should be reported to/within the city.
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REQUIREMENTS

It is required that all staff members implement the following:
 Identify the Serious Occurrence
 Implement immediate response procedures to a serious occurrence
 Implement the expected steps in reporting a serious occurrence

An Annual Summary and Analysis Report is to be completed each year to certify the 
compliance to the above requirements.

IDENTIFICATION OF A SERIOUS OCCURRENCE

Refer to the seven points listed in the definition of a serious occurrence listed above.

IMMEDIATE RESPONSE PROCEDURES TO A SERIOUS OCCURRENCE 
INCIDENT – To be implemented by a Staff Member

Actions to be taken if a serious occurrence has occurred, or is suspected, include the 
following:

1) The client shall be provided with immediate medical attention when warranted.

2) Appropriate steps shall be taken to address any continuing risks to the client’s 
health or safety.  [Note: the need for the same or similar steps to address the health and 
safety of other clients should also be considered, as appropriate.]

3) Ensure that the local coroner is notified immediately in all cases involving 
death, regardless of location (e.g. hospital) or circumstances (e.g., ‘Do Not Resuscitate’ 
order was in effect, or death not considered questionable.)

4) The staff or any other person witnessing or having knowledge of the occurrence 
shall report the matter to the person designated by the service provider to conduct 
serious occurrence inquiries.

5) The designated person shall immediately begin a serious occurrence inquiry, in 
accordance with the following steps.  The purpose of the inquiry is to gather 
information regarding the actual or alleged occurrence(s).

6) All persons having knowledge of the occurrence should be asked to remain on 
the premises until the designated person has interviewed them or indicated that there is 
not need for their involvement at that point.

7) The inquiry information gathered by the designated person will form the basis of 
the later Serious Occurrence Inquiry Report (attached), and therefore should include as 
many of the following details as possible at this time:
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 Description of the occurrence
 Client’s allegation (if applicable)
 Time occurrence reported
 Reason for the occurrence (if known)
 People involved
 Action taken
 Current status
 Parties notified

o Coroner in all cases of death
o Police/CAS, as applicable
o Parents/Executive Director/President of the Board/others, as appropriate
o Further action recommended:
o Specific to immediate situation; and/or
o Related to potential underlying factors [e.g. review of particular internal 

policy/procedure, review of program/treatment plan for client, staff training 
need, modification to physical plant, etc.]

8) If on the basis of the inquiry, there is reason to suspect that a client has been 
abused (and/or in need of protection, in the case of a child), the designated 
person shall ensure immediate contact with:
o The Children’s Aid Society, and police as appropriate, in the case of a child 

[Note: it is the person who has reasonable grounds to suspect that a 
child is or may be in need of protection who is legally obligated to make 
a report to the C.A.S.];

o The police, as appropriate and in accordance with applicable service 
provider policies/practices, for adults within developmental service 
programs and clients of VAW programs.

Reporting Process – Within 24 Hours:

When a serious occurrence is deemed to have taken place, the service provider shall 
ensure that:
1) Within 24 hours, the City of Toronto is informed.

Contact:
City of Toronto Children’s Services Division Serious Occurrence line at
(416) 397-7359
Or for
Emergency after hours serious occurrence reports pager number 
(416) 540-3725

2) within 24 hours the parent/guardian/advocate and, where applicable, the person 
or agency who placed the client are informed, unless immediate notification is 
contra-indicated (e.g. the person to be notified is alleged to have abused the 
client).
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Reporting Process – Within (7) Days:
1) After the initial notification to the Ministry, the written Serious Occurrence 

Inquiry Report, signed by a designated service provider representative, must be 
submitted to the Ministry of Youth and Children Services, within seven (7) days 
of the initial notification.  The report shall identify any clients involved by their 
first name and first initial of their last name.  Any other party should be 
referenced in as non-identifying terms as possible (e.g., first and last initials 
only, staff ‘A’/staff ‘B’ etc.)
Fax to: 416-327-0044 – Josie D’Souza (Ministry)

Updated as of July 8, 2008

Note:
The primary focus of the Serious Occurrence Inquiry Report is the record of service 
provider actions from an accountability perspective (i.e. were the actions taken 
appropriate, complete, consistent with legislation/policy, etc.).  However, there is the 
potential for not all desired information to be obtained, or incident review/follow-up 
actions completed, within the required seven-day period.

As such, service providers are requested to always submit the Serious Occurrence 
Inquiry Report within the seven-day period, even if they have incomplete 
information and/or actions that have yet to be completed.  In such cases as the 
latter two scenarios, and explanation should be included, along with a clear indication 
that a supplementary follow-up report to the City of Toronto will be submitted.

Upon a review of the Inquiry Report, the City of Toronto may request additional 
information or a further review, by the service provider, of the serious occurrence 
incident.  The service provider is then expected to submit any related follow-up or 
outcome report(s) to the regional/corporate office, in accordance with approved 
timelines.  If required, the regional/corporate office may also initiate its own or other 
Ministry review.

ANNUAL SUMMARY & ANALYSIS REPORTS
An annual summary and analysis report of all serious occurrences is to be provided by 
the service provider to the City of Toronto.

This report is to be submitted annually, reflecting the serious occurrence record from 
the previous one-year period (regional/corporate office will determine whether year is 
calendar or other, by program sector).  Specifically, the report is to be submitted by 
the end of the month following the reported one-year period, using the standard City 
of Toronto Annual Summary & Analysis Report form.

The annual report will be reviewed by the City of Toronto as to the service provider’s 
management of serious occurrences, including the service provider’s analysis of any 
patterns which suggest a need for training, support or internal policy modifications,
and the identified steps to address any of these needs.  Upon reviewing the report, the 
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Ministry may also identify possible issues or actions that could require follow-up by 
the service provider, and/or more general information that could inform ongoing City 
policy work.

In the event of any follow-up action being requested after a review of the annual 
report by the City, the service provider must submit an outcome report upon 
completion of the identified action.

A full description of the annual report can be found in the attached Serious 
Occurrence Reporting Procedures: Guidelines for the Annual Summary & Analysis 
Report (Appendix A – Serious Occurrence Appendix)

Ongoing Monitoring:
Generally, the service provider is expected to monitor their performance each year 
and on an ongoing basis, with respect to the reporting, management, and follow-up of 
serious occurrences.

Established City contacts will also monitor service provider performance, in 
accordance with regular contractural/licensing related to business practices and are 
available for support or assistance, where required.

For further information regarding SERIOUS OCCURRENCE REPORTING 
PROCEDURES, please refer to Appendix 12 in the Life-Bridge Personnel Handbook
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SERIOUS OCCURRENCE STEPS & RESPONSIBILITIES SUMMARY

1. Immediate 
Actions

 Health & Safety of client(s) addressed
 Ensure notification of coroner for any death, 

police/C.A.S. as applicable, and family/others as 
appropriate.

 Serious Occurrence inquiry conducted
2. Within 24 Hours  Initial notification to City of Toronto 416-397-7359, 416-

772-4574 after hours
3. Within 7 Days  Serious Occurrence Inquiry Report submitted to City of 

Toronto by fax 416-392-4227
4. Following 
submission of 
Serious Occurrence 
Inquiry Report

 Service provider actions follow-up review(s)/information 
update(s), as requested by the City of Toronto

 Action outcome report(s) submitted to the City of 
Toronto

5. Annually  Annual Summary & Analysis Report submitted to the 
City of Toronto according to approved timeline; Where 
requested, follow-up action outcome report submitted to 
the City of Toronto

6. Ongoing  In-year monitoring of Serious Occurrence related 
issues/trends by service provider and the City of Toronto 
contacts; conducting follow-up actions in a timely 
manner.

WHAT TO DO WHEN A SERIOUS OCCURRENCE HAS HAPPENED

General Procedures

1. Staff supervising ensures that the child is provided with immediate attention.
2. Staff supervising addresses any continuing risks to the child’s health or safety.
3. Staff witnessing occurrence shall notify Executive Director or designate.
4. Staff witnessing occurrence presents a preliminary report to the Executive 

Director/Designate at which time the E.D./ Designate determines whether the 
occurrence is defined as a serious occurrence.

5. In cases of death – Executive Director/Designate shall notify coroner.
6. In case of abuse – Executive Director/Designate shall notify appropriate Children’s 

Aid Society and police.
7. Ensure that a preliminary report is written and signed by the Executive Director and 

it is determined that the preliminary inquiry fits the definition of a serious 
occurrence and is reported to the President of the Board of Life-Bridge and the City 
of Toronto Children’s Services.



Life-Bridge Child Care – Parent Handbook                                                                       June 23, 2016

131

When a Serious Occurrence has taken place, the Executive Director will ensure that:

1. Where applicable, the Coroner, Police and/or C.A.S. have been notified.
2. The President of the Board of Life-Bridge and Toronto Children’s Services are 

notified within 24 hrs. of the occurrence.
3. Parents/Guardians are informed, unless the person to be notified is alleged to 

have abused the child.
4. In situations where abuse by a staff member is alleged, the possible suspension 

of the staff member is reviewed by the President of the Board of Life-Bridge, 
the Executive Director and the ex-officio member of the Board.

5. The initial verbal notification to Toronto Children’s Services is to be followed 
with 7 working days by the written preliminary inquiry report identifying all 
people involved by using the their first name and first initial of their last name as 
signed by the Executive Director.  A copy of this must go to Toronto Children’s 
Services and the President of the Board.  A copy will be kept in the Centre’s 
files.

Serious Occurrence/Safety of the Building
1. Keep calm control of the situation and provide comfort to the children.
2. Using the nearest exit, move out of the building in an orderly fashion to a safe 

area.
3. Take attendance.
4. If more than one adult is present, report the situation to the Executive Director.
5. If the building cannot be re-occupied for an extended time, take the children to 

the designated place of shelter.
6. Leave a posting on the door of the Child Care Centre, indicating the children’s 

location.
7. Notify the building security.
8. As soon as possible, contact parents by phone to communicate the children’s 

location.
9. Report the occurrence to the President of the Board of Life-Bridge and the City 

of Toronto within 24 hrs.

Serious Occurrence Involving an Accident/Medical Emergency in the Centre
1. Note the situation and the environment.
2. Take the injured child away from the group (inside, to the Executive Director’s 

office) or if the child cannot be removed, remove the other children from the 
scene.

3. Assess the child’s injuries and apply first aid.
4. Report to the Executive Director.
5. If necessary, call an ambulance (911) to take the child to the hospital.
6. The Executive Director will decide who will go with the child to the hospital.  

When possible it will be the staff who was present when the accident occurred 
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since that person can give the hospital staff accurate information about the 
accident.

7. If the child needs to be transported by ambulance, the driver will take the child 
to the Hospital for Sick Children.  If the situation does not require an ambulance 
but it is assessed that the child will require medical attention, the Executive 
Director or designate will contact the parents and ask the parent to take the child 
to be seen by a doctor.  Upon discussion with the parent it may be agreed that 
the designated staff will take the child to the Hospital for Sick Children.  The 
child will be transported by taxi and the parent will join the designated staff and 
the child there.

8. The child’s emergency file including the Emergency Medical Consent Form is 
taken to the hospital with the child.

9. The Executive Director will contact the parent(s) and inform them of the 
situation involving their child and tell them that their child has gone to the 
Hospital for Sick Children for medical treatment so that the parent(s) can meet 
the staff and child at the hospital.

10. The staff who went to the hospital with the child will call the Centre periodically 
to ask if the parent(s) have been reached and are on their way to the hospital as 
well as to report on the status of the child.

11. The staff who witnessed the accident will complete the Preliminary Inquiry form 
in detail before going off duty.

Serious Occurrence Involving an Accident/Medical Emergency on a Field Trip
1. One staff, preferably the staff who witnessed the accident, stays with the injured 

child, administers emergency first aid and goes with the child to the nearest 
hospital’s emergency department if treatment is required.

2. One staff or available adult goes to the nearest telephone to call an ambulance 
(911) or taxi if not critically serious and then the Centre to inform the Executive 
Director or designate, who will immediately call the parents to inform them of 
the situation and which hospital their child will be transported to.

3. The remaining staff will stay with the rest of the children and escort them back 
to the Centre as quickly and safely as possible.

4. Follow steps 10 and 11 procedures for Centre accidents.
5. The above procedures generally apply to a staff member who is injured on a 

field trip.  Emergency phone numbers for staff members are listed in their file in 
the Executive Director’s office.

Serious Occurrence Involving Suspected Child Abuse Procedures
Refer to the Life-Bridge Child Abuse Policy.

Serious Occurrence Involving a Lost Child
The staff member or caregiver discovering a child is missing must:

1. Inform the Executive Director immediately.
2. The Executive Director should immediately call the police to begin the search.
3. The staff member should provide a description of how the child is dressed and 

the information on the last time and place the child was noted to be present.
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4. The staff member should never leave other children unattended to search for the 
lost child.

5. The Executive Director or Designate should then contact the parents to inform 
them of the situation.

6. The staff member discovering the child missing should complete the serious 
occurrence inquiry report in detail.
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ENHANCED SERIOUS OCCURRENCE POLICY: APPENDIX 20b
(in revision) 

1. All Serious Occurrences will continue to be reported to the City of Toronto 
and the Ministry of Youth and Children’s Services in accordance with the 
current Serious Occurrence Policy.

2. In addition, Enhanced Serious Occurrence Reporting procedures will be 
followed when emergency services (i.e. police, fire and/or ambulance) are 
used in response to a significant incident involving a child’s wellbeing, 
public safety concerns and/or the incident is likely to result in significant 
public or media attention.

3. Staff will report all such incidents to the Executive Director, or in their 
absence, to their designate, and/or to a member of the Board of Directors 
(the “Designated Authority”), who will in turn determine when an incident 
requires Enhanced Serious Occurrence Reporting and will ensure that the 
necessary actions occur including reporting to the appropriate Ministries.  

4. The Designated Authority will ensure that the Ministry’s early alert system 
is notified within 3 hours of becoming aware of the incident.  The 
Designated Authority will complete the Ministries’ Enhanced Serious 
Occurrence Report form and forward it by facsimile (or report by telephone 
if facsimile is not available), to the appropriate number below:

Fax Telephone
Weekdays/Evenings/Overnight 
From Sunday 9:00PM to Friday 5:00PM

416-327-0044 416-325-0575

Weekends or Government Holidays
From Friday 5:00PM to 9:00PM Sunday

1-866-262-8881 1-877-444-0424

5. When reporting by telephone, the Designated Authority will ensure the 
headings in the Enhanced Serious Occurrence Report are answered and will 
either speak to a Ministry official, or will know that the report has been left 
on the appropriate voicemail based on the voice message introduction which 
clearly states that it is the message centre for the early alert system. 

6. The Designated Authority will also telephone the Ministries’ early alert 
system and leave a voice mail stating that a Enhanced Serious Occurrence 
Report was faxed (or is in the process of being faxed), the time and date of 
the fax, the name and telephone number of the person who completed the 
Enhanced Serious Occurrence Report.

7. If the early alert system is unable to locate the facsimile, the Designated 
Authority will be contacted by telephone and asked to re-send the report.
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8. The Designated Authority and/or Staff will then follow normal Serious 
Occurrence Policy and report to the City of Toronto.

9. Upon receipt of confirmation that the Ministries have received the Enhanced 
Serious Occurrence Report, the report and confirmation shall be clipped or 
stapled together and filed in the usual course. 

Updated as of August 18, 2009.
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ANTI-BIAS INCLUDING DECLARATION OF NON-DISCRIMINATION 
POLICY: APPENDIX 21

Life-Bridge Child Care has a philosophy to create an environment which is free of all 
bias in all aspects of daycare life.

In order to practice this philosophy we aspire to:
 Treat every individual with dignity and respect
 Expose and help children to become familiar with the areas of diversity (ie. ability, 

age, appearance, gender, culture, beliefs, values, religion, family composition, race, 
sexuality, class).

 Promote an awareness of the needs, perspectives and rights of others.
 Empower each person to take action when encountering unfair treatment.

Goals
 To help children develop a positive understanding and respect for the world around 

them.
 To create an environment which allows all members of the community to feel at 

ease, comfortable, respected and feel self pride.

Practice
 Throughout the daily programme, children will be exposed routinely to exploration 

of varied cultural events, holidays, customs and traditions through discussions, toys 
and materials, props, decorations, dress up clothes, books, photos, posters, etc.

 In order not to impose or teach values, the explanation which will be used to learn 
and explore the ways people live will include phrases such as “Some people 
celebrate or do not celebrate ...” or, “Some people believe that or do not believe that 
...”

 Parents and Staff will be encouraged to incorporate varying cultural events, holidays 
and traditions to represent all children in the group.

 Parents and Staff will be encouraged to participate in Antibias workshops and 
training courses as available to heighten their sensitivity and awareness of the 
implementation of the Policy.

 Respect for all will be of absolute importance.  There will be no tolerance for any 
bias which would discriminate against anyone.

Procedures to Respond to Incidents of Racism and Bias Involving Children
In the case of an incident between children, staff is required to respond in a timely 
fashion to the children to re-establish the targeted child’s self-esteem as well as to 
change, not punish, the offending child’s behaviour.  With such young children it is 
important for staff to clearly and respectfully put the situation into an understandable 
and age appropriate context expressing that every child is special and that it is not 
acceptable to diminish anyone for any reason.  A positive and respectful outcome 
ensuring that all children involved are able to understand and carry on in a respectful 
relationship with each other.
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Declaration of Non-Discrimination Policy, Life-Bridge Child Care has adopted and 
upholds equal opportunity and non-discrimination policies by which discrimination on 
the grounds of race, creed, colour, national origin, political or religious affiliation, sex, 
sexual orientation, age, marital status, family relationship, and disability is prohibited
by or within the organization.

Revised November 2015
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WORKPLACE VIOLENCE POLICY: APPENDIX 22

Commitment Statement

At Life-Bridge Child Care, the health and safety of our employees is paramount.  
Priority is given to protecting our employees and our visitors from violence and/or 
intimidating behaviours.  Such conduct interferes with everyone’s ability to perform 
their job and is not in keeping with the Centre’s philosophy of trust and mutual respect.

By working together, and giving the utmost attention to the safety and well-being of 
each other, we will meet our shared objective of a healthier and safer working 
environment for all.

Life-Bridge Child Care’s employees, clients, parents and Board members are entitled to 
have a work environment free from violence and intimidating behaviours as prescribed 
by the Occupational Health and Safety Act.  This policy applies to all employees and 
agents/representatives of Life-Bridge Child Care while in the workplace, during work-
related field trips or travel, or during any work-related and/or social functions.

Employees are expected to assist Life-Bridge Child Care in its attempts to prevent and 
eliminate violence in the workplace.  Life-Bridge Child Care will treat any form of 
violence that occurs in the workplace seriously irrespective of the alleged perpetrator’s 
position.

Nothing in this policy limits an individual’s right to file a complaint with the Ministry 
of Labour should they feel the situation warrants such action.

Definition

The Occupational Health and Safety Act defines workplace violence as:

 The exercise of physical force by a person against a worker, in a workplace, that 
causes or could cause physical injury to the worker;

 An attempt to exercise physical force against a worker, in a workplace, that could 
cause physical injury to the worker;

 A statement or behaviour that is reasonable for a worker to interpret as a threat to 
exercise physical force against the worker, in a workplace, that could cause physical 
injury to the worker.

Forms of Workplace Violence

1) Violence by Strangers
 Usually enters the place of work on the pretense of being a customer.
 Normally commits robbery or other violent act.
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2) Violence by Clients/Parents
 May be an expected or unexpected situation

3) Violence by Co-workers
 Could include: current employee and manager, former employee and 

manager, a prospective employee, and may occur inside or outside the 
workplace.

4) Violence by Personal Relations
 This includes spouse, partner, relative, or friend and usually occurs 

when a personal dispute occurs with the worker and enters the 
workplace to harass, threaten, injure or kill the employee.

Behaviours Constituting Workplace Violence

Such threats or acts include, but are not limited to:

 Harming or threatening to harm any employee or guest;
 Damaging or threatening to damage property or the property of any employee or 

guest;
 Possessing a dangerous weapon or incendiary device on property without prior 

authorization;
 Engaging in stalking behaviour of any employee;

Responsibilities of Board Members, Executive Directors and Supervisors

 Assess risks of violence at the Centre;
 Promote a non-violence workplace;
 Provide employees with information and instruction regarding the workplace 

policy and program with respect to workplace violence, including appropriate 
steps to be taken and investigation procedures;

 Take every reasonable precaution for the protection of the worker;
 Inform employees of potential risk situations:
 Ensure employees understand who to contact regarding concerns about the 

policy or when to report an incident;
 Model behaviour, which helps support a positive work environment;
 Ensure the workplace is free from violence;
 Respond to complaints brought to their attention.
 Respect the confidentiality and sensitivity of such issues;
 Document all information and investigation results;
 Request an investigation into allegations of violent situations be conducted; and
 If witnessing elements of a poisoned work environment, take action.

Responsibilities of Employees
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 Compliance with this policy is the responsibility of all employees;
 Employees must avoid any behaviour or conduct that could reasonably be 

interpreted as a violation of this policy;
 Employees must maintain a work environment free from violence, and/or 

intimidation;
 Call 911 if the situation warrants it and you find a peer or yourself in immediate 

danger.

Process for Making Violence-Related Complaints

If employees have witnessed or experienced conduct which they believe to be 
inconsistent with this policy, they have a responsibility to:

 Call 911 if the situation warrants it and you find a peer or yourself in immediate 
danger.

 Make the behviour/actions known to the Executive Director immediately.
 A written record of the action/behaviour should be provided to the Executive 

Director, including the dates, times, nature of the action/behaviour, and 
witnesses (if any).

Removal of a Person from the Workplace

Any person who makes substantial threats, exhibits threatening behaviour, or engages in 
violent acts against employees, visitors, guests, or other individuals while on the 
property of Life-Bridge Child Care shall be removed from the premises as quickly as 
safety permits, and shall remain off the premises pending the outcome of an 
investigation.

Employees are not to remove individuals from the premises.  Assistance must be 
requested from the Police or security.

Investigation Process

 All complaints will be investigated promptly.
 All those directly involved and witnesses will be spoken with.
 Notes/statements will be prepared during each interview, reviewed by the 

person(s) being interviewed and signed for accuracy.
 Records or other documents relevant to the incident being investigated (this may 

include safety reports, incident reports, work schedules, injury reports, 
complaints and observation notes and may involve taking pictures of the scene) 
will be reviewed.

 Relevant employment contract language or organizational policies/procedures 
will be reviewed.

 Depending on the scope of the investigation, employees may need to seek the 
assistance of the Executive Director.

 A final summary/report of the investigation will be prepared.
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Corrective Action

Any employee found to have engaged in conduct that violates this policy will be subject 
to discipline, up to and including termination of employment.  Because allegations of 
acts of violence are very serious, frivolous complaints found to have been made for 
improper purposes will result in disciplinary action being taken against the complainant.

Confidentiality

Employees should feel secure in knowing that their concerns will be handled discreetly 
and sensitively.

As such, employee issues will usually remain between the employee, and the Executive 
Director or her designate.  On occasion, however, an investigation may require 
consulting with another employee, the Executive Director or Board members, in order 
to ensure an appropriate resolution.  In such cases, the employee will be consulted prior 
to involving others.

Reprisals

This policy strictly prohibits reprisals against an employee because he/she has brought 
forward a concern or has provided information regarding a concern under this policy.  
Any employee who commits or threatens reprisal against another employee for 
following this, or any of the Centre’s policies, in good faith, may be subject to 
discipline, up to and including dismissal for cause.
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WORKPLACE HARASSMENT POLICY :APPENDIX 23

Commitment Statement

At Life Bridge Child Care, the health and safety of our employees is paramount.  
Priority is given to protecting our employees, clientele and our visitors from harassment 
and discrimination.  Such conduct interferes with everyone’s ability to perform their job 
and is not in keeping with the Centre’s philosophy of trust and mutual respect.

By working together, and giving the utmost attention to the safety and well-being of 
each other, we will meet our shared objective of a healthy and safe working 
environment for all.

Life-Bridge Child Care employees and clients are entitled to be treated with dignity and 
respect and have a work and daycare environment free from harassment and 
discrimination as prescribed by the Human Rights Code in Ontario and the 
Occupational Health and Safety Act.  This policy applies to all employees and 
agents/representatives of Life-Bridge Child Care while in the workplace, during work-
related field trips or travel, or during any work-related and/or social functions.

Employees are expected to assist Life-Bridge Child Care in its attempts to prevent and 
eliminate harassment in the workplace.  Life-Bridge Child Care will treat any form of 
harassment that occurs in the workplace seriously irrespective of the alleged offender's 
position.

Nothing in this policy limits an individual’s right to file a complaint with the Human 
Rights Commission or the Ministry of Labour should they feel the situation warrants 
such action.

Definition

The Occupational Health and Safety Act defines workplace harassment as “engaging in 
a course of vexatious comment or conduct against a worker in a workplace that is 
known or ought reasonably to be known to be unwelcome.”

Harassment and discrimination can take many forms, including:

1. Discrimination-based Harassment

Includes any verbal or physical conduct that may reasonably be perceived as 
denigrating or showing hostility or aversion toward an individual because of 
the individual’s race, colour, religion, gender, sexual orientation, national 
origin, age, disability, or other status protected by law, or because of the 
protected status of the individual’s relatives, friends, or associates.  This type 
of harassment includes, but is not limited to:
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a) Epithets, slurs, negative stereotyping, demeaning comments, 
including comments pertaining to a person’s dress, accent or other 
cultural differences or intimidating acts that are based on an 
individual’s protected status; and/or

b) Written or graphic material (whether by printed or electronic media) 
circulated within or posted within the workplace that shows hostility 
toward or is demeaning to an individual or group because of his or 
her protected status.

2. Sexual Harassment

Generally there are two types of sexual harassment:

a) Repeated sexual advances or solicitations made by a person where 
such person knew or ought reasonably to have known that the 
advance was unwelcome; and/or

b) A reprisal or threat of reprisal for the rejection of a sexual solicitation 
or advance made by a person who is in a position to grant or deny a 
benefit.

Behaviour Constituting Harassment

 Differential treatment of employees or co-workers based on a protected status;
 Verbal or written comments, jokes, teasing, and/or communication of a sexual 

nature;
 Demeaning language based on gender or sexual preference;
 Graphic comments about an individual’s body;
 The use of sexually degrading words to describe an individual;
 The display of sexually suggestive objects and/or pictures in the workplace;
 Foul or obscene language and/or gestures;
 Unwanted physical conduct such as patting, pinching, and/or brushing up 

against another person’s body;
 A promise of better treatment in return for sexual favours; and/or
 Indirect or expressed threats for refusal of a sexual request.

Responsibilities of Board Members and the Executive Director

 Promote a harassment-free workplace;
 Provide employees with information and instruction regarding the workplace 

policy and program with respect to workplace harassment including appropriate 
steps to be taken and investigation procedures;

 Take every reasonable precaution for the protection of the worker;
 Ensure employees understand who to contact regarding concerns about the 

policy or when to report an incident;
 Model behaviour, which helps support a positive work environment;
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 Ensure the workplace is free from harassment and discrimination;
 Respond to complaints brought to their attention;
 Respect the confidentiality and sensitivity of such issues;
 Document all information and investigation results;
 Request that an investigation into allegations of harassment be conducted where 

appropriate; and 
 If witnessing harassment or elements of a poisoned work environment, take 

action.

Responsibilities of Employees

 Comply with all aspects of this policy;
 Avoid any behaviour or conduct that could reasonably be interpreted as a 

violation of this policy; and
 Maintain a work environment free from discrimination and harassment.

Process for Making Harassment Complaints

For less serious incidents of harassment, if employees have witnessed or experienced 
conduct which they believe to be inconsistent with this policy, they have a 
responsibility to:

Step 1:

 Make the objection clearly known to the offender.
 Ask the individual to stop the behaviour.

Step 2:

 In certain circumstances, it may be inappropriate or the employee may feel
uncomfortable in asking the individual to stop.  In this case, the behaviour 
should be directly reported to the Executive Director and/or the President of the 
Board.

 If the behaviour continues after making the objection known, or is more serious 
in nature, contact the Executive Director and/or the President of the Board.

 A written record of the action/behaviour and complaint should be provided to 
the Executive Director and/or the President of the Board, including the dates, 
times, nature of the action/behaviour, and witnesses (if any).

Investigation Process

 All complaints will be investigated promptly
 All those directly involved and any witnesses will be interviewed.
 Notes/statements will be prepared during each interview, reviewed by the 

person(s) being interviewed and signed for accuracy.
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 Records or other documents relevant to the incident being investigated (this may 
include work schedules, complaints and observation notes and may involve 
taking pictures of the scene) will be reviewed.

 Relevant employment contract language or organizational policies/procedures 
will be reviewed.

 Depending on the scope of the investigation, employees may need to seek the 
assistance of the Executive Director and/or the President of the Board.

 A final summary/report of the investigation will be prepared.
 Copies of the final summary/report of the investigation and any supporting 

documentation shall be kept in a secure and confidential location. 

Corrective Action

Any employee found to have engaged in conduct that violates this policy will be subject 
to discipline, up to and including termination of employment.  Because allegations of 
harassment are very serious, frivolous and/or vexatious complaints found to have been 
made for improper purposes or made in bad faith, may result in disciplinary action 
being taken against the complainant.

Confidentiality

Employees should feel secure in knowing that their concerns will be handled discreetly 
and sensitively.

As such, employee issues will usually remain between the employee and the Executive 
Director and/or the President of the Board.  On occasion, however, an investigation may 
require consulting with another employee, the Executive Director and one or more 
members of the Board, in order to ensure an appropriate resolution.  In such cases, the 
employee will be advised of the need to consult others.

Reprisals

This policy strictly prohibits reprisals against an employee because he/she has brought 
forward a legitimate concern or has provided information regarding a concern under this 
policy.  Any employee who commits or threatens reprisal against another employee for 
following this, or any of the Centre’s policies, may be subject to discipline, up to and 
including dismissal for cause.
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PEST CONTROL POLICY (DRAFT): APPENDIX 24

Life-Bridge Child Care: Pest Control Policy

Purpose:

To set consistent health and safety standards and practices when dealing with the 
control of pests on the Life-Bridge premises.

Definitions:

Pests such as mice, rats, cockroaches and other insects pose a potential health risk as 
they are known to carry disease and can trigger or worsen asthma symptoms in 
individuals

Policy and Procedures:

Staff will ensure that all rooms are kept clean and pest free.  Any sign or evidence of 
pests present in the daycare will be reported to the Executive Director who will report to 
Tenants Services who will contact the Pest Control Company.

Staff will ensure that the rooms are clean and clutter free to reduce the possibility of 
pests both inside and outside.  
Staff will ensure that food and sensory paly materials are stored in a labelled plastic 
container with tight fitting lids.  The Executive Director will follow up with the Pest 
Control Company.
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PARENTAL NOTICE OF WITHDRAWAL OF CHILD: APPENDIX 25

As per our enrolment policies, you are required to give written notice, three months in 
advance, of your intention to withdraw your child.  Please complete this form and forward 
to the Executive Director.

Child’s Name _______________________________________________

Date of Withdrawal
(Last day to attend Centre)

_______________________________________________

Reason for Withdrawal _______________________________________________

If moving, please indicate 
new address for Income Tax 
Receipts

_______________________________________________

Date Notice Given _______________________________________________

Parent/Guardian’s Signature _______________________________________________

Executive Director’s 
Signature

_______________________________________________

NOTE:  With three months notice of withdrawal – 100% of deposit is refunded.
   With two months notice of withdrawal – 50% of deposit is refunded.
   With one-month notice of withdrawal – 25% of deposit is refunded.
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SMOG ALERT POLICY AND EXTREME WEATHER WARNING 
PROCEDURES APPENDIX 26

In order to determine how much outdoor time is spent, we use the weather forecast to 
guide us at www.theweathernetwork.com.

On days when there is a smog alert and/or warnings about extreme temperatures, we 
reduce or cancel our outdoor play times.

HOT WEATHER (over 28°C)
In very hot weather, as our playground is shaded by buildings in the mornings, we may 
spend more outdoor time in the morning and reduce the time spent outdoors in the 
afternoon or cancel outdoor time completely.  On very hot days (over 28°C), and if 
there is a smog alert, we keep the children indoors. The gazebo in the Junior and Senior
playground give us additional shade as does the playhouse in the Toddler playground.

COLD WEATHER (under -10°C)
In very cold weather, as the playground is shaded in the morning and may be colder 
than elsewhere, we may extend our afternoon play time when the temperature is 
warmer.  In extreme cold weather alerts (-15°C) we will keep the children indoors.

TIPS ON PREVENTING SUN EXPOSURE-RELATED ISSUES AND CLAIMS
 Ensure that children wear hats that cover their ears and shoulders
 Ensure that children wear protective clothing – long sleeves and pants – where 

possible
 Advise parents to purchase clothing that has UV protection for their children
 Thirty minutes prior to exposure, apply adequate sunscreen and re-apply every few 

hours, especially after water activities
 Limit the amount of time spent by the children outdoors, particularly during peak 

hours in the sun
 Ensure that no children with sun allergies are in direct sun; allergies often indicated 

by a rash after sun exposure
 If any redness or sign of sunburn appears, get the child in, out of the sun
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FLUSHING FOR LEAD POLICY – SAFE DRINKING WATER ACT: 
APPENDIX 27

Policy

Plumbing (ie. every tap) is to be flushed once weekly before children enter the program.

Procedure

Every Monday morning:

 Child care staff arrive 5 minutes prior to the child care opening 
 All cold water taps in all rooms in the Centre are tuned on for flushing
 Flushing continues until the temperature of the water stabilizes (a minimum of 5 

minutes)
 Staff shuts off taps
 Staff record flushing after every flush on “Lead Flushing Record”

The records shall be kept for a minimum of 6 years.

Lead testing was required in May 2010.
Updated as of June 23, 2016
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FIRST AID FOR SEIZURES: APPENDIX 28

1. KEEP CALM
Seizures may appear frightening to the onlooker.
They usually last only a few minutes and generally do not require medical 
attention.
Remember that the person having a seizure may be unaware of their actions and 
may or may not hear you.

2. PROTECT FROM FURTHER INJURY
If necessary, ease the person to the floor.
Move any hard, sharp or hot objects well away.
Protect the person’s head and body from injury.  Loosen any tight neckwear.

3. DO NOT RESTRAIN THE PERSON
If danger threatens, gently guide the person away.
Agitation during seizure episodes is common.
Trying to restrain or grabbing hold of someone having a seizure is likely to 
make the agitation worse and may trigger an instinctive aggressive response.

4. DO NOT INSERT ANYTHING INTO THE MOUTH
The person is not going to swallow their tongue.
Attempting to force open the mouth may break the teeth or cause other oral 
injuries.

5. ROLL THE PERSON ON THEIR SIDE AFTER THE SEIZURE 
SUBSIDES (Recovery Position)
This enables saliva to flow from the mouth, helping to ensure an open air 
passage.  If there is vomit, keep the person on their side and clear out their 
mouth with your finger.

6. IF A SEIZURE LASTS LONGER THAN 5 MINUTES, OR REPEATS 
WITHOUT FULL RECOVERY – SEEK MEDICAL ASSISTANCE 
IMMEDIATELY.

LIFE-BRIDGE POLICY
ANY CHILD WHO HAS A SEIZURE SHOULD BE TAKEN TO THE 
HOSPITAL FOR A THOROUGH MEDICAL AFTER THE SEIZURE HAS 
SUBSIDED.  WHLE ONE EDUCATOR IS ATTENDING TO THE CHILD, 
ANOTHER STAFF MEMBER SHOULD BE IMMEDIATELY CALLING 911 
FOR AN AMBULANCE AND THEN CONTACT THE PARENT.

7. TALK GENTLY TO THE PERSON
After any type of seizure, comfort and reassure the person to assist them in 
reorienting themselves.  The person may need to rest or sleep.  If the person 
wanders, stay with them and talk gently to them.
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