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Welcome to our Child Care and Early Learning Centre 

The early years are important.  A child’s brain and body develop very quickly in the first years of life.  The 
experiences children have in early childhood have a lasting effect on their health and well-being. 
 
We are committed to providing child care and early learning programs that enhance opportunities for 
child development and that support families.  We offer play-based learning in a nurturing environment, 
guided by trained educators.  In this handbook you’ll find information about our centres including our 
philosophy of care as well as key policies and procedures that support the safety and well-being of your 
child and that outlines our commitment to you as parents. 
 
We value individuality and build on the strengths of each child and family, and adapt to meet your 
needs, in a warm, responsive and inclusive atmosphere.  We engage in child-initiated, teacher supported 
play based learning that follows How Does Learning Happen?  Ontario’s Pedagogy for the Early Years 
(2014).  Our emphasis is on the learning process rather than the end product.  We provide safe 
environments and experiences both indoors and outdoors to engage children in active, creative and 
meaningful exploration, play and inquiry.   
 

We see educators as knowledgeable, resourceful, and rich in experience, and we value the experiences 
and environments they create for children.  Our educators are reflective practitioners who learn about 
children using various strategies.  They listen, observe, document and discuss with other educators, as 
well as with the children, families, and caregivers to understand each child as a unique individual.  They 
use this information to learn how children make meaning through their experiences in the world around 
them and to create a rich learning environment to support their growth and development.   
  

 

Licenced Child Care and Early Learning Programs  

Pathways Atelier at St. Mary School, 755 Flinders Avenue  

· Toddlers:  18 months to 2.5 years 

· Preschoolers:  2.5 years to 3.8 years 

· School Age:  3.8 years to 12 years 
  
Tall Oaks Atelier at Robert Moore School, 528 Second Street E.  

· Infants*:  0 months to 18 months 

· Toddlers:  18 months to 2.5 years 

· Preschoolers:  2.5 years to 3.8 years 

· School Age:  3.8 years to 12 years 
 

*Note:  The infant program at this site is anticipated to open spring 2020. 

Pathways Atelier School age program at JW Walker School, 475 Keating Avenue 

· School Age: 3.8 years to 12 years 

Pathways Atelier School age program at St. Michaels School, 820 Fifth Street East 

 School Age: 3.8 years to 12 year 
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Hours of Operation   

7:00 AM – 6:00 PM 

We offer child care services Monday through Friday year round with the exception of the holidays listed 

below when the centres are closed. 

 New Year’s Day  Family Day   Good Friday  Easter Monday 

 Victoria Day  Canada Day  Civic Holiday  Labour Day 

 Thanksgiving Day Christmas Day  Boxing Day   Remembrance Day 

We are open for a half day on each Christmas Eve (December 24) and New Year’s Eve (December 31) 

when these holidays land on a weekday.  The centres close at 12:00 PM on these days.  *As determined 

by the Board 

Please note that if New Year’s Day, Canada Day, Christmas Day or Boxing Day falls on a weekend, the 

Friday, Monday or Tuesday may be closed in lieu of the statutory holiday. 

Any professional development days that will require the Child Care Centre to close, written notification 

will be sent to parents three (3) weeks in advance. 

School Closures may result due to circumstances that are beyond our control (i.e. severe inclement 

weather conditions, power failure).  When the school is closed, the Child Care Centre will be closed.   

In the event of a school and Child Care Centre closure, it will be announced on B93.1  

 

 Child Care Rates 

Program Daily Rates 

Infant $60.00 

Toddler $40.00 

Preschool $39.00 

School Age  

Full Day $37.00 

Before School only $8.00 

After School only $11.00 

Before and After School $19.00 
 

We offer a discount of 5% (for each additional child) for families with multiple children.   

First child rates apply to the youngest child enrolled in full day care. 

 

Child care fee subsidy can help you with your child care fees.  It provides financial support to those who 

qualify to assist with the costs of licensed child care programs in the Rainy River District.   For more 

information please contact the Rainy River DSSAB office or visit our website. 

 

 

 



5 | P a g e  
 

Payment Method 

Payments can be made by cash, cheque or money order at the Rainy River DSSAB office located at 450 

Scott Street, Fort Frances. 

Child care fees are due the 1st and the 15th of each month.  If payment of outstanding fees is not 

received by the end of the current month, child care may be denied.  If you are unable to make your 

payment, arrangements can be made by contacting the Rainy River DSSAB finance officer to set up a 

payment plan.  This must be done prior to the payment due date.  Full fees are required regardless of 

days missed due to vacation, illness, inclement weather, or statutory holidays. This applies to all children 

whether they are full or part time. 

An NSF or returned cheque is subject to a $30.00 service fee – this rate is subject to change based on 

current bank rates. 

Arrivals and Departures 

Upon arrival please ensure that your child is greeted and properly signed in by an educator.  This is to 

ensure the safety of your child and also provides an opportunity for any communication that may need 

to take place between you and the educator.  When picking your child up please make sure to let the 

educator know that you have arrived and are taking your child so that they can sign your child out with 

the time of departure.   Thank you for dressing and undressing your child at arrival and departure.   

We invite parents to drop into the centre at any time, and recognize that for some parents and 

caregivers, arrival and departure are the only opportunities to meet and talk to your child’s educator 

and friends.   

Our centres close at 6:00 PM so all children must be picked up before this time.  The parents and 

caregivers of children who remain in the centre after 6:00 PM are subject to a $20.00 late fee charge as 

of 6:01 PM and for every 15 minutes thereafter.  We are aware that parents experience occasional 

emergencies that make it impossible to arrive on time. If you anticipate being delayed past your 

scheduled pick up time please call to notify the centre. 

In the event that you are late picking up your child and have not called to notify the centre and staff are 

unable to contact you and no other designated person can be contacted, the Supervisor or educator will 

wait an additional 15 minutes beyond the late pick-up time at which time Family and Children’s Services 

will be contacted and the child placed in their care.   

Late fee charges will be invoiced to parents and must be paid within 10 days of the date of the notice.  

If these fees are not paid, all child care services will be suspended until fees are paid in full.  Child care 

fee subsidy does not cover late fees as these are the responsibility of the parent. 

Release of Children 

If you are not picking up your child, please inform the educators. We will not release your child unless 

the individual picking up your child is on the pickup list or we have been told to do so. Individuals picking 

up your child will be asked to produce photo identification before releasing your child. 
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Reporting Your Child’s Absence 

A courtesy phone call (you may leave a voicemail) or text from the parent must be made to the centre 

by 8:00 AM if your child will be absent for any reason.  Parents are responsible for payment of regularly 

scheduled spaces whether they are utilized or not.   

In the case of an after school program, it is very important that you leave a message before 3:00 p.m. for 

the staff otherwise if your child cannot be found after school and we cannot get a hold of you, we will 

follow our Missing Child Policy. 

Contact numbers: 

Tall Oaks Atelier                             (Robert Moore main child care) 807-271-3307 

Tall Oaks School age program     (Robert Moore) 807-271-6298 

Pathways Atelier                              (St. Mary main child care) 807-271-3294 

Pathways School age program    (J.W. Walker) 807-271-3749 

Pathways School age program    (St. Michaels) 807-271-1039 

Pathways School age program    (St. Mary) 807-271-2255 

 

Child Care Supervisors: 

Alicia Gattoni Pathways Atelier and School age program  

(location:  St. Mary School,  oversees J.W. Walker 
and St. Michaels) 

807-271-3294 

Alyssa Koomans Tall Oaks Atelier and School age program 

(location:  Robert Moore School) 

807-271-3307 

 

Change of Information 

It is the responsibility of the parent to inform the centre in writing to the Child Care Supervisor of any 

changes that need to be made to their child’s registration form.  For example:  change of pick up 

persons, new allergies, new phone number, etc. 

Admission and Discharge of families 

Admissions:  Parents/guardians will be provided with 2 business days to accept a child care spot when a 

space is offered.  Parents/guardians will have 3 business days after accepting a spot to complete and 

hand in all registration forms, immunization forms, consent forms and have a meeting with the Child 

Care Supervisor.  When a parent has not responded in the given timeframe, that spot will be offered to 

the next child on the wait list.  Parent/guardian applications will default to the bottom of the wait list.  

*Please see wait list policy 
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Discharge: Services for a child will terminate at the age as determined by the child care license or at the 

discretion of the Supervisor.  Service may terminate for failure to comply with terms of the enrollment 

agreement, including maintaining their financial agreement.  Service may be discontinued at the 

parent’s discretion. 

Two weeks minimum notice is required for termination of service by the parent and/or Supervisor.  

Parents may be responsible for the full fee cost if the child is removed without proper notice. 

All notices of termination of service originating with the child care program will be given to the parents 

verbally and in writing, stating the reasons.  For any termination originating with the child care program, 

the Supervisor will provide documented evidence to support the reasons for the termination. 

Wait List Policy 

 Our Child Care Centre will strive to accommodate all requests for the registration of a child. 

 Where the maximum capacity of a program has been reached and spaces are unavailable for 

new children to be enrolled, the waiting list procedures set out below will be followed. 

 No fee will be charged to parents for placing a child on a waiting list. 

Procedures 

a)  Receiving a request to place a child on the waiting list 

1. The Child Care Supervisor will receive parental requests to place children on a waiting list via 

Child Care Wait List Application (applications may be picked up at the Child Care Centre, or 

found online at www.rrdssab.ca) 

b) Placing a child on the waiting list 

1. The Child Care Supervisor will place a child on the waiting list in chronological order based 

on the date and time that the request was received. 

 

2. Once a child has been placed on the waiting list, the Child Care Supervisor will inform 

parents of their child’s position on the list. 

c) Determining Placement Priority when a Space Becomes Available 

 Priority for a child care space will be given in the following order: 

1. When space becomes available in the program priority will be given to children who are 

currently enrolled and need to move to the next age grouping. 

 

2. Once currently enrolled children have been placed priority will be given to siblings on the 

wait list of currently enrolled children. 

 

3. Priority will be given to Ontario Works or ODSP parents who are enrolled in an education 

program and/or employment activities. 

 

http://www.rrdssab.ca/
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4. All other children on the waiting list will be prioritized based on program availability and the 

chronology in which the child was placed on the waiting list. 

 

5. Priority will be given to families requiring full-time care. 

 

6. If there are no requests for full-time care, then the Supervisor will offer part-time care to 

families with set schedules.  Every effort will be made to match families that have 

complimentary schedules.  For example a Monday, Tuesday, Thursday schedule will be 

matched with a Wednesday, Friday schedule.  This will ensure the maximum use of available 

spaces.   

d) Offering an Available Space 

1. Parents of children on the waiting list will be notified that a space has become available in 

their requested program via telephone (primary method) or by email/text if a working 

phone number is not available. 

 

2. Parents will be provided a timeframe of 2 business days in which a response is required 

before the next child on the waiting list will be offered the space.   

 

3. Once a parent has accepted a child care spot, they will have 3 business days after accepting 

the spot in which to complete the registration process, which involves completing all 

registration forms and meeting with the Child Care Supervisor. 

 

4. Where a parent has not responded within the given timeframe, the Child Care Supervisor 

will contact the parent of the next child on the waiting list to offer them the space. 

 

5. If a parent does not respond to an offer of a space within the timeframe or declines a space 

available, their application will default to the bottom of the waiting list. 

e) Responding to Parents’ Inquiries about their Child’s Placement on the Waiting List 

1. The Child Care Supervisor will be the contact person for parents who wish to inquire about 

the status of their child’s place on the waiting list and will respond to parent inquiries about 

the child’s current position on the list. 

f) Maintaining Privacy and Confidentiality 

1. The waiting list will be maintained in a manner that protects the privacy and confidentiality 

of the children and families on the list and therefore only the child’s position on the waiting 

list will be provided to parents. 

2. Names of other children or families and/or their placement on the waiting list will not be 

shared with other individuals. 

g) How to enroll and what to bring (once you have been contacted by the Child Care Supervisor) 

1. Complete all registration forms necessary for your child 

2. Submit your child’s immunization form 
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3. The Child Care Supervisor will set up a time for you to visit the centre with your child to 

meet their educator and tour the centre 

4. Bring your child a complete change of clothing, including non-slip indoor shoes to be left at 

the centre, appropriate clothing for the weather as they will be going outside daily and a 

small blanket for rest time.  Diapers and baby wipes are to be supplied by the parent.  

We ask that your child be dressed in clothing that is appropriate for physical and sometimes “messy” 

activities.  Please label all articles of clothing to avoid confusion. 

The centres are not responsible for lost or broken items.  The children are not permitted to bring toys 

from home unless specified by the program. 

Program Statement 

 

Our Vision 

The Rainy River District Social Services Administration Board Child Care Centres are proud to offer early 

learning programs that are consistent with the Ministry of Education’s policies, pedagogy, and 

curriculum. We engage in child-initiated, teacher-supported, play-based learning that follows How Does 

Learning Happen? Ontario’s Pedagogy for the Early Years (2014).  We feel that this document accurately 

mirrors our child care vision and that our programs are reflective of the four foundations:  

 Belonging 

 Well-Being 

 Engagement 

 Expression. 

The Family 

When we recognize and build on the strengths of families and the love they have for their children, 

everyone benefits – families know their children best.  Creating environments that welcome families 

into the space, inviting their perspectives and providing opportunities for families to participate in 

meaningful ways (that they are most comfortable with) on an ongoing basis, will better support their 

sense of belonging.  Our programs strive to be responsive to the cultural and linguistic diversities that 

are integral to each family. 

The Community 

Early years settings can play a key role in promoting the visibility, inclusion, and active participation of 

young children in society. Opportunities to engage with people, places, and the natural world in the 

local environment help children, families, educators, and communities build connections, learn and 

discover, and make contributions to the world around them. Communities benefit from the rich 

experiences they have in learning about, with, and from children. 

The Educator 

http://www.edu.gov.on.ca/childcare/HowLearningHappens.pdf
http://www.edu.gov.on.ca/childcare/HowLearningHappens.pdf


10 | P a g e  
 

The role of the educator is multi-dimensional. They use a warm, responsive, and inclusive approach to 

build positive relationships with children, families, colleagues, and communities.  Educators participate 

as co-learners with families and children – learning with children, about children, and from children. 

They engage in reciprocal relationships with families and caregivers, learning about, with, and from 

them.  

Educators are reflective practitioners who learn about children using various strategies. They listen, 

observe, document, and discuss with others, families in particular, to understand children as unique 

individuals. They observe and listen to learn how children make meaning through their experiences in 

the world around them. 

Within our centres, we work to co-regulate with children, providing them safe spaces where they can 

learn to independently self-regulate.  Our educators share a view of children and families as being 

capable, competent, curious, and rich in potential. 

The Environment 

The environment reflects the ideas, values, attitudes, and cultures of those who use the space. Children 

thrive in indoor and outdoor spaces that invite them to investigate, imagine, think, create, solve 

problems, and make meaning from their experiences – especially when the spaces contain interesting 

and complex open-ended materials that children can use in many ways.  Long periods of uninterrupted 

play, with few transitions, ensure that children are calmer and more engaged.  A growing body of 

research suggests that connecting to the natural world contributes to children’s mental, physical, 

emotional, and spiritual health and well-being.  Providing daily opportunities to explore, care for, and 

interact with the natural world helps to strengthen these connections. 

Documentation 

As suggested by Carlina Rinaldi, pedagogical documentation is a way of listening to children, helping us 

learn about children during the course of their experiences and to make this learning visible to others 

for interpretation. It encourages educators to be co-learners alongside both children and families. 

Pedagogical documentation supports educators in both including child development in their view, but 

also looking beyond development to capture broader aspects of experience for reflection. 
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Health, Safety, Nutrition and Well-being 

A) Emergency Management Policy and Procedures 

As required under the Child Care and Early Years Act, 2014 (O. Reg. 137/15, s 68.1), this policy is to 

provide clear direction for staff and licensees to follow to deal with emergency situations.  The 

procedures set out steps for staff to follow to support the safety and well-being of everyone involved.   

Staff will ensure that children are kept safe, are accounted for and are supervised at all times during an 

emergency situation. 

In the event of an emergency, staff will follow the direction of emergency services personnel to ensure 

the safety of all children attending the child care centre.   Parents of the children attending the 

centre will be notified by the Child Care Supervisor or Designate as soon as emergency services 

personnel have given the “all clear” of a situation or evacuated the child care centre to a 

designated meeting space. 

Only emergency services personnel are allowed to enter or exit the child care centre during a 

lockdown or hold and secure.  Parents will be notified as soon as it is safe to do so.  

Evacuation: 

 
For Situations that require evacuation of the child care centre, the meeting place to gather 
immediately will be located at: 
 
J.W. Walker School:                         meeting place will be Energy Fitness  
St. Mary School :                                meeting place will be South East corner by Board Office 
Robert Moore School:                     meeting place will be South East corner of school playground 
St. Michael’s School                          meeting place will be South East side corner of kiss and ride 
 

If it is deemed ‘unsafe to return’ to the child care centre, the evacuation site to proceed to is 
located at: 
 
J.W. Walker School:                         evacuation site will be Copper River Inn 
St. Mary School:                                 evacuation site will be Copper River Inn 
Robert Moore School:                     evacuation site will be Rainy River DSSAB office 
St. Michael’s School                          evacuation site will be Fort Frances Technology Centre 
 
In the event of an evacuation, classroom staff will ensure that the children’s emergency 
contact information is taken along with the attendance form. 
 
**Neighbouring schools may not be the best location for off-site evacuation locations as they 
too may lock down once they become aware of an incident at a nearby school** 
 
Note:  all direction given by emergency services personnel will be followed under all 
circumstances, including directions to evacuate to locations different than those listed above. 
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B) Behaviour Management (CCEYA, O. Reg.137/15 s48) 

The following are prohibited practices with respect to a child receiving care at a child care centre. 

No licensee shall permit, with respect to a child receiving child care at a child care centre it operates or 
at a premise where it oversees the provision of child care: 

 Corporal punishment of the child; 
 

 Physical restraint of the child, such as confining the child to a high chair, car seat, stroller or 

other device for the purposes of discipline or in lieu of supervision, unless the physical restraint 

is for the purpose of preventing a child from hurting himself, herself or someone else, and is 

used only as a last resort and only until the risk of injury is no longer imminent. 

 Locking the exits of the child care centre or home child care premises for the purpose of 

confining the child, or confining the child in an area or room without adult supervision, unless 

such confinement occurs during and emergency and is required as part of the licensee’s 

emergency management policies and procedures; 

 Use of harsh or degrading measures or threats or use of derogatory language directed at or used 

in the presence of a child that would humiliate, shame or frighten the child or undermine his or 

her self-respect, dignity or self-worth; 

 Depriving the child of basic needs including food, drink shelter, sleep, toilet use, clothing or 

bedding; or  

Inflicting any bodily harm on children including making children eat or drink against their will 

Behaviour management and guidance strategies will be directly related to the nature of the problem or 

challenging behaviour.  Guidance strategies will be appropriate to the developmental level of the child 

and used in a positive and consistent manner. 

C) Placement of Students and Volunteers 

We welcome the placement of students and volunteers into the various programs offered in our child 

care centres.  We believe it is a valuable opportunity to gain experience in an early learning 

environment.  Volunteers and students also play an important role in supporting staff in the daily 

operations of child care programs. 

Our policy provides supervising staff, students and volunteers with a clear understanding of their roles 

and responsibilities.   

 Students and volunteers will always be supervised by an employee and never permitted to be 

alone with any child or group of children who receive child care. 

Our policy is intended to fulfill the obligations set out under Ontario Regulation 137/15 for policies and 

procedures regarding volunteers and students for child care centres  
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D) Illness 

Each and every child must be well enough to participate in the centre’s daily activities (both indoor and 

outdoor).   

 It is important to prevent the spread of infectious diseases to other children and staff; therefore, 

when your child shows signs of sickness at home, or has a temperature, it is recommended to 

keep your child home that day.  Key signs and symptoms to watch for include: 

 *Fever over 38.3 C (100.4 F).  

 *Infected eyes or skin rash (child must seek medical care) 

 *Any type of contagious or communicable disease such as flu, measles, mumps, rubella or     

    chicken pox (may require a doctor’s note upon returning to child care) 

 *Unexplained diarrhea or loose stool combined with nausea, vomiting or abdominal  

            cramps. 

 *An acute cold with fever, runny nose and eyes, a “croupy” cough or congested to the  

           point that the child has difficulty breathing. 

 Staff will observe children daily for signs of illness.  If a child is showing signs of illness, staff will 

contact you regarding any changes in your child’s health and inform you if they need to be 

picked up.  In the event that a parent or guardian cannot be reached, the person(s) listed as an 

alternate contact will be called to pick up your child. 

 Your child must be symptom free for a 24-hour period (one full day school day) prior to 

returning to the centre or following medical advice from a physician. 

 

The staff will isolate an ill child from the other children and make them as comfortable as possible, 

but will not administer medication.  

Any medicine required to treat the above noted symptoms means that the child is too ill to attend 

child care.  Examples of medication include: Gravol, Tempera, and Tylenol.  

 

E) Medication 

Whenever possible, parents will be encouraged to administer drugs or medications to their children at 

home if this can be done without affecting the child’s treatment schedule.  If medication must be given 

to your child at the Child Care Centre, the legislation requires that parent provide: 

1. Written authorization forms (available at Centre), including reason for taking drug, dosage, time 

of day and dates drug is to be administered as well as any possible side effects. 

2. The medication must be in the original container, clearly labelled with the child’s name, name 

of drug, dosage, date of purchase and instructions for storage and administration of the drug. 

All medications for children, including non-prescription drugs, but excluding emergency medication such 

as epi-pens or asthma inhalers, must be given to the cook at the child care centre.  They are the person 

in charge of medication at our centres.  They will ensure that the medication is placed in a locked box 

and stored out of the children’s reach.  They will also ensure that the medication is given at times and in 

amounts specified on the medication dispensing form by themselves or their designate. 
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F) Allergies 

At registration, parents must inform the staff of any food allergies or restrictions their child may have 

and indicate this on the registration form.  Parents must inform the staff in writing of any changes in 

regards to their child’s allergies or food restrictions. 

Our Centres do not serve peanut butter or any other nut products as part of our daily menu.  We take 

every precaution possible to eliminate nut products from our Centre as many children are severely 

allergic to them and reactions can be fatal.   We ask that parents DO NOT send your child to the centre 

with any foods as many products may not appear to contain nuts, but may be contaminated during 

preparation or packaging.  If peanut butter or other nut products are consumed at home prior to coming 

to the centre, please be sure to wash children’s hands and faces thoroughly before entering the centre. 

G) Nutrition  

Infants, Toddlers and Preschoolers 

Children enrolled full time are provided with one nutritious meal and two snacks served at our centres 

daily.  A menu is posted so that you are aware of your child’s daily diet.  All meals and snacks are 

prepared following Canada’s Food Guide.  Milk and water are served daily to children. 

School Age Children 

School age children are provided with an afternoon snack (i.e. after school). 

School age children are required to bring a packed lunch from home on school holidays and professional 

activity (PA) days when they are attending the child care centre for a full day.  Please ensure that your 

child’s lunch is nutritious and nut free.   Milk and water are provided by the centre. 

H) Nap and Rest Routine 

In accordance with the Child Care and Early Years Act, a rest/nap time to a maximum of two hours must 

be provided each day.  Consideration is given to each child’s individual needs.  Each child has their own 

cot and bedding provided by the centre.  Bedding is changed and laundered weekly.  Children may bring 

a small blanket from home for rest time. 

I) Outings and Field Trips 

The children periodically leave the centre to go on walks or outings to facilities in the community.  

Parents will be informed of all outings requiring transportation prior to outing dates.  Permission to 

participate is provided in writing on the admission form. 

J) Sunscreen 

Sunscreen is provided for all children.  If due to an individual need your child requires their own 

sunscreen it needs to be provided to a staff member and labelled and maintained at the centre for your 

child’s use.  Please apply sunscreen to your child in the morning. Throughout the day staff will re-

administer as necessary.  Permission to participate in the sunscreen routine is provided in writing on the 

admission form. 

https://food-guide.canada.ca/static/assets/pdf/CFG-snapshot-EN.pdf
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K) Outdoor Play 

Outdoor play is an important part of child development.  The need to have fresh air daily and the 

opportunity for gross motor activities can be most naturally met in a challenging, well-supervised 

playground setting.  The Child Care and Early Years Act requires at least 2 hours of outdoor play daily for 

children enrolled for 6 or more hours.  School age children are required to have 30 minutes of outdoor 

play. 

We go outdoors in all types of weather including rain, snow, and sunshine.  Please dress your child 

accordingly and send extra clothing that can be left in your child’s locker.   
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Conflict Resolution Policy 
(Parent issues and concerns) 

 

Purpose 
 

The purpose of this policy is to support open discussion through a fair, inclusive, and transparent 

process for parents or guardians and the child care licensee and staff to use when parents or guardians 

bring forward issues and/or concerns. 

 

The policy sets out clear and consistent standards to ensure that conflicts are addressed in a timely and 

transparent manner.    Every attempt will be made to handle the issue and/or concern with sensitivity, 

respect and support ensuring that confidentiality is maintained. 

 

We see families as experts who know their children better than anyone else and have important 

information to share, to help us as educators better engage children in a meaningful way. 

 

Policy 
 

Parents/guardians are encouraged to take an active role in our child care centre and keep 

communication open between staff and parents.  Our child care centre supports positive and responsive 

interactions among the children, families and child care staff, and encourages the engagement of 

communication with parents or guardians about the program and their children.   Our staff is available 

to engage parents or guardians in conversations and support positive interactions. 

 

All issues and concerns raised by parents or guardians are taken seriously and will be addressed.  Every 

effort will be made to address and resolve issues and concerns to the satisfaction of all parties and in a 

timely manner.  

 

Issues and concerns may be brought forward verbally or in writing.  Responses and outcomes will be 

provided verbally or in writing upon request.  The level of detail provided to the parent or guardian will 

respect and maintain the confidentiality of all parties involved. 

 

Investigations of issues and concerns will be fair, impartial and respectful to all parties involved.  Every 

issue and concern will be treated confidentially and every effort will be made to protect the privacy of 

parents, guardians, children, staff, students and volunteers, except when information must be disclosed 

for legal reasons (e.g. Ministry of Education, law enforcement, Family and Children’s Services). 

 

Procedure 
 

1. Problems that concern activities within the classroom should be discussed first with the ECE 

teacher assigned to the class.  

2. Problems with respect to the general operation of the centre or with a staff member should be 

discussed with the Child Care Supervisor. 
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3. Problems with respect to administration should be discussed with the Rainy River District Social 

Services Administration Board’s (RRDSSAB) Operations Supervisor - Children’s Services. 

4. Staff will arrange a meeting with the parent or guardian to discuss the issue or concern. 

a. Staff will document the issue/concern in detail 

 Date and time the issue/concern was received  

 Name of person who received the issue/concern 

 Name of person reporting the issue/concern  

 Details of the issue/concern 

 Steps taken to resolve the issue/concern or information given to the 

parent/guardian regarding next steps or referral. 

 Provide contact information for the appropriate person if the person being 

notified is unable to address the matter. 

b. Staff will ensure the investigation of the issue or concern is initiated by the appropriate 

party within 3 business days or as soon as reasonably possible thereafter.  Document 

reasons for delays in writing. 

c. Staff will provide resolution or outcome to the parent or guardian who raised the 

concern/issue. 

5. In the event that an issue cannot be resolved parents are to request the Child Care Supervisor. 

6. The Child Care Supervisor will then take steps to further investigate, research and gather 

information. 

7. The Child Care Supervisor will try to resolve the issue with the parent or guardian and/or 

mediate a meeting between all parties involved. 

8. In the event that the parent is still not pleased with the outcome, they may request a meeting 

with the RRDSSAB Operations Supervisor - Children’s Services. 

9. The RRDSSAB’s Operations Supervisor - Children’s Services will write a letter to the parent with 

the final decision. 

 

Escalation of Issues or Concerns:  Where parents or guardians are not satisfied with the final response 

or outcome of an issue or concern, they may escalate the issue or concern verbally or in writing to the 

RRDSSAB Integrated Service Manager – Children’s Services Lead. 

 

Issues or concerns related to compliance with requirements set out in the Child Care and Early Years 

Act., 2014 and Ontario Regulations 137/15 should be reported to the Ministry of Education’s Child Care 

Quality Assurance and Licensing Branch. 

 

Issues or concerns may also be reported to other relevant regulatory bodies (e.g. local public health 

department, police department, Ministry of Environment, Fire Department, College of Early Childhood 

Educators, Family and Children’s Services, etc.) where appropriate. 
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Conduct: 

Our centre maintains high standards for positive interaction, communication and role-modeling for 

children.  Harassment and discrimination will therefore not be tolerated from any party. 

If at any point a parent, guardian or staff feels uncomfortable, threatened, abused or belittled, they may 

immediately end the conversation and report the situation to the supervisor and/or Operations 

Supervisor. 

 

 

 

 

 

 

 

 

 

 

  

Contacts: 

Operations Supervisor - Children’s Services, Rainy River DSSAB: 1-807-274-5349 ext. 226 

Integrated Services Manager & Children’s Services Lead, Rainy River DSSAB: 1-807-274-5349 ext. 

241 

Ministry of Education, Licensed Child Care Help Desk:  1-877-510-5333 or 

information.met@ontario.ca 
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Rainy River District Social Services Administration Board 
450 Scott Street 

Fort Frances, Ontario 
P9A 1H2 

 
Phone:  (807) 274-5349 

 
www.rrdssab.ca 

 
 

 

 

http://www.rrdssab.ca/

