
Phone: 780-743-1106 

Fax: 780-743-1107 

E-mail:   

Children First: Eagle Ridge Nest 

285 Sandpiper Road 

Fort McMurray AB 

T9K 0K9 

 

Feedback/Complaints: 
 
If you have a complaint/concern please discuss it with 
the person involved.  If the matter is not resolved 
please contact the Director of the centre.  If you feel 
the matter still has not been resolved, you may wish to 
contact the President of the Board of the Children First: 
Community Child Care Network Society. Phone: (780)
880-7327     Hope Moffatt          
 
We appreciate any feedback and encourage staff and 
families to communicate any suggestions they may 
have to improve on our program. 

Parent 

Handbook   

Policies and Procedures 

Date: September 30, 2011 

Ch i l d r e n  F i r s t :  
E a g l e  R i dge  Ne s t  
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Enrolment Fee = $ 
This is a one time, non-refundable administration fee due at the 
time of registration. 
  
Security Deposit = $325.00  
This is a $300.00 refundable security deposit due at the time of 
registration, which is subject to a $25.00 administration fee.  
The $300.00 will be refunded at the time the child is withdrawn, 
providing one month’s written notice of withdrawal is given and 
the account is in good standing. 
  
Monthly Fee = $ 
Fees are calculated per child, per month and are payable to the 
Children First: Community Child Care Network Society.  Fees are 
a pre-payment for your child’s care and are due the first of 
each month. 
  
Late Fee = $10.00 per 10 minutes  
If a child is not picked up by 6:00 pm later charges will apply.  
  
Absences/Vacation 
Fees are still applicable during absences and/or vacations in or-
der to hold your child’s space. 
  
Subsidy 
The Child Care Subsidy Program provided through Alberta Chil-
dren & Youth Services helps qualifying parent(s) meet the cost of 
childcare services for their child(ren). 
Child Care Subsidy applications are available through Eagle Ridge 
Nest or by visiting the Government of Alberta Children & Youth 
Services web page at www.child.alberta.ca. 
  
Leaving Care 
Written notice of your intention to withdraw from care must be 
given one month in advance or one month’s fees will be payable 
in lieu of notice. 
 
 

Explanation of Fees 
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Abandonment and Parent/Guardian Impairment 
If, for some reason, your child has not been picked up one hour 
after the day care is closed and staff are unable to reach you or 
your emergency contacts, we are required, by law, to contact 
the Northeast Child & Family Services Authority.  They will pick 
up your child.  
  
If staff suspect that the person who arrives to pick up a child is 
under the influence of drugs or alcohol and that their behaviour 
could be a safety issue to your child, the following procedures 
will be followed: 

· You will be requested to call someone else to pick up your 
child. 

 In the event that you refuse to comply, staff will notify the 
RCMP of your suspected condition and provide them with your 
name, address, and description of your car and license plate 
number. 

 We will notify Northeast Child & Family Services Authority of 
all of the above. 

  
Child Abuse 
By law, any parent or childcare provider is obligated to report 
cases of suspected child abuse.  It is a criminal offence if one 
does not report such cases. 
  
Custody and Parent Access 
In cases where custody of children has been awarded by a court 
to one parent/guardian and restricted access or no access by the 
other parent has been specified, a copy of the court order must 
be kept on file with the child's records in the Eagle Ridge office. 
  
If a custody order prohibiting access by a parent exists but has 
not been supplied, the parent cannot be denied access to his/her 
child. 
  
Only custodial parents or authorized persons may collect chil-
dren from the Provider. 

Protecting Children Children First: Eagle Ridge Nest 
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Program Philosophy 

Eag le  R idge  Nes t  

At Children First: Eagle Ridge Nest, we consider childcare to be 
an extension of the child's home and work toward building col-
laborative partnerships with parents.  
Infants and toddlers develop their natural intelligence through 
movement, play and social interaction. Our participatory ap-
proach to caregiving tasks such as eating, napping and clothes 
changing are incorporated into the daily life of the program, 
starting right in our infant room and throughout the centre. 
Emphasis is placed on "emergent" curriculum, which arises out of 
the interactions between children, adults and materials. Staff 
plan experiences for children based on their observations of chil-
dren’s interests and needs, community events, seasonal changes 
and their own passions. Activities include sand & water play, sci-
ence investigation, art, music, movement, block building, story-
telling, dramatic play, field trips and active outdoor activities.  
We are committed to an anti-bias curriculum and therefore pro-
vide an environment which reflects appreciation for diversity and 
non-stereotypic images and roles. Care is taken to choose books, 
music and classroom materials that reflect a sense of diversity 
and non-stereotypical images.  
Children develop problem solving and conflict resolution skills as 
they participate in the broader community outside their 
home.  Social development is a central focus of our program; 
therefore children learn how to be a friend, to express empathy 
and compassion and to interact comfortably with people differ-
ent from themselves. 
We count these people/programs as our mentors, influences and 
inspirations:  Raffi, Charlotte Diamond, Elizabeth (Betty) Jones, 
Magda Gerber and the RIE approach, Bev Bos, Louise Derman-
Sparks, Eleanor Reynolds, Tom Hunter, Margie Carter & Deb Cur-
tis, the schools of Reggio Emelia, Stephan Covey, Sean Covey, 
Marshall Rosenberg and the children and families themselves - 
Circles of Support.  

 

Emergency Procedures Continued.. 
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Portable Records 
Portable records will include each child’s name, birth date, and 
home address, parent’s name, home address, and telephone 
number, and the name, address and telephone number of an 
emergency contact.  They will also include immunization and 
allergy information for each child as well as any other relevant 
health care information.  The telephone numbers for the local 
emergency response service and poison control centre will also 
be included. 
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Emergency Care 
Should a child require emergency care, (defined as life-
threatening, unconscious, broken bones, allergic reaction) an 
ambulance will be called and the child will be taken to the Hos-
pital.  Staff will do everything possible to contact the parent/
guardian to advise them immediately.  
In all cases, staff will use the best practice available to them.   
 
Accident or Illness 
In the event that an accident occurs or a child becomes ill while 
in care, every effort will be made to contact the child’s parent.  
If the child’s parent cannot be contacted, we will then attempt 
to contact the emergency contacts from the child’s enrollment 
form.  Continuous efforts will be made to contact the child’s par-
ent.  If an accident or serious illness occurs, the program super-
visor will ensure that the child receives any medical treatment 
necessary as soon as possible.  The staff member who witnessed 
the accident or onset of illness will be required to fill out a re-
port.  The witnessing staff member, program supervisor, and par-
ent must sign the report.  The parent will receive a copy of the 
report and the original will be kept on file in the office. 
 
Incident Reporting 
In the event of a serious illness or injury the program supervisor 
will be responsible for reporting it to a licensing officer of the 
Northeastern Child and Family Services Authority.  This may in-
clude: an injury that requires medical attention; a child is re-
moved from the premises by an unauthorized person; a child is 
abandoned at the centre; a child is lost; an intruder on the 
premises; emergency closure of the centre or an emergency 
evacuation.  Serious illnesses or injuries will be reported within 
two business days to a licensing officer. 
 
Emergency Procedures 

Emergency procedures and contact numbers will be posted in 
each room and detailed in the Parent and Employee Handbooks.  
This will allow staff and families to become familiar with the proce-
dures.  Staff will practice the emergency evacuation procedures 
with the children on a regular basis so they too will be aware.  
Staff will carry the portable records and attendance during these 
drills.      

Emergency Procedures Programming 
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Field Trips 
 
Outings are an integral part of the program. They provide experi-
ences for children, similar to those experienced by children who 
are cared for by non-working parents / guardians. 
 
Transportation  
  
Written permission must first be obtained from parents or 
guardians before children in care are taken on any excursion out-
side the local area. Parents will be informed of the activity in 
writing, in advance.  The information provided will detail the 
activity, the time, date, mode of transportation and supervision 
arrangements for the activity. 
 
School Bus Arrangements 
For those children who are required to take the school bus to 
school, our staff will make sure that they are safely dropped off 
and picked up from the closest stop to the centre.  Your child 
will be the responsibility of the centre once they are safely 
dropped off at the bus stop, not before.  Prior to their drop off, 
kindergarten children are in the care of the school and driver. 
Staff will not be going to the bus stop in temperatures colder 
than -25 including the wind chill.  It is unsafe to expose staff and 
children to those temperatures for more than 10 minutes.  
Hours of Operation 
Monday — Friday 6:00 am —  6:00 pm 
Closed on the following holidays: New Year’s Day, Alberta Family 
Day, Good Friday, Easter Monday, Victoria Day, Canada Day, 
Heritage Day, Labour Day, Thanksgiving Day, Remembrance Day, 
Christmas Day, and Boxing Day.   
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Children First promotes a problem-solving philosophy with 
regards to guiding children's behaviour.  According to Eleanor 
Reynolds' Guiding Young Children: A Problem-Solving Approach, 
“problem solving emphasizes humans' innate ability to solve their 
problems by calling on their inner resources” (2008, p. 4).  The 
goal of the problem-solving approach is to help children develop 
those inner resources and learn how to apply them in socially 

acceptable ways.   

Problem-solving helps to develop children's self-esteem, their 
ability to solve their own problems, and their ability to show 
empathy towards others.  Developing self-control and learning 
appropriate social behaviours are essential to children’s social 
development.  By encouraging children’s self-respect and respect 
for others, caregivers can help children develop self-control and 

sensitivity in their interactions with others. 

Through problem-solving we can work to prevent children's 
inappropriate behaviour by setting up the environment, 
preparing for transitions, setting limits, and actively listening to 
children's feelings. We can 
also intervene in children's 
behaviour by helping them 
learn to negotiate.      
 
Guidance Policy 
Staff will be encouraged to 
use a problem solving 
philosophy when guiding 
children’s behaviour.  They 
will communicate their 
expectations by modifying 
the environment and 
setting clear limits for the children in their care.  The 
environment will offer freedom with safety, organized learning 
centres, experience, experimentation, and exploration, choices 
and decision-making, responsibility, risk taking, and play of 
every kind.  When children are in an environment designed for 
them and conducive to their needs they will require less 
guidance with their behaviour.  We want children to be set up 
for success in our centre. 

Guiding Children’s Behviour Health and Wellness Continued... 
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Manner of Feeding 

Children who are developmentally able will sit at the table to 
eat their meals and will feed themselves.  They are to remain 
seated when eating or drinking.  Staff will help those develop-
mentally unable to feed themselves and they will feed infants.  
Children, including infants, will not be given beverages during 
nap time.   
 
Weather Conditions 
During the summer staff will apply sunscreen to all children over 
the age of 12 months.  Parents may be required to supply sun-
screen that is SPF 15 or higher for their child. 
 
To protect your child from severely cold weather, staff may keep 
your child indoors should the temperature reach –25 or colder.  
This includes wind chills.  
 
Smoking 
Smoking is not permitted on the premises of Eagle Ridge Nest or 
on any other premises on which child care is being provided by 
our staff members. This applies to staff members, parents, and 
any other guests who may be present on the premises.  
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 Medication 
Staff may administer medication when 

Written consent from the has been obtained from the child’s 
parent. 

 The medication is in the original labeled container. 

 The medication is administered according to the labeled direc-
tions. 

 The name of the medication, time of administration, dosage, 
and the initials of the person administering it are recorded. 

 All medication is kept inaccessible to the children in a locked 
container. 

 Emergency medication (ie. Epi-pen) is kept inaccessible to chil-
dren while available to staff in the event of an emergency. 
  
Immunization 
 The Public Health (Amendment) Act 1992 requires parents of all 
children enrolling in childcare to provide documented evidence 
of the child’s immunization status.  Immunization is not compul-
sory.  If you have respectfully declined immunizations for your 
child, please submit that in writing and it will be added to your 
child’s file. 
 
Hand Washing 

Staff encourage and monitor children washing hands on ar-
rival, before handling food, before eating, after going to the 
toilet, after playing outside, after wiping a nose, and some-
times before going home.   
 
Nutrition 
Children First: Eagle Ridge Nest promotes Canada’s Food Guide 
and the provision of food that provides children with a safe and 
nutritious diet. 
Children will be provided food and drinks that are nutritious, 
adequate in quantity, varied, and appropriate to the develop-
mental needs of the child; 
Special dietary needs will be met by the centre.  Parents may 
have to provide special dietary items.  Parents are to keep all 
outside food at home unless special permission has been given by 
the Director.  
2 snacks containing a minimum of 2 food groups and a lunch con-
taining the four food groups will be provided. 
Meal plans will be posted for parents to see. 

Health and Wellness Continued... Guiding Children’s Behaviour 
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Guidance Policy Continued... 
We will encourage staff to clearly state their expectations by 
setting limits.  Limits can be set in a variety of ways.  Staff can 
use I-messages, give 
information, provide 
children with natural or 
logical consequences, use 
contingencies, give choices, 
or as a last resort removal 
or sitting apart with and 
adult.  These methods are 
all described in the 
Employee Policy and 
Procedure Manual.  
Children First does not 
support “time out” as a method of discipline.   
 
Staff will guide children’s behaviour through a combination of 
active listening, negotiation and affirmations.  Staff will help 
children learn to understand and describe their feelings through 
active listening.  Staff can achieve this by validating and being 
supportive and understanding of the range of emotions children 
experience.  Once children can label and understand their 
emotions, staff can help them to learn to deal with those 
emotions in a socially acceptable way.  This can be achieved 
through negotiation.   
 
Staff will help the children identify the problem, think of 
possible solutions, decide on a solution that works for everyone 
involved, implement the solution, and follow through on the 
process.  Children will quickly develop their own problem solving 
skills and require less guidance with the process.  When they see 
that they can still get what they desire by way of problem 
solving, they are less likely to resort to inappropriate behaviours.  
To encourage positive behaviour, staff will use affirmations.  
Using positive messages, noticing, and reinforcement of 
behaviour, staff can encourage positive behaviour while boosting 
each child’s self-esteem.  There are a variety of both verbal and 
non-verbal ways to offer affirmations.  Affirmations are a way to 
prevent inappropriate behaviour.   
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Rationale 
The problem solving philosophy is a positive way to encourage 
children to use their inner resources to solve their problems.  
Problem solving promotes children’s decision-making skills and 
responsibility for their actions.  As a Fort McMurray organization 
we would like to promote the same guidance philosophy that is 
being taught at Keyano College in the Childhood Studies depart-
ment.  We will be encouraging staff to take courses and work-
shops that reflect this philosophy.  We believe that this philoso-
phy reflects the values and principles by which our centre will 
operate. 

 

Corporal punishment  
Corporal (physical) punishment of children, including hitting and 
spanking, is not an appropriate method of guiding children’s be-
haviour.  Regardless of the techniques used by parents in the 
home, corporal punishment must never be used in a child care 
setting. 
Staff are encouraged to use a variety of methods of guiding chil-
dren’s behaviour depending on the child and the situation.  In 
some situations it may be necessary to use several different 
methods before a situation can be resolved satisfactorily.   
Other discipline methods that are not acceptable include: harsh 
or degrading measures that humiliate or undermine a child’s self 
respect, isolating a child, or withholding food, shelter, clothing 
or bedding. 
 
 
If you have any questions or concerns at any time please contact 
the Program Supervisor. 

Guiding Children’s Behaviour Health and Wellness  
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Sick Children 
Staff are unable to care for children suffering from communica-
ble disease, contagious illness or high temperature (38 degrees 
or more).  Children must be able to partake in the program with-
out the aid of pain medications—parents must inform staff if 
their child has had such medications prior to arrival. 

 If the child has commenced on a course of antibiotics, they will 
not be permitted to re-enter the centre for at least 24 hours to 
allow the medication to take effect; 

 When a child arrives in care and does not appear well enough 
to be in attendance, parents will be required to take the child 
home; 

 If a child is not able to participate in the daily activities, in-
cluding outdoor play, they should remain home; 

 We retain the right to exclude any child who is obviously unwell 
or is regarded as a health risk to other children; 

 Parents are asked to notify the centre, within 24 hours, if the 
child has been diagnosed with any communicable disease/
infectious condition.   
  
Any diarrhea, vomiting or high temperature must be clear for at 
least 24 hours before returning to care to prevent the passing on 
of infection to other children and staff.  A written clearance 
from a Doctor may be required before the child can return. 

  
In the case of a child requiring immediate professional medical 
or dental attention, the provider will contact you or your nomi-
nated emergency contact person, if you are not available.   
  
Communicable Diseases 
Children and/or staff members with communicable diseases must 
be excluded for the period recommended by the Regional Health 
Centre authority. Parents or emergency contacts will be notified 
immediately to retrieve the child and the child will be separated 
from the other children.  Parents will be notified of any commu-
nicable diseases that enter the centre.  The program supervisor 
will contact the Public Health Unit when there is any case of the 
following: Diphtheria, measles, mumps, poliomyelitis (Polio), 
rubella, whooping cough, tetanus, a single case of meningitis, 
food borne illness in two or more persons, gastroenteritis, chick-
enpox, cold sores, conjunctivitis (Pinkeye), or influenza in three 
or more persons.  


