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I     Introduction 

Throughout this handbook, we make a number of references to 
par ent s .  This should be int er pr et ed t o mean eit her par ent - mother 

or father (or both), as well as legal guardian(s), or others who are act-
ing on behalf of the child(ren). 

   

II Kinark Child and Family Services- 

An Overview 
Kinar k Child and Family Ser vices is one of t he lar gest Childr ens Ment al 
Health Centres in Ontario, with program offices in seven areas of the 
province:  

Simcoe , York, Durham, Northumberland, Haliburton, Peterborough and 
our Outdoor Centre near Minden.  Our mission statement that guides 
the work we do is stated as follows: 

To Strengthen the social, emotional and behavioural well- being of 
children and their families.  We seek to achieve this goal by being 
a provider of choice in the  delivery of the highest quality services 
to our clients in partnership with community partners.  

Kinar k is well known wit hin t he childr en s ser vices f ield and wit hin t he 
local communities we serve, for providing services that are family 
friendly, responsive, and quick and easy to access.  A fundamental value, 
which guides the work we do at Kinark, is the importance of the involve-
ment of parents and families in providing services.  Kinark knows that 
our  parents are the best resource to advise us on issues facing their 
children, their communities and what we need to be to address those 
issues. Because of Kinar k s st r ong r eput at ion in our wor k wit h childr en 
and families, we were asked by the Ministry of Community, Family and 
Childr en s Ser vices t o over see oper at ions of sever al non-profit child 
care centre programs in the York region. 
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X     Parent Complaint Procedure  

If at any time a parent or guardian has concerns or questions, 
please direct them to a staff member.  If the staff member is 
unable to answer the question or handle your concern, you will be 
directed to the on-site supervisor.  

If you are not satisfied after having spoken with the Supervisor, 
you will be encouraged to speak with the Supervisor of Child Care 
Services.  Failing this, parents have access to the Program Direc-
tor of Kinark Child and Family Services - York Region, Kinark Cor-
por at e Senior St af f , t he Execut ive Dir ect or and t he agency s 
Board of Directors.  

At all times, you are encouraged to voice any questions regarding 
the Child Care Centre and the care of your child/ren.  

XI     Withdrawal of Services 
Kinark Child and Family Services reserves the right to discontinue 
child car e ser vices t o a child/ r en or f amily upon t wo weeks not ice 
for any of the following reasons:  

1.)  The child displays a pattern of behaviour that staff are not 
trained to deal with and are unable to obtain outside agency 
support should the behaviour manifest itself into a potential 
safety hazard for the child, other children or staff. 

2.)  A parent, for whatever reason, becomes abusive to the staff 
or other clients of the Child Care Centre. 

3.)  A Parent consistently arrives later than scheduled closing or in 
other ways, uses the program inappropriately. 

4.)  Non- payment of fees. 
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IX     Safety  

Fire Drills

 
Fire drills are held on a monthly basis.  

Emergency Closures 

 
In the event that the Child Care Centre is unable to open, the daily fee 
will not be charged.  The reasons for not opening the Child Care Centre 
will always be det er mined wit h t he childr en s saf et y as t he pr imar y con-
sideration.  

Emergency Medical Procedures

 

In the event that emergency medical care is 
needed, the following steps will be taken: 

The Child Care Centre will: 

A.)  Attempt to contact a parent or guardian, 

B.)  At t empt t o cont act t he child s physician, 

C.)  Attempt to contact the emergency contact person.  

If none of these are successful, the Child Care Centre may: 

A.)  Call another physician, 

B.)  Call an ambulance 

C.)  Have the child taken to the emergency department of the hospital 
in the company of a staff member.  The Child Care Centre will 
make use of the Southlake Regional Health Centre in Newmarket.    

Any expenses incurred under these circumstances noted above will be 
charged back to the parent/guardian.   

- 17 - 

  
III     Philosophy of the Kinark Child Care  

Programs  

Kinark Child and Family Services believes that: high quality child care 
Services should be available to every child and family within the com-
munity.  

We also believe that child care services should be provided in a warm 
and nurturing atmosphere that recognizes the individual needs of each 
child, and that respects different cultural and ethnic values.  

Kinark believes that quality child care services are best provided 
through developing  a partnership between parents/guardians and pro-
fessional staff.  Through this partnership, parents and guardians can 
be actively involved and be influential in all aspects of the program.  

Kinark believes children should experience a child-centered program 
t hat suppor t s all aspect s of t he child s development , t hat encour ages 
t he child t o explor e, and t hat enhances t he child s self - image.   
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IV     Goals and Objectives of the Child Care Centre 

Program 

The overall goals of the centre are to provide high 
quality child care in accordance with, and exceed-
ing the standards set forth by the Day Nurseries 
Act of Ontario. 

Specific program goals include: 

  Ensuring a safe, nurturing and stimulating environment to support children  
to realize their potential by providing:   

Age appr opr iat e equipment and act ivit ies.

 

             Qualif ied, mat ur e Ear ly Childhood Educat ion st af f , wit h a demon-
strated understanding of the needs of all children.   

Ongoing st af f t r aining and development oppor t unit ies.

  

  Offering each child an extensive variety of stimulating activities to fulfill 
his /her needs in every area of development:  emotional, social, cognitive 
and physical.  

  Promoting maximum independence and positive self-esteem in each child, 
through appropriate teacher guidance (timely intervention and redirec-
tion), with teachers acting as facilitators.   

  

Consist ent ly of f er ing a f r iendly at mospher e encour aging childr en s f r ee 
expression in both their verbal and physical activities.   

  

Expanding childr en s sense of r esponsibilit y t owar ds t hemselves and     
others.  

  Providing a program with an appropriate balance between structure and 
flexibility to meet the needs of the individual, as well as the group of chil-
dren.  
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Emotional Area  Cool Down Zone

 
The impor t ance of childr en s emot ions, 
their developing ability to label their 
feelings and express them in a socially 
appropriate manner is an important fo-
cus of our program. 

The staff are on alert when the chil-
dren arrive to assess their emotional 
state, and monitor it closely throughout 
the day.   

Programming will be adjusted as neces-
sary to suit the individual needs of each 
child.   

The Cool Down Zone is designat ed f or use by one child at a t ime.  I t 
is  located in a quiet area of the room, which, while private, is still open 
for complete  supervision by the staff.  In the area, there are soft 
t oys and cushions f or cuddling or punching .  Post er s and pict ur es 
relating to feelings are also an important aspect of the area.  

The emotional area is offered as a choice for a child overwhelmed by 
his/her emotions, or as an area of the room to be alone during the pro-
gram. 
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General Aspects of Effective Positive Behaviour         

Management

 
  Staff must be in close physical proximity to the children and speak 

softly to respect their privacy, during all interactions.  

  Follow-up behaviours (both positive and negative ) must be immediate to 
ensure effectiveness.  

  All behaviour management techniques must be age-appropriate and       
flexible to meet individual needs ( and must take into consideration the 
emotional state of the child at the time of the incident ).  

  Consistent limits and responses are necessary to provide security and 
f air ness t o all t he childr en.  Rules ar e est ablished wit h t he childr en s 
input and posted in the room  

  

Pr ogr ams ar e planned wit h t he childr en s involvement , t o r espect t he    
developmental level of each child.  

  An environment is established where positive social interactions are the 
expectation, thus encouraging feelings of caring, and respect among 
children and staff.  This environment would therefore be supportive of 
indivdual children.  

  All staff will model appropriate behaviours. 
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  Ensuring maximum parental input into the grogram to achieve the best 
possible care for each child and his/her family.  

  Involving the community in the daily operation of the Child Care Centre 
to ensure strong support for each developing child.  

  
Communicat ing a st r ong sense of f un in lear ning, which will enhance 
each and ever y child s development .  

  Providing information to parents to assist in the development of solid 
and effective parenting skills.  

   Providing consultation to parents with respect to specific parenting 
concerns or issues.  
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V     Activities to Meet Goals and Objectives 

Parent Participation

 
Goals that pertain to parent participation will be met through: 

  Including parents on the Advisory Committee 

  Involving parents as volunteers in the day-to-day operation and program  
delivery where possible and appropriate  

  Using parent expertise in specific areas e.g. If a parent is skilled in 
drama, creating opportunities for the parent to share his/her expertise 

Parent Education

 

These goals will be addressed both informally and formally through: 

  Discussions with Centre staff 

   Provision of workshops 

  Scheduling of parent meetings 

  Using professional resources of Kinark Child and Family Services to pro-
vide teaching or training when identified by parents or Centre staff as 
being helpful 

Program Goals for Children

 

Program goals for the children will be met both through the provision of a 
wide variety of activities by the staff of the centre, and using available 
resources from the community and Kinark.  Activities will include such 
things as short pre-planned trips within the community to the fire station, 
the library and other community-based resources.  Day-to-day activities 
will include: 

   Science-based projects  

   Nature activities 

   Music making and singing  

   Learning about various cultures through significant events (Chinese     
New Year, Hanukkah) 

  Story-telling and listening 

In addition, the possibility of connecting with the resources and students 
of the neighbouring school will be explored, perhaps in such areas as read-
ing-buddies, playmates and other special relationship-based roles. 
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Positive, constructive behaviours are recognized on their own merits, to 
reinforce the child in a meaningful way.  In this regard, the child and 
his/her positive behaviours are reinforced, thus strengthening the 
child s self -esteem.  

Conversely, inappropriate or repeated unsafe behaviours are conse-
quenced, and t he child s need which caused t hat behaviour is t hen ad-
dressed through a positive follow-up (thus separating the child from 
t he behaviour and avoiding t he int er pr et at ion of a child being bad , as 
opposed t o t he behaviour being bad , i.e. inappr opr iat e or unsaf e.)   

Steps Towards Managing Behaviour

  

1.)  Anticipate and re-direct. 

2.)  Have clear, consistent rules and consequences. 

3.)  Give warning - gentle reminder. 

4.)  Follow through with natural or logical consequences. 

5.)  Removal from activity.  (Time out for aggression i.e. hitting, name-
calling.) 

        

- 14 - 



 
VIII     Behaviour Management 

Policy Statement

 
We implement the techniques of the Triple P, Positive 
Parenting Program. This approach assists with the 
healthy development and adjustment of children and is 
the core of the behaviour management training that 
staff receives. In a safe and engaging setting, children 
have the opportunity to explore and create in a positive 
learning environment. With realistic expectations and 
reasonable limits in place the children and staff move 
through the day on the same path.  Consistency, a key 
component of the Triple P Program is essential in the 
child care setting.     

Procedures

 

Certain actions are specifically prohibited: 

A)   No child shall receive corporal punishment by a staff member 
or by another child or group of children, condoned by staff. 

B) No child shall be disciplined by harsh or degrading actions that 
could result in humiliation of a child or the undermining of a 
child s self -respect.  This would include demeaning, humiliation 
or using profane language. 

C) No child shall be deprived of basic needs including food, shel-
ter, clothing or bedding. 

D) No child shall be contained in a locked area.  

An effective behaviour management approach involves the use of 
positive reinforcement (praise) for safe, acceptable behaviour.  
Negative behaviours are consequenced and, in a step-by-step proc-
ess, are eliminated through the introduction of positive, safe, alter-
native ways to meet individual needs.  The children are treated as 
individuals within the same general framework, ensuring the consis-
tency necessary for safety, while respecting their individuality.  
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VI     Administrative Policies  

Admission

 
You have registered your child/ren and are now in the process of en-
rolment.  The enrolment package includes:  

  An Admission Information form 

  Child Health form 

  Parent Consent form 

  Agreement for Service  

The enrolment package needs to be completed and returned prior 
to the admission date.  

Fees due at time of registration

  

A one time, non refundable registration fee of $25.00 per child 
care space.  

A deposit equivalent to one weeks fees.  This will be credited to 
your account f or your child s last week in t he pr ogr am (pr ovided 
proper notification is given.)  

The f ir st mont h s f ees via a post dated cheque, Direct Withdrawl 
form or Authorized Payment.  
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Payment of Fees

  
Fees are to be paid monthly, on the first day of each month.  Listed 
below are the daily rates effective April 1, 2009: 

Preschool  $33.50 per day 

Kindergarten  $28.50 full day and $ 26.50 alternate day 

Kindergarten B&A $16.50 per day and summer rate $34.00/day 

Nursery School $13.00 per day  

Before & After School Program 

School day rate of $14.50/ day, full day rate of $29.00/day, summer 
rate of $31.00 

Fees are prorated September to August. The prorated amount may 
vary depending on the enrollment date. 

Fees are subject to change. 

Par ent s will be given one mont h s not ice of any change. 

Fee assistance may be available.  Contact Region of York at 905-830-
9487, or 1-888-703-KIDS (5437) 

Please contact the Centre Supervisor for more information.   

FOR PART TIME CHILDREN our monthly rate reflects the school year cal-
endar.  If your child requires additional care on PA days, or other school holi-
days you will be required to register in advance and pay the daily fee as indi-

A financial agreement setting out fees and payment details is re-
quired on enrolment and must be updated annually or on any change.  
Fees are due on the first day of each month.  We accept payment by 
1) Direct Withdrawal (EFT)  2) Visa or MasterCard  3) Other 

Please make Cheques payable t o Kinar k Child and Family Ser vices  
and date for the first day of each month. 

If paying by cheque three post dated payments are required at the 
beginning of each quarter (January, April, July and October).  
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All medication must be in original container with current prescription 
label attached.  Non-prescription medication can be administered only if 
accompanied by a doct or s not e (e.g. Tylenol, cough syr up, et c. )  When-
ever possible, we recommend that medication be administered at home.  

Health policies are based on the York Region Public Health Department 
guidelines.  

It is essential that the staff be able to locate the parent(s) or    
designate should an illness or emergency arise.  

Nutrition

 

Snack and lunch menus are posted in the Child Care Centre.  Any changes 
to these menus are also noted.  

Individual menus for children with allergies or other special dietary re-
quirements will be developed upon admission or onset of allergy. 

A note detailing the special requirements will be necessary.  Parents may 
be asked to provide substitute items.   

Due to severe allergies, public health guidelines and restrictions, only 
food from approved sources as per the public health guidelines may be 
brought in to the child care. Please do not bring in any food from home 
without prior authorization from the program supervisor 
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Custody, Access and Visitation Arrangements 

 
There are a variety of custody, access and 
visitation arrangements, which many families 
have in relation to their child/ren.  The  Child 
Care Centre requires official documentation of 
custody, access or visitation agreements be-
fore the staff of the Centre can accommodate 
drop-offs or pick-ups as per these arrange-
ments. 

For ever yone s well-being, sick children cannot be admitted to the 
Child Care Centre.  If the staff consider a child too sick to be ex-
posed to other children or if a child develops an illness at the Child 
Care Centre, the child will be isolated and the parent notified.  The 
parent is expected to make arrangements to pick up the child imme-
diately following this notification. 

Parents must keep a child home that is suffering from :   

Fever over 101°F   

Diar r hea   

Vomit ing   

Communicable disease (measles, mumps, et c.)   

Unident if ied skin r ash or sor es 

Please note that if the parent is required to pick up their child from 
the Child Care Centre due to any of the above illnesses, the child will 
be required to stay home from the Centre the following day, unless a 
doct or s not e is pr ovided. 

Children who are too ill to go outside and play are too ill to attend 
the Child Care Centre. 

In accordance with the Day Nurseries Act, a signed and fully-
documented Child Health Record and Parent Consent Form for emer-
gency medical care must be presented on or before the first day of 
car e.  I t is t he par ent s r esponsibilit y t o pr ovide t he Child Car e Cen-
tre with up-to-date medical information.  In addition , the Day Nurs-
eries Act requires that if staff are to administer any medication to 
the children, parents sign and complete the appropriate medication 
authorization form.       
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Health

    
Kinark Child Care Centres are non-profit, therefore fees are calculated 
based on operating costs so that all revenues are put back into the pro-
gram. 

A lapse in payment will r esult in a wr it t en r eminder wit h one week s 
grace period to forward any outstanding balance.  Failure to comply will 
result in a 2 week notice of withdrawal from service. 

If a payment is returned NSF, parents will be required to replace the 
amount within one week by cash, certified cheque or money order.  A 
fee of $25.00 is also payable by the parents.    

Statutory Holidays are as follows:  

New Year s Day 

Family Day 

Good Friday 

Victoria Day 

Canada Day 

Civic Holiday 

Labour Day 

Thanksgiving Day 

Christmas Day 

Boxing Day  

For safety and accounting purposes,  

Parents are asked to notify staff 

When your child will be away from the Centre 

(sick, absent, holiday, etc.)  
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