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HISTORY OF THE CENTRE
Montrose Child Care Centre Inc. (MCCC) was opened in 1981 by the Toronto Board of 
Education to serve the needs of teen parents attending Toronto Board of Education schools.  By 
1986, demand from the student parents had declined and the centre was closed.  In April 1988 
the centre was reopened with a new mandate to serve the surrounding community, providing 
both full fee and subsidized spaces, as well as continuing to serve the needs of student parents.

CENTRE PHILOSOPHY
We provide a well-balanced program closely supervised by qualified Early Childhood Educators.  
Our centre’s primary objectives are the care and education of infant, toddler, preschooler and 
school-age children in a warm and safe environment that supports and complements the care that 
the child receives at home.  We feel we are an extension of the family and we strive to form a 
partnership with parents in raising their children.  We provide a diverse program that recognizes 
that each child is unique with individual strengths.  We respect others regardless of race, colour, 
sex, religion, national origin, ability, sexual orientation, or family status.  We provide 
opportunities for parents to be directly involved in their child’s early childhood education 
program through meetings, workshops, committees, fundraising events, and pot luck dinners.  
We develop programs that not only meet the needs of individual children, but ideally also meet 
the needs of the whole family.  We provide a violence-free environment, which includes toys, 
games, and actions.

CENTRE OPERATIONS
MCCC is open each weekday from 7:30am to 6:00pm and qualified staff is on duty throughout 
these hours.

We also close on the following days:
• New Years Day (January)
• Family Day (February)
• Good Friday (March or April)
• Victoria Day (May)
• Canada Day (July)
• Labour Day (September)
• Thanksgiving Day (October)

The centre closes at 2:00pm on Christmas Eve. 

*** We do close for the week between Christmas Day and the New Years Eve ***

Parents are responsible for arranging their own child care on these days.

BOARD OF DIRECTORS
Montrose has a voluntary Board of Directors who assists in the operation of the childcare centre.
The Board helps establish policies and procedures and works along with the Supervisor/Assistant 

  



Supervisor in managing and maintaining quality service.  Throughout the year, monthly board 
meetings are held to discuss areas of interest.  Discussions include financial management of the 
childcare centre, program‐planning/ideas, program improvements, staffing, professional 
development, and topics for guest speakers/workshops, issues that are identified by parents and 
planning for fundraising events.  You are invited to become a member of this group that meets 
throughout the year.  

The Supervisor/Assistant reports directly to the President and carries out decisions and policies 
made by the board.  The day care staff report directly to the Supervisor and are primarily 
responsible for program delivery and supervision of the children.

Chain of Command
City of Toronto Children's Service Division and Toronto Public Health

Ministry of Children and Youth Services

Toronto District School Board

Board of Directors

Supervisor

Assistant Supervisor

Program Staff

REGULATING BODIES
The Toronto District School Board leases space to the City of Toronto, and our centre occupies 
this space.  As part of our occupancy agreement, we adhere to the Toronto District School 
Board’s strict zero tolerance policy regarding expressions of racial or ethnic bias.

MCCC has a purchase of Service Agreement with The City of Toronto Children’s Services 
Division, which means that Children’s Services places children in our centre who qualify for 
subsidized child care and we therefore comply with their rules and regulations.  If we do not 
meet their criteria, our agreement may be revoked.  Every year we submit to Children’s Services 
an operating budget that outlines expenses, fees, costs per child per day; this budget is carefully 
scrutinized and adhered to.  We have an intake worker who takes care of placing subsidized 
children in our centre and we also have a Program Consultant who monitors our budget and 
inspects our site, usually unannounced, to ensure we are following or exceeding the City’s 
Operating Criteria for Child Care Centre.

Our centre is usually viewed at least twice a year by the Toronto Public Health, Food and 
Infection Control Inspectors.  He/she examines the overall cleanliness/safety of the playrooms, 
playgrounds, and the kitchen.  We must have a clear report from Public Health before our annual 
ministry license can be renewed.

MCCC is a licensed child care facility.  The Ministry of Children and Youth Services is the 
governing body that determines if our license will be renewed annually.  The ministry provides 

  



us with a Licensing Specialist who visits the centre, usually unannounced, throughout the year to 
determine that we are meeting licensing requirements.

All of the above agencies play a vital role in the day-to-day operation of this centre.  We rely 
heavily on their different areas of knowledge and we consider each agency an excellent child 
care resource.

ENROLLMENT
The following information about your child must be provided upon enrolment and before 
children can start at the centre:
1.  Personal data (name, age, address...)
2.  Name, address, telephone number of family doctor
3.  Completed health form and immunization record
4. Explanation of any chronic health conditions, allergies, restrictions, medications, or           
treatments
5.  Emergency contact information

We are required under the Day Nurseries Act to ensure immunization and general health records 
are up to date, so once or twice a year you will be reminded if your records are up to date, so 
once or twice a year you will be reminded if your records need updating.  MCCC respects the 
privacy and beliefs of families, but please ensure that the supervisor is made aware of such 
things as your wish not to immunize your child.

EMERGENCY CONTACTS
Parents should advise the centre as to which parent should be contacted first in the event of an 
illness or emergency, since one parent is often easier to reach and / or be at the centre more 
quickly than the other parent.  If parents are unreachable, the centre must have on file the names, 
addresses, and telephone numbers of two individuals to contact in the case of an emergency.  

Contact people must be aware that they may be asked to pick up the child in the event of 
emergency or illness and the contact must be reachable during centre’s operating hours.  Please 
ensure that this information is up to date.  In the case of separated or divorced parents, ensure 
that the day care has a copy of any and all legal documents that outline custody and visitation 
requirements.

TRANSITION TO DAY CARE (Primarily for Infants, Toddlers, and Preschoolers)
All children react differently to group child care.  MCCC recommends that parents spend 
between three and five days in the program during the child’s first week (if you are able to spend 
more time with us, please do!)  The assistance and security of the parents enables the child to 
become comfortable with his/her new surroundings.  The first visit can be a short one but as the 
week progresses, the amount of time the child spends at the centre will increase and the amount 
of time the parent stays with the child will decrease.  The comfort levels of both you and your 
child will determine the amount of transition time you feel is necessary.  The program is very 
flexible according to the needs of individual families.  It is important to realize that some 
children adjust well immediately but it is also perfectly common for one child to need more 
support than another with the adjustment.  Staff encourages parents to call the centre as 
frequently as they wish to check on their children.  During this period of transition we encourage 
a great deal of honest, open communication between staff, parents, and the supervisor.  The staff 
has been through this process many times before, so do take advantage of their experience.  The 

  



transition between the Infant, Toddler, and Preschool rooms can also be a challenging time for 
both the child and the parent.  Similar steps will be taken during these moves and you will be 
kept fully informed as the transition moves along.

DAILY PROCEDURES
Each day, room staff will greet you and your child.  Please take this time to chat!  We encourage 
you to have your (non-school age) child at the centre by 10:00 am to enable full participation in 
the program.  Please call to let us know if your child will be late or absent.

SAFE ARRIVAL AND DEPARTURE
Attendance will be taken by staff each day.  Infant and Toddler parents are asked to fill out a 
daily chart.  This chart gives the staff information of when your child will be picked up, how he/
she slept, what they have eaten before coming to the centre, their general health, and any other 
pertinent information that the staff should be aware of.  Likewise, the staff will provide you with 
the highlights of your child’s day.  The Preschool, JK/SK and School Age rooms do not use daily 
charts so it’s imperative that you spend a few moments each day with your child’s caregiver to 
share the highlights of your child’s day.  This exchange also happens at the end of each day.
In the interests of the safety and well-being of our Centre’s children, and to facilitate the smooth 
operation of the Centre:

• Children must be dropped off and picked up by a responsible adult (age 18 or older).  
Face-to-face contact must be made between the responsible adult and the program staff at  
the point of both drops off and pick up.

• Children who arrive at the Centre on their own will be excluded from the Centre for the 
day.  Parents of such children will be called immediately to pick up their child (ren).  If 
neither the parent not the emergency contact person responds to the Centre’s call within 
one hour, a Children’s Aid Society and/or the police will be notified that the Centre 
considers the child (ren) to have been abandoned. 

PICK UP/DEPARTURE
Unless we are notified in writing, children will be released only to the parents or those people
with pick up authorization.  Children will be released to emergency contacts if parents are 
unreachable.
We are obligated to release the children to their parents, but there may be occasions when this is 
not comfortably done.  If a parent arrives by car to pick up their child and the staff uses their best 
judgment to determine that the parent is intoxicated, under the influence of prescribed or non-
prescribed drugs or medication, highly stressed, or emotionally unstable, the staff will 
recommend the parent call a neighbor, friend, relative, or taxi to take them home.  If the parent 
refuses this recommendation, the staff will make the phone calls on the parent’s behalf.  If the 
parent refuses to wait for assistance home, the staff will inform the parent that in the best 
interests of the child, they are obligated to call the police citing the parent’s name and address, 
the address of the day care, and a description and license number of the parent’s car.  If the 
parent is walking home, the staff will inform the parent that unless the parent waits for 
assistance, the staff is obligated to contact a children’s aid society to report the parent’s inability 
to provide adequate care for their child.  Absolutely no one wishes to be faced with this situation 
but unfortunately our choices are limited when dealing with such emergencies.  We must follow 
these strict procedures to ensure the well-being of the child.

  



LATE PICK UP PROCEDURES AND FINES
We ask for your cooperation in picking your child up by 6:00pm.  There is a late fine of $5.00 
any time within the first 5 minutes after 6:00, and $1.00 per minute after 6:05 which is payable to 
the supervisor without delay.  The Late Pick Up Fine Form must be filled in and signed by the 
parent/caregiver and staff person on every occasion of a late pick up.  The staff person must 
submit the form to the supervisor, which will be kept as part of the family’s file in the day care 
office.  

The following emergency procedures will be followed by staff should you not arrive by 6:00pm 
and have not called the centre:
1.  Staff will call each parent and will try to determine if parent is en route.
2.  At 6:15pm, emergency numbers will be called
3.  At 7:00pm, if a child has not been picked up and the centre has not heard from the parent or 
from the emergency contact person, it will be assumed that an emergency has prevented contact.  

The following steps will than be taken:
1. The supervisor (or the assistant supervisor, if the supervisor is not available) will be          

contacted.
2. The supervisor will then provide instruction to staff, which may  entail contacting                

children’s aid society.  The school care taking staff will also be notified at this time.
3. Once children’s aid society has been contacted, the staff will follow their instructions.
4. Phone contact will be maintained with the supervisor.

* Due to insurance regulations, staff is not permitted to take children off daycare property after 
hours.

FEE POLICY
1.  Day care fees are subject to change.  Parents will be given one's month written notice 
regarding a change in non-subsidized fees.

2.  A non-refundable deposit of two weeks will be required to confirm your registration.  This 
deposit will be credited to your last month's fee.

3.  Day care fees are paid monthly in advance by post-dated cheques.

4.  Parents are charged for all days even if your child is not in attendance.

5.  One month notice of withdrawal is required.  In lieu of notice, one month fee will be charged.  
Notice of withdrawal forms is available in the day care office.

6.  A receipt for income tax purposes will be issued at the end of the taxation year.

LATE PAYMENT OF FEES POLICY
1.  All fees are due by the first of each month.  Payment must be made by way of post-          
dated cheques.  If payment cannot be made by the first of the month, parents must consult with 
MCCC’s supervisor and make arrangements to pay fees by the 15th day of the month.
2.  If fees remain outstanding on the first day of the following (second) month, the matter       
will be immediately referred to the Board of Directors.  The Board, or a committee of the Board, 
will arrange to speak with the parent(s).
The Board, or a Committee of the Board, may enter into an arrangement with the              parent

  



(s) in which the outstanding fees may be paid to the centre over a period of time not to exceed 3 
months.  Post-dated cheques will be required will be required from the parents(s).  If the 
arrangement reached is breached by the parent(s), payment is not received on the designated day, 
or a cheque is not honoured at MCCC’s financial institution, the parent(s) will be asked to 
withdraw their child(ren) from MCCC with two weeks notice.
4.  The MCCC Board of Directors reserves the right to commence legal proceedings against any 
parent(s) for outstanding fees.
5.  If a subsidized family withdraws from the Centre with fees owing, they will be unable to 
transfer to another Centre until the outstanding debt is resolved.  

FEE INCREASES
The budget process takes place in the Fall to allow for Toronto Children’s Services approval.  
Centre fees will be reviewed each year in October as part of this process for potential increase on 
January.  One month’s written notice of any fee increase will be provided.  Subsidized families 
who have outstanding fees owing to the Centre, will not be able to transfer to another centre until 
the debt has been reconciled.

KINDERGARTEN AND SCHOOL AGE
Montrose Public School has a full day learning program for kindergarten, Montrose Child Care 
Centre provides before and after care from 730-9:05; 3:05-6:00.  Grades one to six are also 
available at the school.  The child care staff escort the children to and from class.  The school age 
children are offered care from 7:30-8-45; 11:45-12:45 (lunch provided); and 3:30-6:00.  Care is 
also available for P.A. Days, March Break, and the second week of the school holidays in 
December.  We work hand-in-hand with the school to provide the best care possible for your 
child’s entire day.
Please note: Children who receive suspensions from school will not be admitted to the child care 
for the duration of the suspension.  It is the parent's responsibility to arrange care for their child 
during a school suspension.

MONTROSE STAFF
MCCC teachers are fully qualified Registered Early Childhood Education graduates and our 
assistant teachers are experienced in group child care.  All of our staff is warm, caring, nurturing 
individuals who have made a strong commitment to providing quality care during children’s 
early years.  Each staff brings with him/her a vast range of abilities, education, and experience, 
and this diversity enables us to extend a hand to those who need us.  We strive to build a team 
that reflects our commitment to an anti-bias curriculum.  We are extremely proud of our staff and 
we hope you get to know them not just as your child’s teachers, but also as your friends and as 
partners in your child’s care.

STUDENTS
MCCC is a placement site for high school family studies students, George Brown College early
childhood education students, University of Toronto, as well as Delta Alternative School 
community service students.  We value the expertise and help that these students bring with them 
and we also promote the use of our centre as a placement site as a way to educate and enlighten 
our community in the field of child care.

  



PARENT-TEACHER INTERVIEWS, ROOM AND ALL CENTRE MEETINGS
One-on-one parent teacher interviews are scheduled annually.  These interviews are intended to 
be information-sharing sessions in an informal environment.  They are also an opportunity to 
discuss in greater depth your child’s motor, language, sensory, cognitive, and emotional 
development.  If you wish to meet at any other time with a staff member or with the supervisor, 
please feel free to do so.  The school teachers will also arrange parent interviews with you.  You 
may wish to invite a day care staff to accompany you to the interview or you may wish to 
coordinate the two separate interviews on the same day or evening.  

Individual room meetings and all-centre meetings are held throughout the year as needed or 
interest dictates.  These meetings enable staff, parents, and the supervisor to get together to 
discuss program issues or any other concern or ideas that staff or parents may have.  Notice of 
these meetings will be posted in advance.  We usually have pizza at these events and we also 
provide babysitting at the centre.  We strongly encourage you to attend these meetings as it is the 
best way to offer and receive feedback on our programs.

PARENT PARTICIPATION
MCCC is operated by a volunteer, parent board of directors and child care staff.  Parent 
involvement is vital to the centre whether it is through participation in daily activities or field 
trips, or volunteering for the board or for special activities or committees.  MCCC’s distinctive 
personality is created by a blend of staff and parents working together to give children a 
wonderful place to spend their days.  Most parents find that taking part in the centre helps them 
to get to know other parents and feel more at home at MCCC.  There are many different ways to 
pitch in and we hope that you can find the time to participate in any way you wish.  Parents are 
always needed to work on the fundraising committee.  We try to have a big fundraising event 
once or twice a year.  You will receive a newsletter every season to help keep you up to date.  We 
welcome contributions from parents.  You may want to tell others about great places to visit or 
shop, offer helpful hints for other parents, or use our classified section to offer an item for sale or 
a service you can provide.

FIELD TRIPS
Field trips are a valued part of our program at MCCC.  We plan them from early spring until late 
fall.  Field trip forms are given to parents in advance of the trip and should be returned as soon as 
possible to enable staff to schedule appropriately.  The date, location, and hours of the trip will be 
indicated on the form.  At the time of admission, you are asked to sign a general waiver for 
outings which cover local outdoor trips within the neighbourhood.  Please speak with the 
supervisor to make special arrangements if a field trip conflicts with your plans.  Some 
excursions require the use of the T.T.C. and a one-to-one or one-to-two adult/child ratio will be 
attempted at these times.  We frequently hire school buses to transport us to more distance 
locations.  We always request a bus with seatbelts, but the bus company cannot guarantee that 
seatbelts will be provided.  We welcome your ideas for field trips!

RECOMMENDED CLOTHING AND ACCESSORIES
Parents are responsible for providing the following:
1.  A complete change of labeled, seasonally appropriate clothing (including              
    undergarments) to be kept at the centre.  Children in the process of toilet training will               

require at least two complete changes of clothing.
2.  Suitable footwear for active play, as well as boots for wet or snowy weather

  



3.  Appropriate outdoor clothing
4.  Clothing that is easily maintained and comfortable for the child’s busy day
5.  Sunscreen and sunhat
6.  Diaper creams or powders

Please recognize that the children’s clothing will likely become dirty during the course of their 
play, so please dress them in clothes that are easily maintained.  Disposable diapers are provided 
by MCCC at no extra cost.

CELEBRATIONS
MCCC is happy to celebrated just about anything!  We try to focus our celebrations around the 
seasons, so throughout the year we will plan special activities/field trips/events that incorporate 
seasonal highlights (e.g.: in September we may go apple picking; in April we may celebrate 
Earth Day...).  We would like you to share with us celebrations that are important to your family 
or to your culture; we will, however, probably need your expertise in order to properly recognize 
these celebrations.  We also enjoy celebrating the children’s birthdays with a special snack 
(which either you supply or our cook will make as a treat).  All arrangements can be made with 
your child’s teachers.  We will respect those parents who do not wish to celebrate their child’s 
birthday.

DOCUMENTATION
At the onset of problems, the child’s behaviour will be recorded by as many staff as possible.  
Included will be any precipitating incident and the follow up by staff according to behaviour 
management guidelines, if appropriate.  Staff will meet to develop a common strategy to deal 
with the child.

MEETINGS
If problems persist, a meeting will be held which includes the parents, staff, supervisor, and the 
child, if appropriate, to develop behaviour management plan for the child.  Several meetings 
should be arranged in order to monitor the situation.  Appropriate time lines will be set, and all 
the meeting results will be documented.

OUTSIDE RESOURCES
In the case of a child attending the school, the classroom teacher, principal, and any other school 
professionals involved with the child will be included, with proper parental consent.  With
younger children, other professionals involved with the family (e.g.: a children’s aid society) 
may be involved.

REFERRAL TO AGENCIES
If the situation has not improved, appropriate agencies such as the Child Development Institute 
will be called in to assist, with parental consent.  It may be advisable to notify advisors from 
Toronto Children’s Services, the Ministry, and the Toronto District School Board, if appropriate 
at this time.

HEALTH CARE POLICY
The health care policy is intended to promote optimum growth, development, and learning and to 

  



protect, maintain, and improve the health of each child in our care.  When your child visits the
doctor please remind him/her that your child is in day care and make sure that he/she 
assures you that your child is well enough to return to the group care environment.  We 
want to protect all of our children!

MINOR ACCIDENTS
Minor accidents include scrapes, bumps, bruises, bites, and scratches.  If the skin has in any way 
been marked due to an accident or if no mark appears but the child does indicate pain, an 
accident report will be completed and will be submitted to both the supervisor (or designate) and 
the parent for their signatures.  All head injuries will be taken seriously.  Staff will follow the 
guidelines outlined in the Accident Procedure, as detailed in the Personnel Policy.  There is a 
Head Injury guideline accompanying the accident report that is shown to parents after a minor 
injury.

SERIOUS OCCURRENCES/ACCIDENTS
Serious Occurrences are defined by the Day Nurseries Act as:
1.  Death of child while in our care
2.  Serious injury of child while in our care which includes
-any injury caused by the service provider
-a serious accidental injury received while in our care
-any injury to a child that is non-accidental, including self-inflicted or unexplained   and that 
requires treatment by a medical practitioner, including a nurse or a dentist
3.  Any alleged abuse or mistreatment of a child, which occurs while in our care.  This             
includes allegations of abuse or mistreatment of child against staff, foster parents,             
volunteers, and temporary care providers.
4.  Any situation where a child is missing
5.  Any disaster, such as fire, on the premises.
6.  Any complaint concerning operational, physical, or safety standards of the day care.
7.  Any complaint made by or about a child, or any other serious occurrence concerning a       
client, that is considered by the service provider to be of a serious nature.

We will call 9-1-1 to arrange immediate medical care should a serious occurrence or accident 
occur.  Parents will be notified immediately.  If time is of the essence, the child will be sent 
directly to the hospital with a staff member and the parent will meet them at the hospital.  If there 
is any doubt regarding the need for medical attention, we will err on the side of caution and have 
the child examined by a doctor.

ILL CHILDREN
If a child becomes ill or has an accident at the centre, the staff will apply first aid, try to make 
contact with the parents at work/school or home through the emergency numbers on file, and if 
required, take the child to seek medical attention.

We are aware of the need to balance a child’s illness with the parents need to work or go to 
school.  We do that with:
i.    careful health practices at day care and school (hand washing, etc.)
ii.   careful health practices at home (good nutrition, adequate sleep, etc.)
iii.  sending children home when they are ill so that they get the comfort and rest they need and 
do not spread infection  

  



iv.  keeping the child at home until they are well enough to participate in all aspects of the 
program
v.   talking openly and honestly with the staff about health issues...

     ....and we will have the healthiest children (and staff) possible!

Our general rule is that if a child is well enough to be at day care, he or she is well enough to go 
outside.  Infants take daily walks, even in the winter, and the toddlers and preschoolers spend up 
to two hours outside every day.  Common sense is our guide when it comes to decisions about 
being outside in extreme heat or cold.

SYMPTOMS OF ILL HEALTH
As children arrive each day, the staff will quickly assess their overall health and appearance.  
Staff will alert and advise parents to any signs of ill health.  While our staff is not medically 
trained, they do have experience in identifying common symptoms of childhood illnesses.  
Please be prepared to either return home or take your child to the doctor should the staff be 
concerned about your child’s health.

EXCLUSION POLICY
If a child attending the centre begins to display any of the symptoms listed below, he/she will be 
isolated from the other children (if possible) with a staff member and the parent (or emergency 
contact) will be called.  Once the child is in isolation, he/she will have to be picked up 
immediately.  Be sure to keep us updated on your work and home numbers and emergency 
contacts.  If staff feels that a child is not well enough to be at day care, we will ask that he/she be 
taken home.  A sick child should have the individual care he/she needs and the day care is not 
equipped to provide this one-on-one care.

Our basic guideline is that children should not be at the centre if he/she has any of the following 
symptoms:

i. A temperature of 101F (38.3 C) or more prior to administration of medication to reduce 
fever.  If your child has been away from the centre or sent home with a fever, he/she may 
not return until his/her temperature has been normal for 24 hours;

ii. If medication (Such as Tylenol) as been given to reduce fever or pain
iii. Three bouts of diarrhea during the day;
iv. Unexplained vomiting;
v. Extensive and unexplained rashes;
vi. Paleness or flushed face and constant crying;
vii. Yellow or green discharge from eyes, ears, or nose; crustiness around the eyes,                

puffy or red eyes;
viii. Any contagious or infectious diseases;
ix. Is unable to participate in program activities;
x. Has a greater need for care than the staff can provide.

Children must be symptom-free for 24 hours before returning to the day care, as 
recommended by the Public Health Department.  Children are often contagious 24 hours 
after being symptom-free.  We recommend that children remain at home under a 
guardian’s supervision for the first 24 hours after beginning a medication they’ve never 
tried before, to make sure there are no adverse reactions.

  



As a courtesy, we ask that you call us by 10:00am each day that your child will be away due to 
illness.  It is important to advise staff as soon as possible about the type of illness your child has 
contracted in order to help them identify symptoms in other children with whom your child has 
come in contact.
There are other times when a child is not showing any obvious signs of a definite illness, yet is 
not able to handle the stress of the day.  On such occasions as these, it will be the decision of the 
supervisor and staff as to whether the child can remain in care at the centre.

COMMUNICABLE DISEASES
Children are usually in day care until signs of the communicable disease are apparent.  Please 
contact the day care as soon as possible if your child has contracted a communicable disease, 
such as chicken pox or pink eye.  Following confirmation of a communicable disease, a doctor’s 
note is required to confirm that the child is well enough to return to day care.  Letters outlining 
the symptoms to look out for, may be sent home to let other parents know if their child has been 
exposed to a communicable disease.

Outbreak Contingency Plan
1.  An outbreak is defined as 3 or more children displaying similar symptoms or any                
unexplained rise in illness.

2.  When possible, ill children will be isolated from the other children in the day care                
office with a staff or the supervisor and will be made as comfortable as possible.

3.  Parents or the child’s emergency contact will be called and instructed to pick up the ill        
child and take him/her to the doctor for a diagnosis.  The parents are requested to call MCCC to 
inform us of the diagnosis.

4.  After a visit to the doctor, the child will or will not be excluded from day care according       
to the Exclusion Guidelines.

5.  Staff will indicate the diagnosed illness, dates and time along with specific symptoms, on the 
child’s Record of Illness form.

6.  The supervisor will contact The Public Health Department to inform them of the                  
outbreak of illness.

7.  Staff will stop water play activities and will reduce the number of accessible toys until          
the outbreak has passed.

8.  Staff will re-emphasize the importance of careful hand washing with both children and         
adults because hand washing is the best way to stop the spread of germs.

9.  Staff will carefully sanitize the children’s toys and equipment to prevent the spread of         
further illness.

ADMINISTRATION OF MEDICATION
All medication must be prescribed or recommended by a doctor in writing.  Prescription 
medicine must be brought to the centre in the original container with the label intact, 
clearly indicating the child’s name, the name of the medication, the dosage, the date of 
purchase, and instructions for storage and administration.  Staff will lock medication in the 

  



container provided.  A Medication Authorization Record must be completed each time your child 
requires medication.
Non-prescribed medication may be administered by staff only if there is a doctor’s note.
Day care staff will not make exceptions to the rules about medication. To do so would 
contravene the Day Nurseries Act and endanger the centre’s license.

DISCRETION OF THE SUPERVISOR
The Supervisor may refuse the administration of medications or procedures (i.e.: insulin 
injections, oxygen, suppositories) which the staff do not have the expertise to administer.

LAUNDRY
Children’s soiled clothing and cloth diapers will be placed in a bag and placed in the child’s 
cubby to be taken home for washing.  Bowel movement soiled clothes, diapers, or plastic pants 
will not be rinsed or washed at the centre. Please do not leave dirty clothes, diapers, bibs, etc, at 
the centre.  Cot and crib sheets are supplied by the day care and will be laundered weekly (or as 
necessary) on the premises.

CHILDREN WITH HIV
HIV (Human Immunodeficiency Virus) is the virus that leads to AIDS (Acquired Immune 
Deficiency Syndrome).  To the best of our knowledge, no child has ever acquired HIV from 
another child at day care and it is not likely to ever happen.  HIV is not passed by casual contact 
such as hugging, kissing, or sharing food, toilet facilities or drinking fountains.  It is also not 
passed through tears, urine, or stool.  In day care, the only risk comes from the blood or blood 
products of a person with HIV and this risk can be handled by the following standard rules of 
preventing any infection.  The decision for a child with HIV to attend a day nursery is made by 
the child’s parents, their doctor, and the Medical Officer of Health after a health assessment of 
the child.  If the child is well enough, he/she can go to day care like any other child.  Children 
who are HIV positive are not a threat.

HAND WASHING
The centre policy regarding hand washing must be followed.  This is crucial to the health of all
children and staff.  Hand washing is the single most effective way of reducing the spread of 
infection!

UNIVERSAL PRECAUTIONS
This is the practice of treating blood and bodily fluids that may contain visible blood from any 
person as being potentially infectious with a blood borne virus.  Universal precautions are 
intended to minimize the risk and prevent the transition of blood borne disease (Hepatitis B, 
Hepatitis C, and HIV/AIDS).  These practices are applied when we are likely to be exposed to 
these fluids (e.g.: cleaning up blood).  Rubber gloves are used to clean fluids with blood to 
reduce the risk of transition, and our hand washing routine is followed even with the use of 
rubber gloves.

BITING
Biting is an occasional, usually cyclical problem at day care.  Each child that bites is dealt with 
on an individual basis and this may involve behavioural interventions as well as modifications to 
the classroom environment.  

  



To help decrease the incidents of biting we:  
- try to avoid stressful and frustrating situations by staff predicting a problem and intervening 
before the problem escalates
- use simple, clear, direct language to the biter explaining the negative impact of biting
- reinforce positive behaviours
- help children to label their feelings with words

Accessible first aid supplies such as gloves, ice, and bandages are in each room.   If the bite did 
not break the skin, the wound will be cleaned with soap and water, ice or a cold compress will be 
applied and the child will be gently soothed and an accident report will be completed.  If the skin 
is broken:
- the wound will be left to bleed gently;
- the wound will be carefully cleaned with soap and water;
- the child’s tetanus immunization should be reviewed and updated, if needed;
- the parents will be notified;
- an accident report will be completed;
- Toronto Public Health will be notified;
- the wound will be observed for the next few days and if redness or swelling develops, 
 the child should be taken to see their physician. 
Staff will talk with the parents of the child who bit and will try to establish a plan to manage the 
biting that can be practiced at home and at day care.  Consistency is vital to successfully help the 
child find other ways to express him/her.    

MEALS
MCCC serves lunch and two snacks each day.  All food is prepared by our cook on the premises.  
It is nutritious food, appealing to children.  Menus are posted in all rooms and follow a four week 
rotation.  According to the Day Nurseries Act, we are required to provide children with 50% of 
their daily nutritional requirements.

Nursing mothers are encouraged to come to the centre to continue breast feeding.
We will encourage the infant’s transition to blended/solid foods, according to individual needs.  
We are happy to follow the advice of each child’s parents and doctor as much as possible.  In 
case of allergic reactions, staff will not introduce new foods to infants, but will wait for parents 
to do so.  Staff will offer helpful observations or suggestions to ensure your child has a nutritious 
diet.  Meals are an important part of our day- a time to socialize in a relaxed and informal setting.

Children’s hands are washed before and after every meal.  Children are encouraged to feed 
themselves and to try everything served.  They may eat as much or as little as they wish.

Parents must bring prepared bottles of milk, formula, juice or breast milk as needed each day.  
Your child’s name must be clearly written on each bottle.  Bottles must be of unbreakable plastic, 
not glass.

We avoid serving the children excess amounts of sugar, fat meat, and any other unhealthy food or 
drink.  We ask that while at the centre, you also try to avoid offering your child “junk food”.  We 
serve fish once a week, and chicken wieners, but otherwise we are meat-free.  We offer protein 
alternatives such as tofu.

  



Restrictions and Allergies
Please advise staff and our cook of any food allergies or particular needs your child has (e.g.: 
kosher foods or lactose intolerance).  Where practical, please offer a written recommendation for 
an alternative to an unsuitable food for your child. 

We do not serve nuts or nut products at MCCC due to the possibility of severe allergic 
reactions.  If you bring any food from home, please read all labels carefully, making sure 
there are no nuts or nut products in the food.

FIRE DRILLS AND EVACUATION
Throughout the year, the day care and the school participate together in regular fire drills.  Each 
room has posted a fire drill procedure.  In the case of a real fire or any other situation where 
evacuation is necessary, we will follow the direction of the Toronto district School Board.  Our 
short term emergency shelter is the O’Neill Centre, which is the senior’s residence on Chrisite St. 
just north of Bloor St.  All parents will be notified should an evacuation or relocation be 
required.

BEHAVIOR MANAGEMENT POLICY
The regulations of the Day Nurseries Act prescribe standards of behavior management that must 
be followed by all staff employed at MCCC.  It is the responsibility of the supervisor to ensure 
that every adult  who has contact with the children will read, agree to follow, and sign the 
behavior management policy (this also includes all part-time staff, the cook, all students, long-
term support staff, and volunteers). 

As in all areas of child development every age group requires special intervention which is age 
specific. Infants and Toddlers require more adult intervention as well as closer supervision and 
guidance. As children grow older their needs continue to develop  and change. They are enhanced 
with a greater understanding of concepts such as health, safety and respect of others and 
property. Therefore adults pull back control as a child develops a sense of responsibility for his/
her own behavior

Strategies for effectively managing behavior for infants and toddlers should be through the use of 
redirection and modeling.

Strategies for effectively managing behavior of preschool, kindergartens and school age children 
should be through the use of problem solving and conflict resolution. Montrose Child Care staff 
are to at all times support children to work through problems or anger by helping them to 
verbalize the issues. Children should have a comprehensive say  in the development of guidelines 
and rules within the classroom. Which also outline acceptable behavior. These should always be 
positive. 

This policy will be renewed annually or at any other time the supervisor deems it necessary or 
appropriate. As well, a Supervision of Children and Behavior Management Monitoring Form 
will be completed in respect of each staff member at  least three times a year (or more often if 
deemed necessary). The supervisor or assistant supervisor will complete the monitoring form for 
the staff, and a member of the board of directors (with staff input as needed) will complete the 
monitoring form for the supervisor.

  



Prohibited Practices
Under no circumstances will corporal punishment, abusive or belittling action or language, 
denial of basic human rights (food, sleep, clothing, shelter), or seclusion in a locked area be 
tolerated by parents, staff, or children while on Montrose premises.

Any negative controlled technique is not acceptable.
Negative techniques include:

o harsh discipline of any kind
o spanking or other physical abuse
o deprivation of food, shelter, clothing, bedding or activity other than a brief time away 

from the other children
o isolation in a small, dark or other inappropriate area
o verbal abuse
o humiliation
o threats
o swearing
o harassment
o yelling
o sarcasm
o indiscreet discussion of a child around other children or adults
o deliberate harsh or degrading measures to be used on a child that would humiliate a 

child or undermine a child’s self-respect
o any type of behavior that is sexually abusive
o lack of supervision
o leaving children unsupervised
o diverted attention for frequent or extended periods

Acknowledging Prohibited Practices
• Anyone observing or hearing a prohibited practice must report what he or she have 

seen or heard to the supervisor (or person in charge). The observer may (depending on 
the seriousness of the offense), approach the staff member in question to discuss what 
they  have observed and/or heard. If at all possible, the staff members involved are 
encouraged to arrange a meeting with the supervisor to discuss the incidence.

• The supervisor will complete a written document of the verbal information received; 
the person reporting will sign this document.

• The supervisor will investigate the reporting, which may  involve observation and 
private discussion with the staff involved and in certain cases, other staff members. In 
some situations, it  may be necessary to suspend the employee during the investigation. 
The supervisor will consult the board of directors and the personnel committee to 
determine if it is necessary to suspend the staff.

• Depending on the outcome of the investigation, several types of action can be taken:
o if the investigation is inconclusive, the supervisor will continue to observe the 

staff, providing continued documentation
o if the investigation is unsubstantiated, no further investigative or disciplinary 

action will be taken; the supervisor and the president of the board of directors and 
the personnel committee, if appropriate, will consider what further steps may  be 
required on a case by case basis.

  



o if the supervisor finds the report based on fact, action will be taken according to 
the severity of the case.

Action in Severe Cases
MCCC will follow the Child Abuse Policy in severe cases. If there is factual evidence that 
indicated harsh discipline or sexual abuse in any way, the employee will be dismissed 
immediately.  The reason for dismissal will be documented in the employee’s personnel file and 
notification will be sent to the Provincial and Metro advisors.

Action in Less Severe Cases
If there is factual evidence of a less severe prohibited practice by a staff member, an interview 
with the staff and the supervisor will be conducted. The employee will be encouraged to provide 
positive practices through self development and training, The employee will be notified, at the 
time of the interview, that such practices shall not be used, and that they are not acceptable at 
MCCC. Staff will be given a copy of the Behavior Management Guidelines to read and sign. The 
following steps will be taken:

• First incident - to be followed up by a written warning.
• Second incident - staff will be required to take an unpaid one day suspension.
• Third incident - dismissal of the staff.

All information will be kept on file. If an employee has been dismissed, a report will be sent to 
the Ministry of Community and Social services.

Disciplinary measures
Various criteria will be considered when determining the disciplinary measure to take.  Criteria 
may include:

• seriousness of the offence
• actual or potential risk or harm to the child
• past performance of the employee in general
• recent performance
• frequency of occurrence
• previous disciplinary action taken

CHILD ABUSE POLICY
Child abuse is any form of physical harm, emotional deprivation, sexual mistreatment, or neglect  
that can result in injury or psychological damage to a child.  Child abuse can be active, such as 
hitting, or passive, such as failure to show any affection towards a child.  When children suffer 
either emotional or physical pain, they are being abused.

Responsibility
Early Childhood Educators are in contact with young children daily.  This gives us a great 
responsibility for their care and protection.  Early Childhood Educators have very specific 
obligations to report child abuse that is outlined below in an excerpt from the Child and Family 
Services Act:

“A person, who is in the course of his or her professional or official duties, has reasonable 
grounds to suspect that a child is or may be suffering or may have suffered abuse

shall forewith report the suspicion and the information

  



on which it is based to a society.”  C.F.S.A.  68 (3)

Any professional who fails to report his/her suspicion of a child’s abuse is liable upon conviction 
to a fine of $1,000.00.  Everyone who makes a report to a children’s aid society of suspected 
abuse or neglect is protected by law in any subsequent lawsuit unless the person is proven to 
have acted maliciously or without reasonable ground.  We are not responsible for proving that 
abuse took place, but are responsible for identifying and reporting suspected abuse as soon as 
possible.

DUTY TO REPORT – Responsibility to report a child in need of protection:
CFSA s.72(1)
If a person has reasonable grounds to suspect that a child is or may be in need of protection, the 
person must promptly report the suspicion and the information upon which it is based to a 
children’s aid society and/or a family and children’s services organization.  Ontario’s Child and 
Family Services Act (CFSA) defines the term “child in need of protection” and sets out what
must be reported to a children’s aid society.  This definition (CFSA s.72 (1)) is set out in detail in 
the Day Nurseries Act 2.3.8‐9.  It includes physical, sexual and emotional abuse and neglect.
For more information, refer to the Day Nurseries Act or ask the Director.
The CFSA recognizes that persons working closely with children have a special awareness of the 
signs of child abuse and neglect, and a particular responsibility to report their suspicions, and so 
makes it an offence to fail to report. Any professional or official who fails to report a suspicion 
obtained in the course of his or her duties is liable to a fine of up to $1,000.19.

PLEASE NOTE:   This Act requires any person with a suspicion of child abuse to immediately 
report it to the Children’s Aid Society and then to the centre’s City of Toronto Childcare 
Representative.  Although recommended, the staff does not need to discuss the suspicion with the 
Director prior to reporting.

PARENT CODE OF CONDUCT

We all have the right to be safe and feel safe in our school community. The Montrose Child Care 
Code of Conduct sets clear standards of behaviour that apply to all individuals involved in our 
centre community including parents or guardians, volunteers, teachers, and/or Board members. 

These standards apply whether they are on centre property or at centre-sponsored events and 
activities. 

All members of the centre’s community are to be treated with respect and dignity regardless of 
race, creed, sexual orientation, disability or any other ground protected by Ontario’s Human 
Rights Code. 

All adult members have the responsibility to act as models of good behaviour. Foul language 
(swearing, name-calling, shouting,) is not appropriate. Individuals engaging in such behaviour 
will be asked to leave the premises immediately. 

Inappropriate behaviour or harassment of any kind towards a student, parent or teacher will 
result in immediate intervention up to and including the family’s expulsion from the centre and/

  



or police intervention. This type of behaviour includes but is not limited to harassment or 
intimidation by written note, email, words, gestures and/or body language. 

No weapons are allowed on centre property or at centre functions. The consequences for failure 
to comply will include but is not limited to the family’s expulsion from the centre. 

Alcohol and illicit drugs are not allowed on centre property or at centre sponsored events. The 
consequences for failure to comply will include but is not limited to the family’s expulsion from 
the centre. 

The privacy and confidentiality of our parents, guardians, teachers, volunteers and students is 
important to us. 

Gossip and Public criticism create a negative environment. We ask that parents raise any 
concerns regarding the daycare directly with the staff, supervisor or daycare Board. In order to 
foster positive environments we appreciate that parents go through the appropriate channels. Due 
to the permanent nature of posts on electronic mediums there should be no discussion of 
concerns on Facebook, My Space, personal Blog sites of other forms of electronic information 
sharing. 

Any pictures taken at the centre or during centre events are for the private use of the family only. 
These pictures cannot be posted in on-line photo albums (i.e. Photo bucket), Facebook, My 
Space, etc.) 

School cubbies are to be used solely for the purpose of communicating between parents and 
Montrose Child Care. They are not to be used for business promotion. 

This code of conduct must be signed by any and all adults that will be involved in your child’s 
experience at Montrose Child Care including parents, grandparents, siblings and care givers. 

I have read the Code of Conduct and agree to terms as stated.  I have been given the opportunity 
to review this document, ask question if required, and confirm that no further clarification is 
necessary.

WITHDRAW/SUSPENSION POLICY
Parents wishing to withdraw their child(ren) from Montrose Child Care. 

In the event that a parent/caregiver wishes to permanently withdraw their child(ren) from 
Montrose Child Care Centre the procedure set out below must be followed: 

Written Notice 
• Written notice of permanent withdrawal of your child (ren) must be given at least ONE 

MONTH IN ADVANCE, dated at the first of the month for the next month. 
• If notice is not received, full program fees will be charged. 
• A permanent space cannot be guaranteed if you wish to temporarily withdraw your child 

(ren). 
• If you do withdraw your child (ren), you must follow the application process if you wish 

to re-enrol. 

Withdrawal or Suspension of Services from Montrose Child Care Centre 

  



• There may be instances when Montrose Child Care Centre cannot accommodate the 
ongoing or future needs of a currently enrolled or wait-listed child (ren). 

• These matters will be brought to the attention of the Montrose Child Care Centre Board of 
Directors. 

• In the event it is determined that the program at Montrose Child Care Centre does not 
meet the needs of the child (ren), Montrose Child Care Centre reserves the right to require 
the withdrawal of the child (ren) from the program or waitlist. 

In order for a child or children to be discharged from Montrose Child Care Centre: 
• All relevant information must be documented 
• The Board of Directors must approve the discharge and 
• Four (4) weeks written notice will be provided (except as outlined below) 

Discharge Due to Breaches of Montrose Child Care Centre Policies

Upon admission into Montrose Child Care Centre, families are in good standing. 
However, breaching any of the policies outlined in the Parent Handbook places the family at risk 
of being found NOT in good standing with Montrose Child Care Centre. 

Parent and Child Code of Conduct (kindergarten/school age children)
As part of your contract with Montrose Child Care Centre, Montrose Child Care Centre reserves 
the right to withdraw or deny services if it is believed that the particular needs of your child (ren) 
or family cannot be appropriately met. Parents and children are required to sign that they 
understand and agree to follow the Code of Conduct. 

The decision for suspension and/or withdrawal will be based on, but not limited to, the following 
types of incidents: 

• Repeated physical acts against other children and/or staff (hitting, biting, or any other 
form of physical threat or assault). 

• Verbal attacks on other children and/or staff, which includes but is not limited to the use 
of threats, name-calling, as well as repeated profane or degrading language. 

• Racial and other discriminatory incidents, including but not limited to discrimination 
based on sex, religion, gender and sexual orientation. 

• A child (ren) who leaves the centre without permission and/or leaves the care of centre 
staff on or offsite. 

• Any verbal or physical abuse of staff by a child or child’s family member. 

We realize that occurrences and disputes will occur among children and it is not our intent to 
exclude children as a result of normal developmental incidents that assist them in acquiring 
problem-solving skills. However, as individual needs vary in terms of environment and program, 
some children many not benefit from the program offered in this centre. We will make every 
effort to meet the needs of your child (ren), which may require the assistance of an outside 
agency. If the behaviours still occur and it is still deemed that we are unable to meet the needs of 
you or your child (ren), and then services will be withdrawn, with approval from the Board of 
Directors. 

  



In extreme cases (as determined by the Supervisor with approval from the Board of Directors) of 
violent or threatening behaviour by either a child, a parent or a caregiver where the safety of 
other children and/or the Montrose Child Care Centre staff are at risk, the four (4) weeks' notice 
of withdraw is waived. 

The Supervisor and the President of the Board of Directors (or designate) will meet with the 
parent/caregiver immediately and the parent/caregiver will be required to withdraw the child(ren) 
from Montrose Child Care Centre at a time set by the Board of Directors in its sole discretion. 

The Procedures for suspending or terminating a child’s participation are as follows: 
• All incidents will be documented by staff using the Incident Report Form 
• Parents must sign the form and a copy will be kept in child’s file 
• Supervisor will determine which incidents in the Code of Conduct are deemed worthy of 

suspension based on the seriousness of the incident. 
• If a child is to be suspended, the Supervisor removes the child from the program room 

and remains in the child care office.
• Contacts parents immediately to inform them of the required suspension, the reason for 

and length of suspension. 
• Discusses the need for a meeting prior to the child returning to the centre. 
• Parents must pick child up within the hour. 
• Parents and Supervisor must sign Suspension Form. 
• 1st Suspension is for 24 hours from the time of pick up. 
• Upon re-entry, parents, child and Supervisor will review and sign the Re-Entry 

Agreement Form. 
• 2nd Suspension is for 48 hours from pick-up time and 
• 3rd Suspension is for 72 hours from pick-up time 
• The Board of Directors is notified of all suspensions via email 

Should 3 suspensions occur the Supervisor will determine the appropriateness of the child 
continuing in the child care and may make a recommendation to the Board to terminate our 
services. The Board of Directors will approve the termination immediately. 

BIAS-FREE (Access) and EQUITY POLICY AND PROCEDURE
Montrose Child Care Centre assures its commitment to eliminate attitudes and behaviour 
directed at an individual or group based on race, ancestry, place of origin, colour, ethnic 
background, citizenship, religious belief or non-belief, creed, gender, sexual orientation, age, 
physical challenges, education, and marital, economic or family status.

Montrose Child Care Centre will provide an opportunity for staff, board members, children and 
families to learn about racism and discriminatory behaviour and the strategies to combat and 
resolve bias conduct.  Staff will take a proactive approach to racial and discriminatory incidents 
by teaching and modeling positive interactions, and conflict resolution skills, such as 
peacemaking and logical consequences procedures.  The goal of our centre is to create policies 
and programs that are non-discriminatory, culturally sensitive and promote service equity.
Montrose Child Care Centre understands the immense impact discriminatory and racist incidents 
have on an individual or group and will provide immediate support to reduce the negative effect 
which can result.

Whether a resolved or unresolved incident of racism or discrimination has taken place, the 

  



individuals have the right to make a human rights complaint according to the Human Rights 
Code.
Introduction
As a centre for early learning and care, it is of utmost importance to identify, address, educate 
and prevent racial and ethno-cultural bias, harassment and discriminatory behaviour.  Montrose 
Child Care Centre strives to provide an environment where children, families and staff can 
develop positive self-esteem, confidence, and a positive self image.  We believe that if a person 
can identify with their own culture and take pride in their heritage they will become more 
accepting and respectful of others.  It is our intention that the following policy and procedure 
will aid in playing and working in a bias-free environment.

Racial and Discriminatory Incidents Defined
In order to combat racism and discriminatory behaviour all individuals must be clear as to what 
these types of behaviours include.  These behaviours may be overt and obvious or subtle and 
insidious, and can include the following: verbal, physical, exclusion or avoidance, written and/or 
inaction/passive behaviours.

• Verbal behaviours include: name calling, insults, slur, degrading or unwelcome remarks, 
racial or otherwise derogatory jokes, innuendoes and, or taunting.

• Physical behaviours include: threatening or rude gestures, physical intimidation or 
assault, insulting actions or practical jokes and vandalism.

• Exclusion or avoidance behaviours include: refusing to talk, play, work or associate with 
someone because of race, ancestry, place of origin, colour, ethnic background, 
citizenship, religious beliefs, creed, gender, sexual orientation, age, marital, economic 
and family status, education and physical challenges.

• Written materials include: creating, displaying, or distributing racist, derogatory or 
offensive materials.  These can include jokes, pictures, cartoons, or written material that 
imply the inferiority or superiority of a group of people.

• Inaction or passive behaviours include: not taking an incident seriously, and/or not acting 
to resolve an incident.  Dismissing the incident as unintentional or too trivial is an 
example of passivity.

Responding to Biased/Racial and Discriminatory Incidents
When responding to an incident, the actions of the staff, children, parents, board members and 
other may vary according to who is involved.  Each incident will be different.  This procedure 
outlines the general steps that can be involved in reaching a resolution.  These steps may be 
followed completely or terminated at any point depending on the incident and the individuals 
involved.  The intent of this procedure is to bring about a positive resolution, while ensuring the 
discriminatory behaviour is eliminated.

When incidences occur between children, staff must respond immediately.  Attention must be 
given to re-establish the targeted child's self-esteem and change the offending child's behaviour 
(see Responding to Incidences Between Children).

Staff will take a proactive approach to racial and discriminatory incidents by teaching and 
modeling positive interactions and conflict resolution skills such as logical consequences and 
peacemaking procedures.

  



All racial incidents will be reported immediately to the supervisor.  The supervisor has the 
primary responsibility for ensuring the incident is investigated.  If the allegations involve the 
supervisor, the president of the board of directors will assume responsibility.  All incidents of 
racial behaviour must be reported to the Children Services within 24 hours of the occurrence.  
Depending on the severity of the incident, Children's Aid or the police may be also involved in 
the investigation.  Care and sensitivity are essential to the resolution process.

Specific Procedure 

Incidents Between Children
At the outset, staff will investigate the circumstances of the incident and try to resolve the matter 
by talking to the children.  The staff will explain why the behaviour was hurtful and suggest 
some positive ways of handling a similar situation in the future.

1. Both of the children will be spoken to individually.  The child who was the target in the 
incident will be immediately and publicly supported to acknowledge the hurt she or he 
has suffered.  This will help re-establish the child's self esteem.   The offending children 
will be assisted in seeking acceptable ways to express themselves.

2. If other children witnessed the incident, the staff will use the occurrences as a learning 
experience for the whole group.  The staff will discuss what happened, why it was not 
acceptable and problem-solve other ways to resolve similar situations.

3. The incident will then be documented on the bias reporting form.  Documentation should 
include the first names and last initial of the individuals involved and as much detailed 
information as to what occurred and how it was resolved.

4. The incident should be discussed with each child's parent(s).  The discussion will be used 
as an opportunity to review the Bias-Free (Access) and Equity Policy and Procedure, and 
the day care's expectations. 

5. If there is a reoccurrence involving the same instigator, the supervisor will meet with the 
parents to review the Bias-Free (Access) and Equity Policy and Procedure.  The intent of 
this meeting is to look at possible reasons for the continued inappropriate behaviour and 
to attempt to correct the child's conduct with support and assistance of the family.

6. If there is a reoccurrence with a particular age group or room, the supervisor will meet 
with the staff and review the Bias-Free (Access) and Equity Policy and Procedure.  
Discussion of possible reasons and effective ways to deal with these behaviours will be 
reviewed.

Incidents Between Children and Adults
1. All incidents between children and adults shall be reported to the supervisor immediately.
2. The incident will be investigated.  Any adults alleged to be involved and all witnesses 

will be interviewed.
3. If the investigation implicates a staff member, the supervisor will follow the guidelines 

laid out in the Disciplinary Policy and Procedure.  All circumstances in which a staff 
member is considered the offender will be reported to the Ministry of Community and 
Social Services/Ministry of Children and Youth Services as a serious occurrence within 

  



24 hours of the incident.  The unacceptable behaviour may also be subject to legal action 
under the Ontario Human Rights Code.

4. Everyone involved in the incident, whether as a target or witness, will be supported 
throughout the investigation process.

Incidents Between Adults
1. All incidences involving adults shall be reported to the supervisor immediately.  The 

supervisor will assure the targeted person that the matter will be investigated and follow-
up action will take place.  The supervisor will follow the investigative procedure and try 
to resolve the matter with the parties involved and inform them of the program's Bias-
Free (Access) and Equity Policy and Procedure.  The supervisor will adhere to the 
problem-solving procedure as well as the Discrimination and Harassment Policy, student 
handbook and parent handbook.  All incidents will be documented using the reporting 
form.

2. If the incident is not resolved through the initial investigation, or if the incident is a 
reoccurrence, then a second meeting will be arranged with all parties involved.  If after 
this meeting the issue is still contentious, the board of directors of Montrose Child Care 
Centre will become involved.

3. If the allegations implicate a staff member's conduct, as prohibited by the Bias-Free 
(Access) and Equity Policy and Procedure, the supervisor will follow the disciplinary 
procedure.  If two staff are involved, the supervisor will investigate and attempt to 
resolve the issue by meeting with both parties.  Both staff will be reoriented to the 
Harassment and Discrimination Policy and the Bias-Free (Access) and Equity Policy and 
Procedure.  Upon completion of the investigation, if one or both staff are implicated, the 
staff member/s may be subject to disciplinary action in accordance with the disciplinary 
procedure outlined in the Montrose Child Care Centre's Personnel Policy.

Responding to the Parties Involved 
The response of the staff member to incidences of bias is important in helping eradicate 
behaviour from our centre.  Listed below are some suggested ways for supporting all the parties 
involved.  It is not meant to be a complete list but a guide to help those overcome the trauma 
experienced when a biased or discriminatory incident occurs.

Responding to the Target Child
The staff member's primary role is to provide immediate emotional support, comfort and 
reassurance to the child's self-esteem and self image.  Hugging, holding, and standing next to the 
child may do this.  Comforting the child in the presence of the group can elicit empathy from the 
child's peers.

• Ask for and listen to the child's version of what happened.
• Explain that the biased/discriminatory behaviour was not her or his fault.  Stress that it 

was hurtful, and not allowed in the day care.  Reassure the child that the other child will 
be spoken to.

  



• If the child used acceptable ways to deal with this incident, compliment the child for not 
hitting back, name calling, etc.

• Let the child know that you will try to make sure that another incident does not occur 
again.

• Reassure the child's self-image and self-esteem.  For example, you could say, "You do not 
deserve to be treated like that."  Remind the child of her or his positive achievements.

• Inform the parents about the incident and how it was resolved.
• Follow up with the child over the next few days to discuss any lingering feelings of 

doubt.  Monitor the child for signs of withdrawal.

Responding to the Offending Child
When responding to the offender, the focus should be on correcting the behaviour and giving the 
child the tools to deal with her or his emotions in an acceptable manner.  Help the child to 
understand why her or his actions were hurtful.

• Remove the child from the group.  Being corrected in front of the group is embarrassing 
and demeaning.  Ask the child what happened.

• Tell the child her or his behaviour is not allowed and explain why.  Some examples of this 
could be: "It hurt someone"; "Everyone needs to be treated with respect"; "There are 
better ways to express your anger."

• Try to teach the child different ways to react when angry or frustrated: by talking to a 
staff member; walking away; and through conflict resolution techniques.

• Inform the parents of the parents of the incident and how it was resolved.

The child needs to learn more acceptable methods to deal with anger.  The child will not learn 
these techniques if the response to the incident is trivialized with statements such as "Don't do 
that, it's not nice".  The child also learns that there are no consequences for this behaviour; he/she 
does not recognize the hurt done to the other child.

Responding to the Witness
• It is crucial that all incidents are discussed with the witnesses.  Witnesses play an 

important part in learning and understanding of biased behaviours.  The witnesses may be 
emotionally involved and can be hurt or upset by the occurrence.  They can verify the 
facts of what happened, especially if there are conflicting reports.

• Talk to the witness as a group.  Allow witnesses to discuss what they saw or heard and 
express their feelings and opinions.  Do not pressure anyone to discuss the incident or 
take one side over the other.

• Witnesses may describe variations of the incident.  Different versions are a reflection of 
different perspectives of the event.

• Explain to the group how the behaviour affected the individual (it hurts, it's unfair, and it's 
untrue) and why it is not allowed (it makes someone feel left out, divides the group, and 
disrupts the class).  Discuss with the group the importance of respecting and including 
everyone in the group.

• Reintroduce room rules (if applicable) and your expectations in the group.

  



• Encourage empathetic feelings for the target person for the group.

Questions regarding the incident may arise.  Deal with these questions honestly and openly, 
keeping in mind confidentiality and the feelings of those involved. 

Responding to the Environment
Once a bias incident has been documented, re-evaluate the program and curriculum, materials 
and props to ensure the program is reflective of a bias-free environment.  Explain or problem-
solve with the group regarding appropriate behaviour.

Review conflict resolution techniques such as peacemaking, and logical consequences.  Review 
or introduce new room rules and expectations.  Have a discussion about unacceptable 
behaviours, such as name-calling, teasing, and exclusionary behaviours.  Discuss and agree upon 
consequences for these behaviours.

Conclusion
It is the hope and belief of Montrose Child Care Centre that the Bias-Free (Access) and Equity 
Policy and Procedure will assist in abolishing discriminatory and biased behaviours from our 
centre.  We feel confident that the policy in place will effectively deal with any incidences in a 
sensitive manner and promote positive resolutions within a caring environment.

FREEDOM OF INFORMATION WAIVER
On-going communication between all of the adults in your child's day enhances his/her school 
and child experiences.  We ask that you kindly sign this consent which allows the child care and 
the school to share information once they are attending school.  There may be times where staff 
of Children Services or the Ministry of Community and Social Services will be looking at your 
child's file.

I/We hereby consent for the staff of Montrose Child Care and Montrose Public School to 
communicate with each other regarding information which relates to the physical, emotional, 
intellectual, and social development of my child.

I/We understand that any written communication will be kept in my child's file in the child care 
office and may be viewed only by myself, the staff of Montrose Child Care, and the staff of 
Montrose Public School, staff of Children Services or the Ministry of Community and Social 
Services.  A copy of this signed waiver will be kept in my child's file in the child care office.

EMERGENCY TREATMENT PROCEDURE
In my/our absence, I/we consent to the staff/representative of Montrose Child Care Centre the 
authority to approve any and all emergency medical treatment as deemed necessary by 
recognized medical personnel or hospital officials.

FIELD TRIP AUTHORIZATION
I/we hereby consent to Montrose Child Care Centre staff the authority and responsibility of my 
child on authorized field trips, excursions, and walks outside the day care property during regular 
operating hours.

  



PHOTO WAIVER
Photographs will be taken of each child enrolled in the centre. (i.e. field trips, birthday parties, 
events at the centre, etc.)  Occasionally, students will document various aspects of children’s 
everyday activities by photographing them. These pictures will never be distributed, published or 
leave the premises of the centre.

SMOKE FREE POLICY
Montrose Child Care Centre is located in Montrose Public School and we comply with the 
Smoke-Free Ontario Act.  No person shall hold a light cigarette or smoke in the child care centre 
or in the playground whether children are present or not. 
There are “No Smoking” signs posted throughout the centre and in all washrooms.  Smoking is 
prohibited at all times and anyone who refuses to comply is in contravention of the Smoke-Free 
Ontario Act.   Therefore every staff/student/volunteer/parent/visitor will be informed that 
smoking is prohibited in our centre. 

PARKING
The parking at Montrose is very limited.  There are four parking spaces at the south end of the 
school that may be used by parents, and the small stretch of Beatrice Ave that curves around to 
meet Montrose Ave. is another good spot to park.  There is no legal parking in front of the school 
during the day, but if you are in and out of the building quickly, there shouldn’t be any problem.  
Keep your hazard lights on when running in and out of the building.  Never, ever leave your car 
doors unlocked, windows open, or valuables unattended in the car while you are dropping off or 
picking up your child at the day care.  Please do not block other cars that are parked in the lot at 
the back of the school, even if just for a moment

  


