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[bookmark: Welcome_to_St._Matthew’s_Children’s_Cent]Welcome to St. Matthew’s Children’s Centres
Welcome and thank you for taking an interest in St. Matthew’s Children’s Centres. We have been a trusted local child care centre since 1975. As of the January of 2022 we have extended our program with the acquisition of St. Peter’s Day Care Centre, now known as St. Matthew’s at St. Peter’s.
Our Centre on Barton Street, run programs for infants, toddlers and preschoolers, while the St. Peter’s Centre run toddler and preschool programs at our Main Street location, and before & after school programs and summer/holiday camps operate at Adelaide Hoodless Elementary school on Maplewood Avenue. All our programs provide high-quality, inclusive child care.
We understand that selecting a childcare program for your child(ren) is one of the most important decisions you will make as a parent, so we encourage you to take time to:
1. Tour our Centre to see our inspiring classrooms.
2. Read this handbook to find out more about the services we offer.
3. Plan play visits so that you and your child can meet our educators and see our programs in action.
This handbook explains what you can expect from us and what is expected from you as a parent. The handbook includes many of the policies and procedures that guide our operations. If you have any questions or concerns, please do not hesitate to contact us. Our staff will be happy to assist you.
St. Matthew’s House and its Children’s Centres have a commitment to Access and Equity. We strive to respect, welcome and represent the diverse communities that we serve. We welcome children, families and employees who are Indigenous, immigrant, LGBTQA 2S+; persons with disabilities; women, non-binary and individuals from racialized communities and other equity seeking groups.
[image: Image result for child care staff and children  ]

The HiMama Parent App
When you enrol your child(ren) at one of our Centres, we will help you create an account on the HiMama Parent App. It’s a great tool that will provide you with a better understanding of what your child is up to each day. You can create your account through the mobile app. Once your account is set up you’ll be able to do things like view
the Newsfeed, where information is shared by your classroom such as pictures, attachments, announcements and messages. You’ll also be able to do things like track your billing information including your account balance, invoices and any payments you have made. HiMama allows you to track attendance and in/out times, view daily logs - and so much more. We are always looking for ways to improve your experience. Such as a template to capture at a glance your child(ren)'s food, sleep and toileting routine during the day to help plan your evenings.

[bookmark: Quality_Assurance]Quality Assurance
[bookmark: A_framework_that_guides_our_work_to_be_i]A framework that guides our work to be its very best
Before we get into the details of our policies and programs, we want to tell you about the framework that guides us and ensures that we deliver the highest quality care for each and every child who attends St. Matthew’s Children’s Centres.
1. [bookmark: 1._Provincial_Standards_&_Licensed_Capac]Provincial Standards & Licensed Capacity and Ages of Children Served
We strictly adhere to:
· the (Ontario) Child Care Early Years Act, 2014
· College of Early Childhood Educators’ Code of Ethics and Standards of Practice
[bookmark: Licensed_Spaces]Licensed Spaces
St. Matthew’s Children’s Centre
	Group
	Age of Children
	Number of Licensed Spaces

	Infants
	Birth to 18
months
	10

	Toddlers
	18
months to 2 ½ years
	40

	Preschoo lers
	2 ½ years to 5 years
	64




St. Matthew’s at St. Peter’s
	Group
	Age of Children
	Number of Licensed Spaces

	Toddlers
	18
months to 2 ½ years
	10

	Preschoo lers
	2 ½ years to 5 years
	24

	Before School/A fter School/C
	Junior/ Senior Kinderg arten
	39
28



	amp
	School Aged
	



2. [bookmark: 2._Staff,_Students_and_Volunteers]Staff, Students and Volunteers
All Staff members directly involved with children have specialized education in early childhood development. They are either Registered Early Childhood Educators or have a combination of education and experience working with children. Educators use a play and inquiry-based learning program guided by the principles of “How Does Learning Happen?”. You can find more information about our teaching methods by reading, “How Does Learning Happen”	http://www.ontario.ca/page/how-does-learning-happen-ontarios-pedagogy-early-years
Staff members participate in regular monthly meetings and engage in formal professional learning throughout the year, in accordance with the regulations of the College of Early Childhood Educators.
Our management team and supervisors also ensure that staff members fulfill all expectations of the Program Statement (see Apendix I). They work with staff to set goals for classrooms, regularly observe staff behaviour in the classroom, provide timely feedback and carry out annual reviews with each staff member, to discuss performance and set objectives for the year ahead.
While St. Matthew’s Children’s Centres welcomes volunteers and provides mentoring and practice teaching experiences for Early Childhood Education students, Secondary School Co-op students, and college & University students, the students/volunteers are never included in the teacher:child ratio and are never left unsupervised.
[bookmark: 3._Partners]Before any staff members, volunteers or students are allowed to work at our Children’s Centres they must submit a clear Criminal Reference Check and Vulnerable Sector Check, and resubmit them every 5 years thereafter. Once a year, staff members must also submit and sign an Offence Declaration Form.
3. Partners
Our Centres works closely with community and government partners to ensure our services are based on current research and best practices and that we are operating within the laws and regulations governing child care services. For example:
1. A Program Advisor from the Ontario Ministry of Education inspects our program on an annual basis to ensure the Centres are in full compliance with all provincial legislation. (A copy’s of our licence(s) are clearly
displayed at all our locations.)
2. As well as providing fee subsidies to eligible families, The City of Hamilton provides us with wage subsidies and operating grants that help us meet our payroll and operating expenses. They also send a staff member in annually for a quality assurance visit.
3. One day a week, a Resource Consultant from Community Living Hamilton spends time in each classroom, offering support and suggestions to educators, to help them meet the specific needs of the children. An “Inclusion Facilitator” may be assigned, for a short period of time, to assist in a classroom where additional staffing is required.
4. Staff members from Ron Joyce Children’s Centre and Early Words frequently visit children at our Centres. We value and appreciate the additional support!
5. Affiliated Services for Children and Youth provide our staff with consultative services, training and professional learning opportunities, so that they can maintain their commitment to the College of Early Childhood Educators of Ontario.
6. Parents are our most important partners. We welcome their participation and conduct quality assurance surveys with parents to ensure we are meeting expectations and achieving our goals.

4. [bookmark: 4._Governance]Governance

St. Matthew’s Children’s Centres are governed by St. Matthew’s House Board of Directors who oversee operations and ensure we are in compliance with the Ministry of Consumer and Corporate Affairs Branch, Ministry of Education – Child Care Licensing, City of Hamilton as the Service Manager, Public Health, City of Hamilton’s Public Health Unit, Building Department and Fire and Emergency Services. Also, a Ministry approved operations manual and Board Members Manual provide the framework for the board to operate the Centres. Under the guidance of the Board, the Executive Director oversees management and supervisory staff, program staff and support staff.
The board must ensure that all legal requirements are met, union contracts are implemented and followed, ongoing planning is carried out and the financial viability of the Centre is maintained. Importantly, the board is responsible for carrying out annual board and program evaluations, making informed decisions when required and maintaining an overview of the Centres’ operations on behalf of the general membership.

The Board is required by law to have a specific composition and ensure specific positions are filled. They must also have internal Board approved By-Laws to govern all matters related to the Children’s Centres. They must specify the responsibilities of members and abide by official parliamentary and elections procedures. Below is a list of our 2021/22 board members.

[bookmark: St._Matthew’s_House_Board_of_Directors_2]St. Matt’s House Board of Directors 2026/2027
	
	
	

	Name
	Year Appointed
	Occupation

	Bishop Susan Bell
	Ex-officio
2018
	Bishop, Niagara Anglican Diocese




	Brent Bentham
	2026
	Retired Assistant Crown Attorney


	Dale Guenter 
	2025
	Family Physician, Retired Associate Professor, McMaster University, Co-Founder Shelter Health Network



	Christine Ibbotson
	2026
	Author, columnist, media personality Investment Management


	Melanee McAulay
	2024
	Retired Executive Director, Sacajawea Non-Profit Housing



	Ian Mobsby
	2024
	Community Missioner – Anglican Diocese of Niagara



	Ellen Morris
	2024
	Retired Communications Consultant

	Ekene Okwumo
	2023

	Associate Lawyer, Kinch Law



	Christopher Patterson
	2025
	Retired Geriatric Physician



	Kathy Peters
	2025

	Executive Director – Greater Hamilton Health Network


	Priya Sandhu
	2025
	Owner/Pharmacist – Medical Arts Pharmasave


	David Savage
	2025
	Retired Director of Nutrition, St. Joseph’s Healthcare















Registration, Waiting Lists, Fees and Subsidies
[bookmark: Registration_and_Wait_Lists]Registration and Wait Lists
There are almost always waiting lists for child care spaces in Hamilton, so when a parent/guardian calls St. Matthew’s Children’s Centres looking for childcare, the following steps occur:
1. Families are immediately placed on the waiting list according to the date they request service.
2. Parents/guardians are invited to tour the facilities and meet our staff to see if the centre will meet their needs.
3. If the family would like to enrol their child(ren) in the program, they will be given a registration package to complete.
4. At least two (2) play visits will then be scheduled to give the child(ren) and their family a chance to get to know staff members and actively experience our programs first-hand. These play dates also give educators an opportunity to get to know the child and begin to assess their needs.
5. When a space opens up, the first name on the waitlist of that age group is contacted to let them know of the opening and to arrange a start date.
6. Priority is given to siblings of children already enrolled with us.
7. Should the family decline the space, the next child on the waitlist will be offered the vacant space.
8. Families who do not reply after the initial contact may be removed from the waitlist.
[bookmark: Fees]Fees

[image: ]Fees are reviewed and set annually by members of the management team and the St. Matthew’s House Board of Directors. One space can be shared by two children who each need only part-time care or alternating days.
Fees are due on the first day of the month. We no longer accept cash, cheques or money orders are accepted. All payments will not go through our parent communication app, which is currently Lillio (formally HiMama) 

Parents/guardians need to understand that the monthly fee is set. There are no refunds for days missed regardless of absence due to illness, statutory holidays or vacations. Please note that children may be turned away if fees are not paid by the first of the month. We understand some of our parents are students and may wish to take the summer off. However, we cannot hold childcare spaces over the summer months, unless the parent is willing to pay for the space, even though their child is absent. We can, however, place the child’s name on our wait list for September, and will do our best to plan for the child’s return.

We are currently enrolled in the Canada Wide Early Learning Child Care system to date. You will see below where are base rate was prior to March 27th 2022, and where they have been reduced. Rebates have ben provided, in December of 2022 fees were reduced by 25% and a further 37% in January 2023.

[bookmark: Barton_Street_Location]Barton Street Location

Base fees as of March 27th 2022:
Infant Fee - $76.95 Toddler Fee – $53.95 Preschool Fee – $52.45
Canada-Wide Early Learning Child Care System reduced rates Infant – $36.36
Toddler – $25.49 Preschool – $24.78
Canada-Wide Early Learning Child Care System reduced rates Jan - 2025
Infant – $22.00 Toddler – $22.00 Preschool – $22.00
[bookmark: Main_Street_Location]Main Street Location

Base fees as of March 27th 2022:
Toddler Fee – $45.00 Preschool Fee – $37.00

Canada-Wide Early Learning Child Care System reduced rates Toddler – $21.26
Preschool – $17.48

[bookmark: Adelaide_BASP_Location]Adelaide BASP Location

Base fees as of March 27th 2022:
Before OR After School Care – $18.90 Before AND After School Care – $22.60

Canada-Wide Early Learning Child Care System reduced rates
Before OR After School Care (children under the age of 6 years old) – $12.00 Before AND After School Care (children under the age of 6 years old) - $12.00
Children over the age of 6 will continue to be charged the base rates as of march 27th 2022 as follows: Before OR After School Care – $18.90
Before AND After School Care – $22.60

We are currently enrolled in the Canada Wide Early Learning Child Care system to date.
[bookmark: Late_Fees]Late Fees
Late pickups cause many problems. Children become anxious when they are left at the Centre for long periods, especially when all of the other children have left for the day. If your child is picked up beyond closing time, they will be charged a late fee of $5.00 per minute. This fee is paid directly to the teacher at the time the child is picked up.

[bookmark: Child_Care_Fee_Subsidy]Child Care Fee Subsidy
Parents can apply to The City of Hamilton for childcare fee subsidies. Those who meet the established criteria can have all or part of their fees covered. Subsidies are paid directly to the Centre monthly. If the City determines the parent will have to pay part of the fee, this fee is due to the Centre on the first day of each month.
IMPORTANT NOTE: If the Centre is not informed about a late pickup and if the staff member is unable to reach the parent/guardian or someone on the child’s emergency contact list, the Children’s Aid Society will be called to file a report.

Refund Policy
Regular Fees and Payments:
· Childcare fees are due in advance of service. monthly
· Fees must be paid in full regardless of a child’s absence due to vacation, illness, statutory holidays, or inclement weather closures.
· No refunds or credits will be provided for missed days, late arrivals, or early pickups.
Withdrawal and Notice:
· Families must provide written notice of withdrawal at least two (2) weeks in advance.
· If proper notice is given, prepaid fees beyond the notice period will be refunded.
· If less than two weeks’ notice is provided, fees equivalent to the notice period will be retained in lieu of notice.

Program Cancellations by the Childcare:
· If the childcare program must close unexpectedly for reasons beyond control (e.g., power outage, weather emergency, health order), no refund will be issued for up to five consecutive days of closure.
· If the closure extends beyond five days, families may receive a pro-rated refund or credit for the additional days.
· In the event the program is permanently closed, families will be refunded any prepaid fees for unused care.

Dismissal from the Program:
· If a child is dismissed due to behavioral concerns or policy violations, refunds will not be issued for the current pay period.
· Any prepaid fees beyond the current pay period will be refunded.
Medical or Family Emergencies:
· In the event of a serious medical emergency or family relocation, partial refunds or credits may be considered at the discretion of the program Supervisor.
· Requests must be submitted in writing and accompanied by appropriate documentation.
· 
Refund Processing:
· Approved refunds will be processed within 10 business days of the decision.
· Refunds will be issued via the original payment method unless otherwise agreed upon.

Notice of Termination
Parents are required to provide the Supervisor/Designate with two (2) weeks written notice if their childcare needs change or if the family wishes to withdraw their child from the program.
The full two-week fee is due upon the child’s last day in attendance, even if the child is withdrawn before the two week period is up.
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Our Programs
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[bookmark: Infant_Program_-_birth_to_18_months]Infant Program - birth to 18 months
St. Matthew’s Children’s Centre infant program opened in 2015. It is is licensed for 10 infants and is staffed with three (3) early childhood educators. Note: This program operates out of our Barton Street location only.

Before a baby’s first day in the program, an educator meets with the child’s parents/guardians to review the enrolment package and learn about the baby’s likes/dislikes, feeding and sleep routines. The visit gives parents/guardians a chance to get acquainted with the staff members who will care for their child, observe the daily experiences of the children in the group and become familiar with the physical environment.

Each child is assigned their own crib in the infant sleep room. Each infant’s individual sleep schedule will be accommodated and they can sleep as they become tired. Sheets— as well as blankets used by older babies—are laundered daily, or more often if necessary. Each child’s temperature is taken at the beginning of their nap period, and visual checks are conducted every 15 minutes. Any unusual circumstances or symptoms are recorded and shared with parents upon pickup.

Weather permitting, infants spend time outdoors each day, so it is extremely important that parents/guardians provide appropriate outdoor clothing.

At the end of each day, parents/guardians will be told about their child’s feeding, sleeping and diaper changes, as well as a few comments about their play.

Parents/guardians are responsible for providing the Centre with diapers, bottle(s) and/or sippy cups, formula, spare clothing, and personal items used to soothe their child (i.e. pacifier, sleep sack, etc.). All snacks and meals are provided by the Centre.

[bookmark: Toddler_Program_–_18_months_to_2_½_years]Toddler Program – 18 months to 2 ½ years
We have two toddler classrooms at our Barton Street location. Each room is licensed to care for up to 15 children with 3 educators per room. Our Main Street Location has one classroom able to care for a maximum of 10 children with two educators.

Parents/guardians and the toddler are invited to attend play visits prior to enrolling in the program. These visits give them a chance to meet with the educators, observe the daily routines and activities in the classroom, become familiar with the physical environment, ask questions and share information about their child. The visits also give educators a chance to become familiar with the toddler.

Our educators try hard to create an atmosphere that is both aesthetically pleasing and functional. Play spaces are designed to enhance the observed interests and level of development of the children. Even though the layout looks similar to our preschool classrooms, materials and equipment are geared to toddlers level of development, observed interests, exploration and discovery.

There is a rest period everyday after lunch. A cot is assigned to each child, along with blankets and sheets, which are laundered weekly, or more often if necessary. (For more information on rest times, please see the section on Schedules and Routines.)

Weather permitting, toddlers spend time outdoors each day (i.e. one hour in the morning and one hour in the afternoon), so it is extremely important parents/guardians provide appropriate outdoor clothing.

At the end of each day a staff member who worked with the toddler, will share information with the parent/guardian about how their child’s day went.

Parents/guardians are responsible for providing the Centres with diapers/pull-ups, spare clothing, and personal items used to soothe their child (i.e., pacifier, favourite blanket, sleep toy, etc.). All snacks and meals are provided by the Centre.









Insert photo
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[bookmark: Preschool_Program_–_2_½_-_Kindergarten]Preschool Program – 2 ½ - Kindergarten
In early February 2020 we opened two preschool classrooms on the second floor of the St. Matthew’s House building. Each classroom is licensed to care for up to 16 children, with two educators assigned to each of the two classrooms. Our Main Street location has one classroom licensed to care for 24 children with 3 educators.

Play visits are arranged before a child starts attending our preschool program. These short visits give the educators a change to meet the child and helps the them begin to get comfortable with the new environment, their new peers and a new teaching team. These visits occur even if the child has been attending one of our Centres for several months/years.

The classrooms are designed and arranged in ways that promote active engagement and comfort. The spaces are changed and rearranged based on the observed interests of children. Sinks in the classrooms are low, fostering independence in hand-washing, watering plants, etc.

Appropriate materials and equipment are placed in easily accessible locations around the classroom, so that children can gather the items they need to support their activities and experiences.

There is a rest period everyday after lunch. A cot is assigned to each child, along with blankets and sheets, which are laundered weekly, or more often if necessary. (For more information on rest times, please see the next section on Schedules and Routines.)

Weather permitting, preschoolers spend time outdoors each day (i.e. one hour in the morning and one hour in the afternoon), so it is extremely important parents/guardians provide appropriate outdoor clothing.

At the end of each day a staff member, who worked with the toddler, will share information with the parent/guardian about how their child’s day went.

Parents/guardians are responsible for providing the Centre with diapers/pull-ups, spare clothing, and personal items used to soothe their child (i.e. pacifier, favourite blanket, sleep toy, etc.). All snacks and meals are provided by the Centre.

[image: ]

Before and After School Programs/Camps
St. Matthew’s @ St. Peter’s also runs a Before and After School Program at Adelaide Hoodless Elementary School. The program was established 7 years ago and is now overseen by St. Matthew’s Children Centre. It keeps four educators busy. Two educators cater to 39 Kindergarten children, while two serve 28 Primary/Junior children.

Play visits are arranged before a child starts attending the program. These short visits give the educators a change to meet the child and help he/she begin to get comfortable with the new environment, their new peers and a new teaching team. These visits occur even if the child has been attending one of our Centre’s for several months or years.

As with our toddler and preschool programs the Before and After School classrooms are designed and arranged in ways that promote active engagement and comfort. The spaces are changed and rearranged based on the observed interests of children. Sinks in the classrooms are low, fostering independence in hand-washing, watering plants, etc.

Appropriate materials and equipment are placed in easily accessible locations around the classroom, so that children can gather the items they need to support their activities and experiences.

Snacks are provided morning and afternoon to all children that attend the program.

Weather permitting, the Before and After School program will spend time outdoors, so it is extremely important parents/guardians provide appropriate outdoor clothing.

At the end of each day a staff member will share information with the parent/guardian about how their child did during their time with us.

[bookmark: Holiday_and_Summer_Camps]Holiday and Summer Camps
Parents can also take advantage of our Holiday programs, which offer full daycare during the school year. We also run a summer camp for school aged children. For more information please contact the Supervisor at St. Matthew’s @ St. Peter’s.

[bookmark: Schedules]Schedules

[bookmark: Hours_of_Operation_and_Holidays]Hours of Operation and Holidays
Barton Street Location: Monday – Friday, from 7:00 am until 6:00 pm - 52 weeks of the year
Main Street Location: Monday – Friday, from 7:00 am until 5:30 pm - 52 weeks of the year
Adelaide Hoodless: Monday - Friday from 7:00 am - 9:00 am (before school) & 3:00 pm to 6:00 pm (after school)

All locations are closed on the following holidays:

	New Year’s Day
	Victoria Day
	Thanksgiving Monday

	Family Day
	Canada Day
	Christmas Day

	Good Friday
	Civic Holiday (August)
	Boxing Day

	Easter Monday
	Labour Day
	




[bookmark: Arrival_and_Departure]Arrival and Departure
It is recommended that parents/guardians—when possible--establish a fixed routine for dropping off their child(ren) in the morning and picking them up at the end of the day. Ideally Children should not be at the Centre for more than nine (9) hours a day. If care is required for a longer period of time, parents should speak with the child’s teacher and/or the Supervisor of the program to discuss this matter.
While both our Centres open at 7:00 am, parents/guardians are encouraged to drop their child(ren) off not later than 9:30 am, so that they may benefit from all aspects of the program (i.e. indoor play, outdoor play, etc.).IMPORTANT Upon arrival, please notify a staff member that the child(ren) is present. Also, when picking up a child(ren) at the end of the day, parents/guardians must ensure that staff members know the child(ren) is leaving for the day.


[bookmark: Release_of_Children]Release of Children
If a parent/guardian cannot pick up their child(ren) in person and instead needs to send someone else, the Supervisor/Designate must be informed in advance, preferably in writing. The individual picking up the child(ren) must provide identification before the child(ren) will be released to their care.

[bookmark: Reporting_Absences]Reporting Absences
Parents should call to let us know if their child is going to be away from the program for any reason. Parents are also required to inform their subsidy worker when their child(ren) is absent more than three days in a row.

[bookmark: Vacation]Vacation
Children may take up to ten vacation days during the calendar year. Parents must let the staff know, in writing, when they are planning to use vacation days so that staff members can track the number of vacation days used during the year. Please note: Childcare fees are still required even though the child(ren) are away from the program.

[bookmark: Routines_&_Activities]Routines & Activities
All daily activities at St. Matthew’s Children’s Centres are designed to provide a balance of indoor and outdoor play experiences. Some of the activities available to the children include building blocks, art, music, dramatic play, cognitive exercises, language and science. Parents should check the white board posted outside each classroom for information on children’s interests and activities!
Self-care activities such as eating, washroom routines, tidying up toys, sleep time and dressing/undressing are important parts of the children’s daily schedule. Staff members are on hand to help children move from one activity to the next. Children are always given plenty of warning, so that they have ample time to end their play, before being expected to move to another area or engage in a different activity.

[bookmark: Outdoor_Play]Outdoor Play
Spending time outdoors is important for healthy growth and development! According to the Child Care and Early Years Act, children must spend at least two hours a day playing outdoors, so they have lots of opportunities to do things like run and climb. Children also have access to a variety of outdoor toys and equipment such as riding toys, large blocks, balls and sand play, all things that require them to use their large muscles. Even on very cold days, children play outdoors. But it is possible their time outdoors will be shortened, depending on the weather.
If parents/guardians object to their child(ren) going outdoors, they must provide a written note from a physician, stating the reason for keeping the child indoors. These notes will be kept in the child’s file.

[bookmark: Rest_Time]Rest Time
Ensuring children get the rest they need is also important for healthy growth and development. Therefore, all children at our Centres participate in a rest period.
Each child is assigned a cot or crib upon enrolment. A diagram of crib/cot placement is posted in each classroom. The Childcare Centres provides appropriate bedding for the children.

Sometimes, a child take comfort in a favourite blanket or soft toy. Parents are welcome to send in such items, provided the child’s belongings are labelled.
Staff members conduct visual checks on each child during the sleep period. Breathing, skin tone, etc. are closely monitored by staff and recorded on the “Documentation of Direct Visual Checks” form.

In accordance with the “Joint Statement on Safe Sleep: Preventing Sudden Infant Death Deaths in Canada”, children under the age of 12 months are placed on their backs to sleep. Should a parent disagree with this arrangement, a note from the child’s family physician will be required.

[bookmark: Clothing_and_Personal_Possessions]Clothing and Personal Possessions
Children should be dressed in clothes suitable for physical activity. Clothing should be appropriate for the weather and season (i.e. light coats and sweaters in the fall; scarves, mittens, warm jackets, snow pants or snow suits in the winter). It is also important that children wear shoes that permit them to engage in active play, for example, running shoes are much safer than flip flops and sandals.
An extra set of clothing including pants, underwear and tops should be kept at the Centre at all times, in case of accidents. Any dirty or soiled items will be stored in a plastic bag, labelled with the child’s name and given to the parents/guardians when the child is picked up at the end of the day.

[bookmark: Diapering_and_Toileting]Diapering and Toileting
[bookmark: Toys_from_Home]Parents must provide diapers for children who are not yet toilet trained. Please check with staff members on a regular basis to make sure they have an ample supply available for your child. Parents/guardians are responsible for providing all diaper creams. Diaper wipes will be provided by the Centre. But, if parents prefer a certain brand of diaper wipe, they are welcome to bring these to the Centre to be used for their child.
Toys from Home
From time to time, children like to bring special items from home to play with while they are at our Centres. Like adults, when children receive something new, they like to show the item to their friends. Unfortunately, toys from home can also result in frustration in the classroom, especially if a child is not ready to share their personal belonging. Should a child bring a toy from home, they will have an opportunity to show the item to their teacher and friends, but will then be encouraged to leave it in their backpack where it will be kept safe throughout the day.

[bookmark: Field_Trips_and_Neighbourhood_Walks]Field Trips and Neighbourhood Walks
Throughout the year, staff members take children on walks around the Centre’s neighbourhood and occasionally plan trips to special places of interest. When a field trip is planned, a permission form will be sent home advising parents/guardians of the destination, date and time of the planned trip. The form must be completed and returned to the Children’s Centres prior to the trip. Parents are welcome to participate in Field Trips. However, as per Ministry requirements, they will need to submit a current Vulnerable Sector Check to the Supervisor/Designate.

[bookmark: Centre_Closure_-_Inclement_Weather]Centre Closure - Inclement Weather
In the event of a snowstorm or other weather-related situation, please listen to the local radio station for an announcement as to whether the Centres will be closed. Parents/guardians are also encouraged to check our website at www.stmatthewshouse.ca to check the status of the Children’s Centres. Centre Supervisors and Managers will also send out information through Lillio is we will be closing for the day(s).
If both the Hamilton Wentworth District School Board (HWDSB) and Hamilton Wentworth Catholic District School Board (HWCDSB) are closed, then the Children’s Centres will be closed. If one of the school boards is open, the Children’s Centres will do their best to open. The decision as to whether the Children’s Centres will be open or closed will be made by the Manager in consultation with the Executive Director by 6:00 am.

In the case of an emergency centre closure, fees will be payable for all closures (e.g. snow day) not exceeding 2 (two) consecutives days. This means that should a centre need to close for up to 2 days, parents will be expected to pay for care, even though they need to make alternate arrangements.

[bookmark: Supporting_the_Social_and_Emotional_Deve]Supporting the Social and Emotional Development of Children
All our educators and staff members are responsible for guiding children in a positive manner and at a level that is age-appropriate, so that children develop the social and emotional skills needed to self-regulate their behaviour and problem solve in socially acceptable ways. Our staff understand that all behaviour is a form of communication, and even conflict provide children with the opportunity to learn new skills. Rather than impose a punishment (i.e. removal of a toy/object, time out, etc.), when a child behaves in a socially unacceptable manner, our educators work with children to help them to understand how to regulate their emotions.

Conflict among children occurs daily in any childcare program, and is to be expected. As children grow and develop, they begin to make decisions for themselves that may—or may not—be appropriate. For example, two children who want to play with the same toy at the same time may resort to pulling or pushing one another in order to ‘win’ the toy. Most often, we see physical aggression in younger children who have not yet learned to ‘use their words’ in order to solve the issue.

Staff members encourage children to interact and communicate in positive ways and help them to learn how to self-regulate by:
· Recognizing situations that cause the children stress.
· Identifying and labeling the children’s feelings.
· Offering choices and redirecting them when they are settled.
· Providing comfort and reassurance.
· Providing an enriched environment where all children belong, play, learn and have fun.
· Engaging and supporting inquiry-based play, as co-learners.
· Using clear, concise language when speaking, to support the child’s self-regulation.

In addition to the above strategies, our educators use the ‘Tools for Life’ program, which provides strategies and ‘tools’ children can use to negotiate when challenged by a task or individual. For those parents who wish to delve more deeply into the pedagogy we follow, please visit the Tools for Life website https://toolsforliferesources.com/
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[bookmark: Nutrition,_Health_and_Safety]Nutrition, Health and Safety
Immunization

All children must be immunized before they are enrolled in any childcare centre. Parents/guardians need to submit documentation showing their child is up to date with their vaccinations, based on the Ontario Routine Immunization Schedule. Every child is also expected to get additional vaccines, from time to time, as per on the schedule.
Should a parent object to immunization for their child due to religious or conscience convictions, they must complete a standardized ministry approved form (i.e. Statement of Conscience or Religious Belief, Statement of Medical Exemption). St. Matthew’s Children’s Centres will retain these forms in the child’s files and have these forms available for review by Ministry staff at all times. Ministry approved forms for religious/conscience objections must be notarized.

[bookmark: Nutrition]Nutrition
Our Centres provide a nutritious breakfast, a hot mid-day meal, and an afternoon snack to all children each day. Any special dietary needs are discussed with the staff members when the child is enrolled. Weekly menu plans for the current and previous weeks are posted for parents in the front lobby, in each classroom and in the kitchen.
Parents are required to supply infant formula or breast milk in bottles when they drop off their child(ren) each day. Bottles must be clearly labelled with the child’s full name, date, and the content (i.e. breast milk or formula). If the child is accustomed to eating pureed food (i.e. baby food), parents/guardians are required to provide this as well, following the same procedure.

[bookmark: Allergies]Allergies
Parents are responsible for notifying the Supervisor/Designate and sharing detailed information about any allergies their child(ren) may have. The Supervisor/Designate will then ensure all staff members, volunteers, students and families enrolled at the Centre are made aware of the allergy(s). Children’s allergies are noted and posted in the kitchen, in each classroom and in the Child Care office.

Strategies to Reduce the Risk of Anaphylactic Allergic Reactions
All employees, teaching staff, students and volunteers at St. Matthew’s Children’s Centres follow these guidelines to the best of our ability:

· Foods are not served if ingredients are unknown.

· Caterers and cooks are asked to provide a list of ingredients for all food they provide.
· Ingredients are reviewed by staff before food is served to children, to make sure there is nothing in the food that might cause a reaction in a child(ren) with anaphylactic allergies.
· Food with ‘may contain’ warnings on the label are not served where there is a child(ren) with an individual plan and emergency procedures specific to those allergens.
· All staff, students, and volunteers are trained on a child’s individual allergy plans including signs, symptoms, treatment and emergency procedures.
· To reduce the risk of exposure to known allergens and treatment, information about anaphylaxis strategies is shared with all families enrolled in our Children’s Centres.
· All changes to individual plans and emergency procedures regarding a child’s allergies, signs, symptoms and treatment are carefully reviewed by staff, students, and volunteers.
· When changes to allergies occur information is shared with all concerned, while maintaining the confidentiality of children.
· All parents who serve food at home that contain allergens are asked to rid their child(ren) of the allergens before coming to the Centre (e.g. by thoroughly washing hands, brushing teeth, etc.)
· Craft/sensory materials and toys that have known allergens on the labels are not used in the classroom.
· St. Matthew’s Children’s Centres Communication Plan is continually updated, and strategies are adjusted in this policy, depending on the allergies of children.
· Appropriate supervision of children is maintained, so that food provided from home for a child(ren) is not shared or exchanged.
· Staff make sure the allergy list it is up to date and implemented.
· Staff do their best to ensure families follow the instructions listed below.
[bookmark: Notice_to_Parents_Sending_Food_to_the_Ce]Notice to Parents Sending Food to the Centre for their Child
1. If your child has food allergies and the meals and snacks provided by the Centre do not meet their needs, you are asked to supply snacks/meals for your child, along with written instructions for use.
2. All food brought to our Children’s Centres must be labelled including the child’s full name and the date food is dropped off.
3. A list of all ingredients must be provided with the food you bring to the Centre.
4. Make sure containers are taken home every evening when your child is picked up.
5. Do not use craft/sensory materials and toys that have known allergens on the labels.
6. Make sure your child’s individual plan and emergency procedures are kept-up-to-date and shared with all staff, students and volunteers.

[bookmark: Sunscreen]Sunscreen
During the spring and summer months, sunscreen will be applied to children before going outdoors. Sunscreen is provided by the Centres. However, parents are welcome to supply a brand of sunscreen they would like applied to their child.

[bookmark: Head_Lice]Head Lice
It is important that children attending our Centres be free of lice and nits. It is not uncommon for children to get head lice, so our staff members check children for head lice regularly. If a child is found with lice or nits, parents will be contacted and will need to pick up their child and take them home for treatment. Children may return to the Centre the following day. But to prevent lice spreading from one child to another within a classroom, children will be checked by a staff member before being readmitted to the program. It can be frustrating for parents i.e., purchasing special treatment shampoo, combing out nits…and lots of extra laundry. Lice can occur in both children and adults, so it’s important to treat the problem promptly and effectively!
[bookmark: Suspicion_of_Child_Abuse]Suspicion of Child Abuse
Everyone, including members of the public and professionals who work closely with children, are required by

law to report suspected cases of child abuse or neglect under the Child, Youth and Family Services Act, 2017.

Should a staff member suspect that a child is, or may be, suffering from abuse or neglect, they are obligated to report it to the local Children’s Aid Society or the Catholic Children’s Aid Society, in accordance with the law. When a staff member speaks to an Intake Worker at the Children’s Aid Society or the Catholic Children’s Aid Society, the staff member will receive specific direction about how the case is to be handled.

[bookmark: Fire_Safety]Fire Safety
The Children’s Centres have written policies for fire drills that have been approved by the City of Hamilton Fire Department. This procedures are posted in each classroom. Staff members, volunteers and students are familiar with the procedures and have duties outlining how to move children safely out of the building. An unannounced fire drill is conducted monthly.

[bookmark: Emergency_Management_Plan]Emergency Management Plan
An emergency is defined as an urgent or pressing situation where immediate action is required to ensure the safety of children and adults in attendance. These include situations that may not affect the whole Children’s Centre (i.e., a situation involving an individual child or small group of children) and where 911 is called.
All staff members have been trained to identify and respond to the following emergency situations: Lock Down
Hold and Secure Bomb Threat
Disaster requiring evacuation
Disaster – External Environmental Threat Natural Disaster – Tornado/Tornado Warning Natural Disaster – Major Earthquake
Once staff members ensure the children are safe, the Manager/Supervisor will notify parents/guardians of the emergency situation and that the all-clear has been given. Should evacuation of the building be required, staff members will accompany children to a pre assigned safe space near by.

If a disaster occurs that does not require evacuation of a Children’s Centre, the Manager/Supervisor will notify all parents/guardians of the incident in writing. If normal operations do not resume the same day that an emergency situation has taken place, the Manager/Supervisor will provide parents/guardians with information as to when and how normal operations will resume, as soon as this information is available.

[bookmark: Daily_Health_Check/Daily_Log]Daily Health Check/Daily Log
Staff members complete a daily health check on all children at our Centres and record specific information in the Daily Log. Parents/guardians of infants receive a daily written record, which includes information about the child’s intake of food during the day, the number of diaper changes, as well as how long they slept.

[bookmark: Routine_Illness]Routine Illness
Children who have experienced any of the following health symptoms within 24 hours will not be admitted to our Children’s Centres:
· Diarrhea
· Fever
· Vomiting
· Severe pain
· Unusual rash
· Untreated physical injury (i.e. bleeding)
· Open sores
· Discharge from eyes
· Mucous (yellow/green discharge indicates an infection rather than an allergy)

If a child develops a minor illness or displays any of the symptoms listed above while in a Centre, the parent/guardian or the emergency contact will be notified and required to pick up the child within one hour of the

initial contact by the staff member. The child will have to be kept at home until they are well enough to return.

Minor Accident or Injury
If a child sustains a minor injury (i.e. scraped knee, bruising) during their time in the program, appropriate first aid will be applied by a staff member. An Accident form will be completed. A copy of the completed form will be given to the parent/guardian at the end of the day and a copy will remain at the Centre.

Severe Illness, Accidents or Injury
The Child Care and Early Years Act (2014) requires that there is a plan to deal with any serious incidents that may affect the health, safety and wellbeing of children and staff and that these serious incidents are reported, tracked and followed up on. When a serious situation occurs at one of our Centres (i.e. severe illness or accident requiring medical attention), staff members follow all relevant legislation and organization policies and procedures.

If a child becomes seriously ill or has an accident needing immediate medical attention, a staff member will attend to the child and direct another staff member to call the parent/guardian or emergency contact. Once the staff member has determined the seriousness of the injury or illness, the child may be transported to the nearest hospital for medical attention and the parents/guardians will be required to meet their child and the staff member at the hospital. A Serious Occurrence report will then be filed with the Ministry of Education, as required. Also, a copy of the Serious Occurrence Notification form will be posted on the wall in the entranceway, beside the Child Care License and Summary chart. This form will be posted for a minimum of 10 days following the incident, as required under the Child Care and Early Years Act (2014).

Administration of Medication
Whenever possible drugs/mediation should be given to children at home, if at all possible. If drugs and/or medication need to be given to a child while they are at one of our Centre’s, the child’s parent/guardian must first sign a Medication Authorization form, and adhere to all aspects of the Drug and Medication Administration policy and procedures.
Please see Appendix B to view an example of the medication form and read the St. Matthew’s Children’s Centres Policy and Procedure regarding drug and mediation administration.






[bookmark: Prohibited_Practices]Prohibited Practices

[bookmark: The_following_actions_are_not_permitted_]Prohibitive Practices
Staff members, volunteers and students in St. Matthew’s Children’s Centre will not:
1. Use corporal punishment to discipline a child (i.e. hitting, spanking, pinching, pushing, shaking, dropping, biting, grabbing or slapping).
2. Use harsh or degrading measures on a child that would humiliate or undermine the child’s self-respect, nor verbally tease or taunt a child.
3. Physically restrain a 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. 
4. Deprive a child of basic needs such as food, shelter, clothing or bedding.
5.       	Lock any doors in the Children’s Centre for the purpose of confining a child or confining a child in an area or room without adult supervision. 
6.  Inflicting any bodily harm on children including making children eat or drink against their will
7. Inflict any sexual abuse acts, sexual misconduct, and prescribed sexual acts (as defined under the Early Childhood Educators Act 2007). 

Should any of the prohibitive practices be observed, disciplinary action will be initiated by the Supervisor/Designate.  Staff members will be given an opportunity to improve their skills; however, the disciplinary procedure will follow our agency mandate.  All of the RECEs have made a commitment to abide by the standards of their profession as set out in the College of Early Childhood Educators Code of Ethics and Standards of Practice.Should any member of our staff be found engaging in any of the above prohibitive practices, the Supervisor/Designate will follow up with the individual as soon as possible, and the disciplinary process will begin.


[bookmark: Parent_Issues_and_Concerns]Parent Issues and Concerns

We support positive and responsive interactions among all people involved in our Centres, as declared in our Program Statement (See Appendix I). Parents/guardians are encouraged to regularly discuss their child’s experiences in our programs and take an active role in our Centres. But when issues of concern arise, we are committed to resolving them to everyone’s satisfaction, as quickly and painlessly as possible.

All issues of concern are taken seriously by staff and management alike. Every effort will be made to address the problem in a way that satisfies all parties involved. Issues/concerns can be expressed verbally or in writing.
Responses and outcomes will be provided verbally, or in writing upon request.
An initial response to an issue or concern will be provided to parents/guardians within three (3) business days. The person raising the issue will be kept informed throughout the resolution process.

Confidentiality
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 to i.e., the Ministry of Education, College of ECE’s, law enforcement authorities or a Children’s Aid Society.

[bookmark: Conduct]Conduct
Our Centres maintain high standards for positive interaction, communication and role-modelling for children. Harassment and discrimination will therefore not be tolerated from any party.
If at any point a parent/guardian or Children’s Centre staff member find themselves involved in a conversation that makes them feel uncomfortable, threatened, abused or belittled, they may immediately end the conversation and report the situation to the Supervisor or Manager.

Most issues are resolved after speaking to staff members or the Manager/Supervisor. But, if necessary, the concern can be brought to the attention of the Executive Director of St. Matthew’s House or ultimately, the

Board of Directors.

Parents/guardians should feel free to discuss issues or concerns related to the Program Room such as schedules, sleep arrangements, toilet training, feeding, etc. with their child’s teacher, the program supervisor or manager.
General Issue i.e., child care fees, hours of operation, staffing, waiting list, menus, etc. should be raised with either the supervisor or manager.

If a parent/guardian has an issue or concern about a staff member, supervisor or manager, if possible they should talk about it with the person directly. If the issue or concern is with a student or volunteer, it should be brought to the attention of the staff member responsible for supervising the volunteer or student, or to the Manager/Supervisor. All issues or concerns about the conduct of staff members, students and/or volunteers that puts a child’s health, safety and well-being at risk should be reported to the Manager/Supervisor, (or Executive Director if the issue is regarding Manager/Supervisor) as soon as parents/guardians become aware of the situation.
If possible, the issue or concern should be addressed at the time it is raised or a meeting with the parent/guardian should be set within 2 business days.

Instructions for dealing with an issue of concern
Document the issue(s) or concern(s) in detail. Documentation should include:
1. Date/time issue or concern was received
2. Name of the person who received the issue or concern
3. Name of the person reporting the issue or concern
4. The details of the issue or concern
5. Any steps taken to resolve the issue or concern and/or information given to the parent/guardian regarding next steps of referral

St. Matthew’s Children’s Centres management will ensure the investigation of the issue or concern is initiated by the appropriate party within 2 business days, or as soon as reasonably possible. Any reasons for delays will be put in writing. We always strive for a satisfactory resolution as per the guidelines above.

[bookmark: Escalation_of_Issues_or_Concerns]Escalation of Issues or Concerns
Where parents/guardians are not satisfied with the response or outcome of an issue or concern, they may escalate the issue or concern verbally, or in writing, to the Executive Director.
Issues or concerns related to compliance with requirements set out in the CCEYA and Ontario Regulation 137/15 should be reported to the Ministry of Education’s Child Care Quality Assurance and Licensing Branch. Where appropriate, issues or concerns may also be reported to other relevant regulatory bodies i.e., local public health department, police department, Ministry of Environment, Ministry of Labour, fire department, College of ECE’s, etc.

Ministry of Education, Licensed Child Care Help Desk: 1-877-510-5333 or childcare_ontario@ontario.ca

Concerns about the Suspected Abuse or Neglect of a Child
Everyone, including members of the public and professionals who work closely with children, are required by law to report suspected cases of child abuse or neglect.

If a parent/guardian expresses concerns that a child is being abused or neglected, the parent will be advised to contact the local Children’s Aid Society directly.
Persons who become aware of such concerns are also responsible for reporting this information to CAS or CCAS as per the “Duty to Report” requirement under the Child and Family Services Act.


















[bookmark: Appendix_I]Appendix I
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Guiding Statement - Our Commitment to Children and Families

St. Matthew’s Children’s Centres are guided by the six principles, set out in the “Early Learning for Every Child Today” (ELECT) document.

E.L.E.C.T Principles
1: Positive experiences in early childhood set the foundation for lifelong learning, behaviour, health and wellbeing. 2: Partnerships with families and communities are essential.
3: Respect for diversity, equity and inclusion is vital. 4: An intentional planned program supports learning.
5: Play and inquiry are learning approaches that capitalize on children’s natural curiosity and exuberance. 6: Knowledgeable, responsive and reflective educators are essential.

All staff, whether directly or indirectly involved with the children in our care, are dedicated to ensuring that all children in our charge are effectively supervised at all times and receive high quality, inquiry based learning experiences by implementing the following processes.

a) Promote the health, safety, nutrition and wellbeing of children
· Staff members observe the needs of the children and respond to their cues in an age-appropriate manner.
· Staff members support the children with special needs/rights to be successful by adapting activities and expectations according to the child’s ability.
· Staff members support children’s curiosity by setting up the indoor and outdoor environments to expand their learning through inquiry-based play activities.
· Staff members effectively supervise the children at all times.
· Staff members follow public health guidelines for meals and snacks, ensuring the multicultural and ethnic representation of the children.
· Staff members ensure that the toys, materials and equipment are cleaned and sanitized regularly.
· Staff members promote good hygiene through regular hand washing
b) Support positive and responsive interactions among the children, parents, educators and staff
· Staff members support families in their role as primary caregivers.
· Staff members engage in ongoing open communication with parents and caregivers.
· Staff members demonstrate respect toward parents and their needs.
· Staff members advocate on behalf of the child and family with various needs (i.e. school entry, child welfare agencies, child care subsidy agreements etc.).
· Staff members engage and reflect with parents by sharing ideas and information.

c) Encourage the children to interact and communicate in a positive way and support their ability to self regulate
· Staff members identify stressors for the children.
· Staff members identify and label the children’s feelings.
· Staff members offer choices and redirection when they are settled.
· Staff members provide comfort and reassurance.
· Staff members encourage and support children by providing an enriched environment where all children belong, play, learn and have fun.
· Staff members encourage and support the children’s inquiry based play as co-learners.
· Staff members provide clear, concise language to support the children’s self-regulation.

d) Foster the children’s exploration, play and inquiry
· Staff members set up the room as a third teacher, and bring in natural elements from the outdoors.
· Staff members have toys and equipment readily available for exploration and encourage choices.
· Staff members build on children’s interests and understanding by providing a variety of developmental and appropriate activities.
· Staff members set up the environment for intentional and investigative play for the children to explore and learn.

· Staff members observe, document and reflect on children’s play, then set up a provocation to expand learning based on their interests.
e) Provide child-initiated and adult-supported experiences
· Staff members build on the children’s understandings by following their lead in play experiences.
· Staff members document and have children’s thinking and learning visible for children and families to see through pictures and written notes.
· Staff members allow children to lead the adults into their captivating world of imagination.

f) Plan for and create positive learning environments and experiences in which each child’s learning and development will be supported
· Staff members understand that children develop at their own pace, have their own interests and also have an awareness that each child learns differently.
· Staff members give fair warnings for transitions and keep transitions to a minimum.
· Staff members change the room arrangement as needed to support the children’s play.
· Staff members use picture communication symbols as needed in the classroom, in order that each child will be supported in their attempts at communication.
· Staff members adapt the curriculum so that each child engages with others and succeeds daily.
· Staff members display documentation in the room so that children can reflect and recall the learning that took place.

g) Incorporate indoor/outdoor play as well as active play, rest and quiet time, into the day and give consideration to the individual needs of the children receiving child care
· Staff members arrange the classes into smaller groups for outdoor play for two hours a day, weather permitting (one hour in the morning and one hour in the afternoon). This will enable staff members to accommodate children who need to remain indoors at the written request of the parent/guardian or medical practitioner.
· Staff members decrease the amount of wait time for children to transition from indoor to outdoor play by taking smaller groups out one at a time.
· Staff members support children in outdoor play by providing them with interesting and age appropriate materials and equipment to facilitate learning and expand on their interests.
· Staff members maintain teacher: child ratios outdoors at all times.
· Staff members document outdoor experiences in order to follow through with outdoor curriculum planning for expanded learning.
· Staff members supervise children on the playground by situating themselves according to the playground zones, in order to maintain constant supervision.
· Staff members ensure that children who are observed to be over tired and in need of a rest are accommodated.
· Staff members ensure that children who are not able to sleep, or who only sleep a short time, have the opportunity to engage in quiet activities.
· Staff members ensure that sleep rooms are quiet and comfortable with quiet relaxing music.
Children may have a bottle or soother, special blanket or sleep toy, as preferred.
· Staff members gently rub backs to comfort children as they fall asleep.
· Staff members conduct visual checks of children during sleep time, and record information accordingly.

h) Foster the engagement of and ongoing communication with parents about the program and their children. The input of the family is a key component to developing a successful working relationship. Parent/guardian knowledge/expertise is valuable to understanding the uniqueness and special qualities of the children.
· Staff members engage in regular and ongoing communication with parents/guardians about the program and their children.
· Staff members use communication books that travel home and back again, for families who would

benefit from this service.
· Staff members fill out daily information sheets in the infant program, so that parents can review their child’s day and ask for details relating to this information.
· Staff members fill out accident/incident reports as required. A copy of the report will be given to the parents and a copy will remain in the child’s file. Parents will be asked to sign these reports.
· Staff members ensure that newsletters are distributed to each family. Newsletters will highlight upcoming events, special reports from each classroom and holidays for closure.
· Staff members invite parents to assist in special events and field trips.
· Staff members honour families from various cultures and ethnicities and welcome their contributions to the classroom.
· Staff members host opportunities for parent engagement throughout the year.
· Staff members assist parents with information on parenting and refer them to an appropriate community agency if needed.
· Staff members ensure that a Parent Handbook is given to all new families
· Staff members work with parents to meet their needs and build on their strengths, while respecting the challenges that they face on a daily basis (i.e. limited income, work schedules, unique family dynamics and newcomers to the community).

i) Involve community partners and allow those partners to support the children, their families and staff members
· Staff members are committed to working with community partners and professionals who provide support to the program; children with special needs/rights, as well as mentors from Affiliated Services for Children and Youth (ASCY).
· Staff members provide learning opportunities and practical work placements for students from secondary schools, community colleges and universities. These students augment the high quality care and individual attention given to the children in the program.

j) Support staff members who interact with the children in relation to continuous professional learning.
· Staff members are co-learners, reflective, knowledgeable, caring and respectful.
· Staff members have specialized education in early childhood development.
· Staff members engage in professional learning throughout the year.
· Staff members participate in regular monthly staff meetings and engage in formal professional learning, in accordance with the regulations of the College of Early Childhood Educators.
· Staff members share information from their professional learning with their peers at monthly staff meetings.
· SMCC is committed to hiring qualified and competent staff members.
· SMCC is committed to working with all community partners and professionals who offer support with respect to curriculum development, plans for children with special needs/rights as well as program mentors from Affiliated Services for Children and Youth (ASCY) to our staff team.


k) Document and review the impact of the work of staff members with children and families.
· Staff members use pedagogical documentation to make children’s learning visible,
track the developmental milestones of children and reflect on daily interactions and experiences with children.
· Staff members post documentation so that it is visible to children, parents and community partners.



Appendix II

St. Matthew’s Children’s Centres Policy & Procedure
[bookmark: Drug_and_Medication_Administration]Drug and Medication Administration
[bookmark: Purpose]Purpose
The purpose of this policy and procedure is to provide clear direction for staff members, students and volunteers to follow for administering drugs or medication to children at the childcare Centres and to ensure there is appropriate record-keeping.
Where the term ‘drugs ’or ‘medications ’is used in this policy, the term refers to any product with a drug identification number (DIN), with the exception of sunscreen, lotion, lip balm, bug spray, hand sanitizer and diaper cream that is not
used for acute, symptomatic treatment. For the purpose of this policy, drugs and medications fall into the following two categories, unless otherwise specified:

1. Prescription, intended for acute, symptomatic treatment; and
2. Over-the-counter, intended for acute, symptomatic treatment.

The policy and procedures support children’s health, safety and well-being by setting out measures to:
· Ensure children receive only those drugs or medications deemed necessary and appropriate by their parents;
· Reduce the potential for errors;
· Ensure medications do not spoil due to improper storage;
· Prevent accidental ingestion;
· Administer emergency allergy and asthma drugs or medications quickly when needed; and
· Safely administer drugs and medications according to establish routines.
The policy is intended to fulfill the obligations set out under Ontario Regulation 137/15 for the administration of drugs and medication in a childcare centre.

[bookmark: Policy]Policy
1. Parental Authorization to Administer Medication
1.1. 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.

1.2. Prescription and over-the-counter medications for acute, symptomatic treatment will only be administered to a child where a parent of the child has given written authorization to do so by completing the child care centre’s Authorization for Medication Administration form. The Authorization for Medication Administration form must be accompanied by a doctor’s note for over-the-counter medications.

1.3. The authorization must include a schedule that sets out the times the drug or medication is to be given and the amounts to be administered.

1.4. Where a drug or medication is to be administered to a child on an “as needed” basis (i.e. there is no specific schedule or time of the day for administration), the drug or medication
must be accompanied with a doctor’s note outlining signs and symptoms for administering the drug or medication and the appropriate dosage. In addition, the Authorization for Medication
[bookmark: 31]31

Administration Form must clearly indicate the situations under which the medication is to be given as outlined in the doctor’s note, including observable symptoms.
[bookmark: Examples_may_include:]Examples may include:
· When the child has a fever of 39.5 degrees Celsius or higher
· When the child has a persistent cough and/or difficulty breathing; and
· When red hives appear on the skin, etc.

1.5. Prescription/over-the-counter skin products (with a DIN) that need to be administered for acute or symptomatic treatment will only be administered to a child where a parent of the child has given written authorization to do so by completing the child care centre’s Authorization for Medication Administration.

1.6. Authorization for Medication Administration Forms will be reviewed with parents when
a new medication is introduced to the child, and every two weeks thereafter, to ensure the dosage continues to be accurate (e.g. based on the child’s age or weight).

1.7. As long as sunscreen, lotion, lip balm, bug spray, hand sanitizer and diaper cream are non-prescription and/or are not for acute (symptomatic) treatment, and due to their longer-term daily usage, these products:
· Must have a blanket authorization from a parent on the enrolment form;
· Can be administered without an Authorization for Medication Administration form; and
· Do not require record-keeping


2. [bookmark: 2._Drug_and_Medication_Requirements]Drug and Medication Requirements
All drugs and medications to be administered to children must meet the following requirements:
2.1. All drugs and medications must be stored in their original containers as supplied by a pharmacist, or their original packages. Medications that have been removed from their original package or transferred into a different container will not be accepted or administered to children.

2.2. All drug or medication containers must be clearly labelled with:
· The child’s full name;
· The name of the drug or medication;
· The dosage of the drug or medication;
· Instructions for storage;
· Instructions for administration;
· The date of purchase of the medication for prescription medications; and
· The expiry date of the medication, if applicable.

2.3. The information provided on the written parental authorization must match with all the requirements listed above.
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2.4. Where information is missing on a drug or medication label and/or the written parental authorization does not match the label on the labelled container, the childcare centre will not accept or administer the medication until the label and/or written parental authorization accurately contains all the required information.

2.5. Over-the-counter epinephrine purchased for a specific child can be administered to a child with an individualized plan and emergency procedures for an anaphylactic allergy
as long as it is accompanied by a doctor’s note and is clearly labeled with the child’s name, the name of the drug or medication, the dosage, the date of expiration and the instructions for storage and administration.

2.6. Drugs or medications purchased by staff, students or volunteers for their own use will be kept inaccessible (e.g. stored in locker versus left in a purse in the classroom) to children and will not be administered to children at any time, except where written parental authorization to administer has been obtained (e.g. hand sanitizer).


3. [bookmark: 3._Drug_and_Medication_Handling_and_Stor]Drug and Medication Handling and Storage

All drugs or medications will be kept inaccessible to children at all times in a locked container or area (e.g. in a refrigerator, cabinet, cupboard or drawer). There are exceptions for emergency medications as outlined below:

3.1. Emergency medications will never be locked up and will be made easily accessible to all staff while being kept out of the reach of children, including during outdoor play periods and off-premises activities.

3.2. Where a child has written permission to carry their emergency allergy or asthma medication, precautions will be taken to ensure that these medications are not accessible to other children (i.e. in cubbies or backpacks that are unattended).

3.3. In case of an emergency, all staff, students and volunteers will be made aware of the location of children’s emergency medications at all times.

3.4. Emergency medications will be brought on all field trips, evacuations and off-site activities.

3.5. Any topical products or drugs/medication in the first aid kit will not be used on children to clean or treat wounds. Children’s cuts and wounds will be disinfected in accordance with local public health recommendations.

3.6. All drugs and medications for children will be stored in accordance with the instructions for storage on the label. Medication requiring refrigeration will be stored in the refrigerator in a locked container.
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3.7. Where drugs or medications are past their expiry date, they will be returned to the parent of the child, where possible, and this will be documented on the Authorization for Medication Administration Form.

3.8. Any drugs or medications remaining after the treatment period will be returned to a parent of the child, where possible, and this will be documented on the Authorization for Medication Administration Form.

3.9. Where attempts have been made to return a drug or medication to a parent and the parent has not taken the medication home, the person in charge of drugs and medications will ensure that the efforts made to return the drug or medication have been documented in the appropriate staff communication book (e.g. daily written record), and the drug or medication will be returned to a pharmacist for proper disposal.


4. [bookmark: 4._Drug_and_Medication_Administration]Drug and Medication Administration

Drugs or medications will be administered according to the instructions on the label and only with written parental authorization.

4.1. Designated person(s) in charge of medications will deal with all drugs and medications to reduce the potential for errors, whether on or off the premises. Where the person(s) is absent, they will delegate this responsibility to another individual. The name of the individual who has been delegated and the duration of the delegation will be documented in the appropriate staff communication book (e.g. daily written record).

4.2. A drug or medication will only be administered from its original container as supplied by a pharmacist or its original package, and where the container is clearly labelled as outlined under the Drug and Medication Requirements section of this policy.

4.3. A drug or medication will only be administered using the appropriate dispenser (e.g. syringe, measuring spoon/cup, etc.).

4.4. To support the prompt administration of emergency medication:
· Emergency medications may be administered to a chid by any person trained on the child’s individualized plan at the child care centre; and
· Children will be allowed to carry their own asthma or emergency medication in accordance with this policy, the drug and medication administration procedures, and the child’s individualized plan, where applicable.

4.5. Drugs or medications that are expired (including epinephrine) will not be administered at any time.
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5. Record-Keeping

5.1. Records of medication administration will be completed using the Record of Medication Administration every time drugs or medications are administered. Completed records will be kept in the child’s file.

5.2. Where a child’s medication administration form includes a schedule setting out specific times to administer the medication and the child is absent on a day medication would have been administered, the child’s absence will be documented on the medication administration record to account for all days during the treatment period (excluding weekends, holidays and planned closures).

5.3. If a dose is missed or given late, reasons will be documented on the record of medication administration and a parent will be notified as soon as possible as it may impact the treatment schedule or the child’s health.

5.4. Where a drug or medication is administered ‘as needed’ to treat specific symptoms outlined in a child’s medication administration form or individualized plan and emergency procedures for an anaphylactic allergy (e.g. asthma, fever, allergic reaction), the administration and the reason for administering will be documented in the appropriate staff communication book (e.g. daily written record) and in the child’s symptoms of illness record. A parent of the child will be notified.

[bookmark: Confidentiality]Confidentiality
Information about a child’s medical needs will be treated confidentially and every effort will be made to protect the privacy of the child, except when information must be disclosed for the purpose of implementing the procedures in this policy and for legal reasons (e.g., to the Ministry of Education, College of Early Childhood Educators, law enforcement authorities or a Children’s Aid Society).
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[bookmark: Drug_and_Medication_Administration_Proce]Drug and Medication Administration Procedures

	Scenario
	Responsibilities

	Scenario A Parent requests that a drug or medication (prescription or over-the-counter) be administere d to their child and provides the drug/medica tion.
	Staff must:
1. Provide the parent with the appropriate form to complete to obtain written authorization to administer the medication
2. Verify that the drug or medication:
· Is accompanied by a doctor’s note (for over the counter medications)
· Is in its original container as prescribed by the pharmacists or in the case of over-the- counter medications is in its original package, and
· Is not expired.
3. Obtain the appropriate dispenser, where applicable;
4. Review the medication administration form and doctor’s note, where applicable, and the label to verify that all sections are complete and accurate; and that the information inthe authorization matches the medication label
*Where errors are found on the form or the label is incomplete, the form/medication must be returned to the parent to make, and initial, corrections.
5. Sign the form once it is complete and accurate.
6. Take the drug or medication and dispenser and store it in the designated locked storage space in accordance with the instructions for storage onthe label.
**Log the receipt of the authorization form and the drug/medication for the child in the appropriate staff communication book (i.e. daily written record).
-

	Scenario B Child is authorized to carry their own emergency allergy medication.
	Staff must:
1. Ensure that written parental authorization is obtained to allow the child to carry their own emergency medication;
2 Ensure that the medication remains on the child (i.e. fanny pack, holster) and is not kept or left unattended anywhere at the child care centre (i.e. in the child’s cubby or backpack)
3. Ensure that appropriate supervision is maintained of the child while they are carrying their medication and children in their proximity so that other children do not have access to the medication
4. Where there are safety concerns relating to the child carrying their own medication (i.e. exposure to other children), notify the Supervisor/Designate and the child’s parent of these concerns and discuss and implement mitigating strategies. Document the concerns and resulting actions in the appropriate staff communication book (i.e. daily written
record).
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	Scenari o C Prescription or over-the-counter drug or medication must be administere d to a child.
	1. Where a non-emergency medication must be administered, the person in charge must:
· Prepare the medication dosage in a well-lit area in the appropriate measuring device, where applicable (i.e. do not use a household spoon for liquid medications)
· Where possible, remove the child from the activity area to a quiet are with the least possible interruption
· Administer the medication to the child in accordance with the instructions on the label and the written parental authorization
· Document the administration of the drug or medication and any comments/observations on the medication administration record after it has been administered
· Store the medication in the designated storage space in accordance with the instructions on the label and the parental authorization received on the medication administration form
· Where applicable, document any symptoms of ill health in the child’s records
· Where a medication is administered on an “as needed” basis, notify a parent of the child
· Where a child is absent, document the absence on the Record of Drug/Medication Administration Form
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	Scenario D
Prescription or over-the-counter drug or medication must be administered to a child. – cont.
	2. Where an emergency allergy medication must be administered due to a severe allergic reaction, the staff who becomes aware of the emergency situation must immediately:
· Administer the emergency medication to the child in accordance with the emergency procedures on the child’s individualized plan
· Administer first aid to the child, where appropriate
· Contact, or have another person contact emergency services, where appropriate
· Contact, or have the Supervisor/designate contact a parent of the child
After the emergency situation has ended:
· Document the administration of the drug or medication on the medication administration record form
· Document the incident in the appropriate staff communication book (i.e. daily written record)
· Document any symptoms of ill health in the child’s records, where applicable
3. Where a child is authorized to self-administer their own drug or medication, the person in charge must:
· Supervise and observe the child self-administer the drub/medication to ensure that the proper dosage and procedure for administration is being followed
· Where the child asks for help, assist the child in accordance with the parent’s written authorization
· Document the administration of the drug or medication and any comments or observations on the medication administration record after it has been administered
· Store the medication in the designated storage space in accordance with the instructions on the label and the parental authorization received on the medication administration form, unless the child is authorized to carry their own emergency allergy medication (in such cases, follow the steps outlined in the scenario listed above)
· Where applicable, document any symptoms of ill health in the child’s records

Where there are safety concerns relating to the child’s self-administration of drugs or medications, notify the supervisor/designate and the child’s parent of these concerns, and discuss and implement mitigating strategies. Document the concerns and resulting actions in the appropriate staff communication book (i.e. daily written record)

	Scenario E
A child has a reaction to an administer ed drug or medicatio n.
	1. Where adverse symptoms appear upon medication administration, the person in charge must immediately:
· Administer first aid to the child, where appropriate
· Contact emergency services, where appropriate, and send the drug/medication and administration information with the child if they are leaving the premises to seek medical attention
· Notify the parent of the child
· Notify the supervisor/designate
· Document the incident in the appropriate staff communication book (i.e. daily written record)
· Document any symptoms of ill health in the child’s records, where applicable

2. Where the reaction results in a life-threatening situation for the child, call emergency services and follow the serious occurrence policy and	2 procedures.
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	Scenario F Drug or medication is administered incorrectly (i.e. wrong time, dosage, etc.) Scenario F – cont.
	1. The person in charge must immediately:
· Where applicable, follow the steps outlined in Scenario D
· Contact the parent of the child to report the error
· Report the error to the supervisor/designate
· Document the actual administration of the drug/medication on themedication administration record
· Document the incident in the appropriate staff communication book
Where any reaction to a drug or medication results in a life-threatening situation for the child, call emergency services and follow the serious occurrence policy and procedures.

	Scenar io G Drug or medicatio n is administer ed to the wrong child.
	1. The person in charge must immediately:
· Where applicable, follow the steps outlined in Scenario D
· Contact the parents of the children affected to report the error
· Report the error to the supervisor/designate
· Document the incident in the appropriate staff communication book
· Administer the medication to the correct child per Scenario B

Where any reaction to a drug or medication results in a life-threatening situation for the child, call emergency services and follow the serious occurrence policy and procedures.

	Scenario H Surplus or expired medication is on site.
	1. Where possible, the surplus or expired medication must be returned to a parent of the child.
2. Where attempts have been made to return a drug or medication to a parent and the parent has not taken the medication home, the person in charge of drugs and medications will attempt to return unused drugs or medications to a local pharmacist for proper disposal.

Do not flush any drugs or medications down the toilet or sink, or throw them in the garbage.
























2

Wait list Policy

Purpose:
This policy and the procedures within provide for waiting lists to be administered in a transparent manner. It supports the availability of information about the waiting list for prospective parents in a way that maintains the privacy and confidentiality of children.
The procedures provide steps that will be followed to place children on the waiting list, offer admission, and provide parents with information about their child’s position on the waiting list.
1. DEPOSIT:
You cannot charge or collect a fee or deposit for the placement of a child on your waitlist. You CAN charge a deposit if you are SECURING them a spot.
2. ORDER OF ADMISSION:
· Priority will be given to siblings who are already enrolled in our centre.
· Next in line are the people on the city waitlist.
· Remaining spots will be filled by people that call or email our centre (Our internal waitlist).
· A waitlist will be kept in the Supervisors office maintained in a binder. It is necessary to use this to control your waitlist. Please include ALL people from the above mentioned on your waitlist. c) Confidentiality of the
3. Confidentiality of the Wait list:
· Wait list is to remain in the locked Supervisors office at all times.
· Wait list will remain confidential at all times. The only information staff can share with a potential family is where their child is on the waitlist.
· At no times can a staff member disclose other names that are on the waitlist.
4. Advising the client of their place on the waitlist:
· You are permitted to advise the client what place they hold on the waitlist
· At any time a potential client can be informed where they are on the wait list, however this must be done without jeopardizing the confidentiality of the other families on the wait list.
5. Parent Handbook
· Please ensure to have this policy included in the parent handbook












25

[bookmark: Blank_Page]Child Care Centre 
Safe Arrival and Dismissal Policy and Procedures
Name of Child Care Centre: St, Matthew’s Children’s Centre
Date Policy and Procedures Established: November 16 2023
Date Policy and Procedures Updated: November 16, 2023
Purpose	
This policy and the procedures within help support the safe arrival and dismissal of children receiving care.  
This policy will provide staff, students and volunteers with a clear understanding of their roles and responsibilities for ensuring the safe arrival and dismissal of children receiving care, including what steps are to be taken when a child does not arrive at the child care centre as expected, as well as steps to follow to ensure the safe dismissal of children. 
This policy is intended to fulfill the obligations set out under Ontario Regulation 137/15 for policies and procedures regarding the safe arrival and dismissal of children in care.
Note: definitions for terms used throughout this policy are provided in a Glossary at the end of the document.

Policy
General
St. Matthew’s Children’s Centre will ensure that any child receiving child care at the child care centre is only released to the child’s parent/guardian or an individual that the parent/guardian has provided written authorization the child care centre may release the child to.
· Where a child does not arrive in care as expected or is not picked up as expected, staff must follow the safe arrival and dismissal procedures set out below.
Procedures
Accepting a child into care 
1. When accepting a child into care at the time of drop-off, program staff in the room must:
· greet the parent/guardian and child.
· ask the parent/guardian how the child’s evening/morning has been and if there are any changes to the child’s pick-up procedure (i.e., someone other than the parent/guardian picking up).  Where the parent/guardian has indicated that someone other than the child’s parent/guardians will be picking up, the staff must confirm that the person is listed on The Emergency Contact form as part of the intake package. Or where the individual is not listed, ask the parent/guardian to provide authorization for pick-up in writing (e.g., note or email).
· document the change in pick-up procedure in the daily written record.
· sign the child in on the classroom attendance record.
Where a child has not arrived in care as expected
1. Where a child does not arrive at the child care centre and the parent/guardian has not communicated a change in drop-off (e.g., left a voice message or advised the closing staff at pick-up), the staff in the classroom must:
· inform the Supervisor, Manager and extra support staff and they must commence contacting the child’s parent/guardian no later than 10:00am. Staff shall call and or email through the parent portal and attempt to speak with parent or guardian and if this fails, leave a message through phone or email.
2. Once the child’s absence has been confirmed, program staff shall document the child’s absence on the attendance record and any additional information about the child’s absence in the daily written record.
Releasing a child from care
1. The staff who is supervising the child at the time of pick-up shall only release the child to the child’s parent/guardian or individual that the parent/guardian has provided written authorization that the child care may release the child to.  Where the staff does not know the individual picking up the child (i.e., parent/guardian or authorized individual),
· confirm with another staff member that the individual picking up is the child’s parent/guardian/authorized individual.
· where the above is not possible, ask the parent/guardian/authorized individual for photo identification and confirm the individual’s information against the parent/guardian/authorized individual’s name on the child’s file or written authorization.
Where a child has not been picked up as expected (before centre closes)
1. Where a parent/guardian has previously communicated with the staff a specific time or timeframe that their child is to be picked up from care and the child has not been picked up the staff will attempt to contact parent or guardian fifteen minutes before the centre closes and again at five minutes before. The program staff or extra support staff shall contact the parent/guardian by way of phone and advise that the child is still in care and has not been picked up.  
· Where the staff is unable to reach the parent/guardian, staff must begin to contact the emergency contacts. Where the individual picking up the child is an authorized individual and their contact information is available, the staff shall proceed with contacting the individual to confirm pick-up as per the parent/guardian’s instructions or leave a voice message to contact the centre.
· Where the staff has not heard back from the parent/guardian or authorized individual who was to pick up the child the staff shall wait until program closes and then refer to procedures under “where a child has not been picked up and program is closed”.

Where a child has not been picked up and the centre is closed
1. Where a parent/guardian or authorized individual who was supposed to pick up a child from care and has not arrived by 6:00, staff shall ensure that the child is given a snack and activity, while they await their pick-up.  
2. One staff shall stay with the child, while a second staff proceeds with calling the parent/guardian to advise that the child is still in care and inquire their pick-up time.  In the case where the person picking up the child is an authorized individual, the staff shall  contact the parent/guardian first and then proceed to contact the authorized individual responsible for pick-up if unable to reach the parent/guardian.
3. If the staff is unable to reach the parent/guardian or authorized individual who was responsible for picking up the child, the staff shall continue to reach out to all individuals listed as emergency contacts for the child.
4. Where the staff is unable to reach the parent/guardian or any other authorized individual listed on the child’s file (e.g., the emergency contacts) by 6:30pm, the staff shall proceed with contacting the local Children’s Aid Society (CAS) 905-522-8053.  Staff shall follow the CAS’s direction with respect to next steps. 
Dismissing a child from care without supervision procedures
[bookmark: _Hlk146112978]Option 1:  Staff will only release children from care to the parent/guardian or other authorized adult.  Under no circumstances will children be released from care to walk home alone.
Glossary
Individual authorized to pick-up/authorized individual: a person that the parent/guardian has advised the child care program staff in writing can pick-up their child from care.

Licensee: The individual or corporation named on the licence issued by the Ministry of Education responsible for the operation and management of the child care centre and home child agency. 

Parent/guardian: A person having lawful custody of a child or a person who has demonstrated a settled intention to treat a child as a child of his or her family.
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Regulatory Requirements: Ontario Regulation 137/15
Safe arrival and dismissal policy
      50.  Every licensee shall ensure that each child care centre it operates and each premises where it oversees the provision of home child care has a policy respecting the safe arrival and dismissal of children that,
        (a)   provides that a child may only be released from the child care centre or home child care premises,
                     (i)    to individuals indicated by a child’s parent, or
                    (ii)   in accordance with written permission from a child’s parent to release the child from the program at a specified time without supervision; and
        (b)   sets out the steps that must be taken if,
                     (i)    a child does not arrive as expected at the centre or home child care premises, or
                    (ii)    a child is not picked up as expected from the centre or home child care premises. 

Disclaimer: This document is a sample of a policy and procedure that has been prepared to assist licensees in understanding their obligations under the Child Care and Early Years Act, 2014 (CCEYA) and O. Reg. 137/15. It is the responsibility of the licensee to ensure that the information included in this document is appropriately modified to reflect the individual circumstances and needs of each child care centre it operates and each premises where the licensee oversees the provision of home child care.

Please be advised that this document does not constitute legal advice and should not be relied on as such. The information provided in this document does not impact the Ministry’s authority to enforce the CCEYA and its regulations. Ministry staff will continue to enforce such legislation based on the facts as they may find them at the time of any inspection or investigation. 

It is the responsibility of the licensee to ensure compliance with all applicable legislation. If the licensee requires assistance with respect to the interpretation of the legislation and its application, the licensee may wish to consult legal counsel. 
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Self-regulation refers to how
well we manage stress, how
much energy we expend, and
how well we recover.

-Dr. Stuart Shanker
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