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INTRODUCTION 
 

Welcome, to the Children First: Community Day Home Agency. 

 

Children First: Community Child Care Network Society is a non-profit organization responsible for the 

operation of the Children First: Family Day Home Agency program. The Agency provides childcare 

through a network of approved Community Day Home Providers, who are recruited and supported by 

our program. 

 

Providers are selected for their childcare skills and their ability to provide children with a warm, safe 

and stimulating environment.  Our approved day homes are private residences that are operated by 

Providers under contract with Children First. A community day home provides a safe, stimulating, 

family-friendly home environment for children; and provides the opportunity for children to develop a 

close relationship with the Provider and other children in care.   

 

As a contracted Provider or an employee with the Children First: Community Day Home Agency you 

are required to be aware of and follow the outlined policies and procedures contained in this document 

at all times. You are encouraged to refer to the manual when discussing policies and procedures with 

parents and when you find yourself needing direction or clarification of a policy or procedure. Agency 

staff is available to discuss any questions/concerns you may have.  The Agency will monitor adherence 

to these policies through monthly home visits, program assessments and safety inspections. The Board, 

or the Board designee will ensure that all new staff are provided with the program guidelines and 

ensure that new staff members receive copies of the Provider Policy and Procedures Manual, Parent 

Handbook and Family Day Home Standards Manual. 

 

The manual is reviewed regularly by management and the Board of Directors in order to reflect 

changing community needs, provincial legislation and child care theory and practice. Your input 

during this process will be sought and all raised recommendations discussed and considered.  This 

manual will be reviewed yearly, at minimum.  All revised and/or new policies must be approved by the 

Board of Directors prior to implementation and will be distributed to staff, parents and providers, in 

writing. The policies and procedures will be available at all times in the Children First: Community 

Child Care Network Society office. Any revisions to these policies will be submitted to the Child and 

Family Services Authority for review and to ensure compliance. 

 

 

PROGRAM PHILOSOPY 
 

The goal of the Children First: Community Day Home Program is to provide a secure, happy and 

stimulating environment for children by supporting Providers and working in partnership with families 

to provide professional and high-quality care for the children entrusted to us. 

 

 

AGENCY’S PRINCIPLES 
 

The Agency strives to make every child feel respected, valued, and capable. We do this by ensuring 

that children are provided with a healthy, safe, child developing and nurturing environment.  
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The Agency has a commitment to provide child care programs that are culturally sensitive, appropriate 

and represent Wood Buffalo’s diverse cultural community; and programs that are inclusive and 

responsive to children with additional support needs.  

 

The Agency has a commitment to family centered care. We acknowledge that families are central to 

children’s healthy development and parents are experts about their children. We ensure that parents are 

an essential part of the team involving families in decisions and goal setting for their child.  We 

support the parents and family by ensuring that they have access to community resources.   

 

The Agency strives to maintain a high quality of programming by employing well trained staff who are 

emotionally engaged with the children; have the necessary knowledge, skill and abilities; and are 

offered continuous support and opportunities for professional development. 

 

 

 

WHAT CHILDREN FIRST PROVIDES 
 

Children First: Community Day Home Agency operates through a service agreement with Alberta 

Children and Youth Services. The Agency operates according to established standards and 

requirements. Providers operate under the terms of a contract with the Agency. Parents contract for 

child care programs with the Provider through the Agency.  

 Purpose 

The program exists to: 

1. Offer parents the option of a formal child care program in a family home setting where care is 

monitored to ensure it meets established standards and where parents can access assistance with 

fees through the child care subsidy program. 

2. Support parents who are looking for work, employed, going to school, or require care based on 

the special needs of the child or parent. 

3. Ensure that children’s health, safety and well-being are protected. 

 

 Agency Role 

Our mandate is to offer a quality childcare Program in a family environment that meets the needs of 

children and families within the Fort McMurray community.   

 

Our responsibilities include: 

 

1. Recruiting and monitoring providers, providing training, support and resources. 

2. Monitoring the placement of children in the contracted Provider's home. 

3. Providing professional resources to Providers. 

4. Investigating complaints and critical incidents. 

5. Managing childcare fee collection from parents and distributing payment to Providers. 
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 Provider Role 

Providers are responsible for: 

 

1. Safety, health and well-being of children in their care. 

2. Complying with standards of care set out in the Alberta Child and Family Services Authority, 

Family Day Home Standards Manual, Agency Policy and Procedures Manual for Providers and 

with the terms of the Agency/Provider/Parent contractual agreement. 

 

 

 

PROVIDER INFORMATION 
 

Provider Approval 

Providers are provided with a Certificate of Approval on commencement, and at re-registration each 

year. The Certificate of Approval must be displayed in the Provider’s home in a prominent position.  

Registration is renewed annually after completion of the following: 

 

1. Home safety check 

2. First Aid Re-certification 

3. Insurance renewal 

4. Renew Provider Agreement 

Number of Children in Care  

The number of children placed with a Provider is currently set at 6 under 11 years of age. Of these 

children, not more than 3 of the children may be under 3 years of age, and of these children, not more 

than 2 may be under 2 years of age.  These numbers include the Provider’s own children and apply to 

substitute or back-up care Providers also.   

The maximum number of children to be placed with a Provider is determined by and reviewed as 

circumstances (e.g. Provider health, family structure, etc) change. 

 

Termination of Provider Approval  

The Program maintains the right to terminate a Provider agreement for failure to provide a standard of 

care acceptable to the program, or breaching the Provider agreement, Agency policy, or provincial 

regulations. 

 

Monitoring Provider Care 

 Providers will be required to meet safety and health standards and Family Day Home Standards. 

Every provider will undergo inspections by the Agency’s community day home consultant on a 

regular basis which will include scheduled and unscheduled visits.  Providers will be give 48 hours 

notice of a scheduled visit. 

 There will be a minimum of 6 visits per year and at minimum two of these visits will be safety 

checks.  In the event of a major life event, these visits will increase. 

 The safety checklists are approved by the Child and Family Service Authority.  Any changes to this 

form will be resubmitted for re-approval. 
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 Consultant will complete a monitoring report and provide a copy to the Provider and retain a copy 

for Agency files. Any necessary follow up will be completed within 30 days to ensure that any 

identified concerns have been addressed. 

  The Agency will investigate complaints and critical incidents by completing a report.  All 

complaints and serious incidents will be reported to the Child and Family Services Authority. 

Complaints are reported monthly and serious incidents are reported within 24 hours. Any necessary 

follow up will be completed by Agency Consultant until a resolution is achieved.   

 The Agency will monitor through monthly activity reports of the Provider’s developmentally 

appropriate activities for children placed in her/his care. 

 The Agency will conduct yearly Provider Performance Assessments upon renewal of the Provider 

contract.   

 Agency will evaluate programs through parent satisfaction surveys and/or Provider/Parent exit 

reports.   

 The Agency will record all contact made with providers and parents on the Record of Contact 

form. 

 

 

PROVIDER TRAINING AND DEVELOPMENT 
 

The Agency will comply with Standard 5 requirements of the Alberta Children’s Programs: 

requirements for Family Day Home Agencies, and in so doing, will provide training opportunities for 

Providers in order that the Providers may understand their duties and responsibilities in meeting the 

needs of the children and families they serve.  

 

The following steps will be followed to meet the Provider training requirements: 

 

1) Provider Performance Assessment: Agency Coordinator/home visitor will complete a  

             yearly performance assessment 

 

2) Previous Training Assessment: upon signing up with the Agency, the coordinator and              

provider will complete a prior training assessment 

 

3) Individual Training Plan: An individual training plan will be developed that includes a 

 learning objective, description of how and where learning will take place, the training 

 materials used, and a completion time. 

 

4) Training: Agency will ensure that the Provider has access to the necessary training 

 opportunities and materials. (minimum 6 opportunities per year) 

 

5) Follow-up to see if the Provider is participating in training required to meet the learning 

 objectives described in the training program, and if time lines are being followed. 

 Provider will be observed during home visits to determine if the Provider is applying 

 information and skills gained from training to his/her daily activities. 

 

6) Agency will keep a training record for each Provider that includes a copy of the prior 

learning assessment, the individual training plan, documentation of the results of training, 

and Provider Training Assessment. 
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The following potential training opportunities will be incorporated in the training 

curriculum provided to every Provider:

 Child Development  

 Behavior Management  

 Dynamics of Family Violence and Its  

 Impact on Children  

 Identifying Individual Needs  

 Dealing with Serious Incidences  

 Culturally Sensitive Strategies  

 Children with Disabilities  

 Community Resources  

 Working with the Child’s Parents

 

The Agency will continue to provide further professional development through the provision of 

monthly Provider meetings and the availability of resource materials.  All prospective Providers 

will have orientation training.  All workshops/training are intended to build on existing childcare 

experience as well as to provide caregivers with an opportunity to network with each other on a 

regular basis.  

 

 

ACCREDITATION  
 

Alberta Children and Youth Services promotes excellence in child care to help families get the best 

care for their children.  Grants available through the Alberta Child Care Accreditation Funding 

Program, support contracted family day home agencies to become accredited and maintain 

accreditation.  The funding is also available to assist in the recruitment and retention of trained 

qualified staff and providers.  It is our agency’s goal to strive for, receive and maintain the recognition 

of excellence in child care and to access the enhanced rates of funding for our providers. 

When a day home provider contracts with Children First, they will be expected to meet, or exceed, all 

accreditation standards set out by the ACCA funding program within a time period of six months.  The 

agency will assist all new providers in acquiring any resources needed to become fully knowledgeable 

in the requirements of a fully accredited facility. 

A Day Home Provider will need to fulfil the following requirements: 

 

 Plan and set goals for professional development through an individual training plan. 

  Understand and be working towards all material and requirements stated in Standard 10 of the              

ACCA Funding Program. 

 Comply with the previous two points within six months of signing a contract with Children First:  

Community Day Home Agency. 

 

Day Home Providers who do not meet these agency requirements, will be in breach of their 

contract.  Providers will need to re-apply to the agency as a new provider and will have to meet 

all the required accreditation standards before they are able to sign a new contract. 

 

 

CONFIDENTIALITY AND RECORD KEEPING 
 

Confidentiality and Access to Records 
All information (verbal and written) concerning a child or the child’s family obtained by the Agency or 

Provider is strictly confidential with the following exceptions: 
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a) Child’s parents or guardian shall have access to such information upon request;  

b) Information can be disclosed with the written consent of the child’s parents or guardian; 

c) Suspected child abuse reporting; 

d) North East Alberta Child and Family Services Authority's designated licensing representative. 

 

Providers cannot discuss a child or a child’s family with another Provider nor can Agency staff discuss 

a child or a child’s family with another Agency; without the parent’s written parental approval. 

 

Concerns about or requests for release of information must be discussed with the Agency Coordinator 

before any action is taken or information divulged. Breaches of confidentiality may result in the 

dismissal of an employee or Provider of the Agency.  Parents may access their children's files by 

arrangement with the Agency Coordinator (outlined in the Parent Handbook). 
 

Provider Retention of Records 

Records in relation to children are to be kept in a safe and secure location at the Provider’s home for a 

period of two years plus the current year and then given to the Agency. Agency will destroy records 

according to Ministry standards. 

  

Provider records include: 

 Completed enrolment forms 

 Update of family personal information sheets 

 Medication authorization forms and medical practitioner’s instructions 

 Health information provided by parents in regards to any specific medical conditions the child 

suffers from and treatment 

 Accident/Incident report forms 

 Records of attendance 

 Field Trip permission forms 

 Personal observations, documentation or journal entries performed by the Provider pertaining 

to the child 

 

Agency records include: 

 

Children Parents Providers 

Enrolment Forms Name CRIM/CYIM 

Background Information Home/work addresses Contract 

Long Term Medication 

Agreement 

Home/work phone numbers First Aid 

Attendance Records Emergency contact 

information 

Auto/Home Information 

Accident/Incident Reports Child care contract References 

Sick Child Reports Subsidy information Training Record 

Emergency Contact 

Information 

 Program Assessments 

Field Trip Forms  Safety Inspections 

Any relevant information 

regarding care 

 Child and Family Services 

Authority 
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ENROLMENT AND REGISTRATION 
 

Application and Registration 

All applications for day home childcare are made through the Children First: Community Day Home 

Agency. 

 

Placement of Children  

Upon initial contact, a pre-placement form will be completed to best match the family’s needs to 

suitable providers.  Parents are given a list of Providers that best meet their needs along with the 

Approved Family Day Home Provider Profile, and they are expected to contact the Providers and 

arrange personal visits with each one. 

 

Once they have selected a Provider, the Parent will be provided with the following: 

 Parent Package (which includes: registration form, emergency contact form, background 

information questionnaire, long term medication administration form, and a child care contract) 

 Parent Handbook (which outlines the roles and responsibilities) 

 Family Day Home Standards Manual. 

 

All contact with potential parents will be documented on the Record of Contact form. 

 

Waiting List 

A waiting list is maintained by the Agency for available day home spaces.  Once a space becomes 

available that meets a Parents’ needs, they are contacted by telephone and notified that a space has 

become available.   

 

Recruitment 
New families are recruited from Agency and Provider advertising. 

 

 

Back up Care  

 

The Agency arranges back up care when required and if available, in consultation with parents, if the 

usual Provider is not available.  Back up care is arranged based on, but not limited to the following: 

Provider vacation, Provider illness, illness in the Provider’s home, emergency program closures and 

other emergency/evacuation events. Every effort is made to place children with a Provider who is 

known to the child. The Provider may arrange relief care in an emergency if the Agency cannot be 

contacted, but must inform the Agency, as soon as possible.  

 

The provider must have the Parent sign the Authorization for Back Up Care Agreement when dropping 

the child off, if it has not completed prior to the commencement of Back up Care 

 

A back care provider must provide the Agency with the following: Criminal Record Check, Child & 

Youth Services Intervention Check, valid First Aid Certificate, three personal references, and a 

doctor’s note.  These documents must be on file at the Agency prior to relief care being provided. 

 

Extended leave by a Provider may lead to a permanent re-location of the child, if the Agency and 

parents think this would be in the best interests of the child. 
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FEES AND CONTRACTED HOURS OF CARE                                                      
 

Fees and Required Notice: 
 

Fees  

Parents pay their childcare fees to the Children First: Community Day Home Agency.  The Agency 

will pay the Provider the month following the care provided.  The Provider is paid based on the 

Provider’s time sheet and children registered for care in the program each month. 

The fees are based on the Provider’s desired fee plus an administration fee to the parents.  The fee is 

set forth in each family’s contract.  Fees are due before the 1
st
 of the month and can be paid by cheque, 

cash or money order. Receipts will be issued monthly via email or hand delivered. 

 

Fees will be reviewed yearly, upon contract renewal and Parents will be given 60 days’ notice of any 

changes. 

 

Public Holidays 

Parents are required to pay the Provider the usual rate for public holidays if the child normally attends 

on that day. If care is required on a public holiday, an arrangement must be made with the Provider and 

Agency one week in advance. 

 

Parent & Child Absences 

Parents must provide two weeks notice, in writing to the Provider and Agency of the intention to take 

holidays or advise any alteration to the contracted days and hours. 

 

Provider Holidays/Illness 

Alternate care, when possible, will be arranged for children during Provider holidays; fees apply to the 

relief Provider. This procedure also applies when the Provider is ill. 

 

Changes in Contracted Hours 

Any changes in hours or days are not transferable to another day (e.g. if contracted days are Monday & 

Tuesday and the Monday falls on a public holiday the Parent cannot swap this day for a Wednesday). 

If Parents wish to use care for an extra day they will be subsequently charged the appropriate fee.  

 

All contracted days/hours are outlined in the Child Care Agreement and the Provider Agreement. 

 

Leaving Care 

Written notice of a child leaving day home care must be given one month in advance to the Provider 

and Agency or one month’s fees will be payable in lieu of notice. 

 

Attendance Records 

Parents must sign their children in at the time of arrival and departure each day. The Parent must also 

ensure they sign attendance records for all full day absences. 

 

Extended Hours of Care: 

Parent and Provider must complete the Extended Hours form for any hours of care provided before 

6am, after 6pm, on weekends, or outside their contracted hours of operation.  Coordinator will monitor 

extended hours of care four times a year, at minimum. 
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Any Provider offering care to a child for more than 18 hours in a 24 hour period must notify the 

Agency in writing, prior to care commencing.  The provider must provide the child with sleeping time, 

their own bedding, sleeping accommodations and time for bathing/showering. 
 

Arrival and Departure of Children:  
 

Arrival Policy 

Parents are required to fill in the Agency's attendance sheet for childcare contracted hours with the 

time of arrival and departure, each time their child attends care. Actual hours must be recorded. 

Children must be fully and properly clothed upon arrival and dressed for the particular season.  

Clothing should be labelled with the child's initials. 

 

Children must be brought inside the Provider's home by the parent or guardian and not left unattended 

outside the Provider's home 

 

On arrival the parent and child are to be greeted by the Provider and some form of farewell is made 

between the Provider, the children and the departing parent. 

 

Authority for Pick Up 

 Providers will release children in care only to the parent, guardian or person designated on the 

childcare contract. 

 If a parent wishes to designate any person(s) not identified on the original written release form to 

pick up a child, the parent must provide a hand-written, signed note to this effect prior to the child 

being picked up. 

 A Provider must release a child to either parent or guardian unless there are legal documents to 

prohibit access. 

 In emergencies only, a telephone call from the parent is required to the Provider for release of the 

child to an individual not designated as the emergency contact.  The parent must give a description 

of the specific person picking up the child and the Provider must ask for appropriate identification 

before releasing the child. 

 Parents will be notified immediately if someone not on the list comes to pick up their child. 

 Providers will not release a child to a parent or a designated emergency contact who appears 

intoxicated or under the influence of drugs or appears to be impaired physically, emotionally or 

mentally and where such a condition would endanger the health, safety or well being of the child. 

The other parent, emergency contact or the parent will immediately be called by the Provider and 

the child held until it is safe to release the child to the parent or emergency contact who is not 

intoxicated or under the influence of drugs.  

 If the Provider is unable to prevent the child's release to an impaired person the RCMP are to be 

called.  

 A description of the vehicle, licence plate number and direction headed if known, must be 

provided. 

 The Agency Coordinator is to be telephoned as well. 

 If the child remains with the Provider and the Provider's attempts to make alternative arrangements 

for the child are unsuccessful; and the Provider can no longer care for the child; the Child 

Protection - Children's Programs Unit must be called. 
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 If a parent who does not have custody wishes to collect the child, the Provider is to talk to the 

parent, try to detain the parent at the Program and contact custodial parent and/or police. 

 

Custody Agreements (Divorce, Separation) 

The Agency and Provider must be notified via court order document or letter of Custody Rights of any 

child registered in the program.  Such documentation will aid in protection of the child from being 

removed from the Provider's home without the custodial parent's consent.  All such documentation will 

be held in confidence. 
 

Late Pick Up 

Parents are responsible for ensuring their child is picked up from the Provider's home according to 

their individual Contract terms.   

 

Parents wishing to extend the Contract times must make prior arrangements with the Agency to amend 

the original Contract. 

 

A late fee of $10 per 10 minutes late will be charged to parents through the Agency if the child is not 

picked up as per Contract terms.  However, a fifteen-minute grace period is allowed for drop off and 

pick up times.   

 

All children are to have left the Provider’s home upon closing time.  Parents are requested to contact 

the Provider if they are going to be late due to unforeseen circumstances.  If a child remains in care for 

more than one hour after expected pick up time without contact from the parent or emergency contact 

person the Provider will: 

 

1. Try to contact the parent or nominated contact person. If the parent cannot be contacted ask that 

the emergency contact person collect the child. 

2. Contact the Agency Coordinator. 

3. Make any alternative arrangements for the continued safe care of the child that may be 

necessary; and if possible this will be done in consultation with the Coordinator. 
 

If the Parent/Emergency contact person cannot be contacted the Provider/Coordinator will contact 

Child and Family Services – Child Intervention Programs, providing the name, address and phone 

number of the Parent and emergency contact persons; and details of interim arrangements for care of 

the child. 
 
 

CHILD ABUSE 
 

Mandatory Reporting of Suspicions of Child at Risk of Harm  

 

Every Provider will immediately report, or cause to be reported, any case of suspected child abuse 

relating to a child attending the Community Day Home program as required by law under the Alberta 

Child, Youth and Family Enhancement Act. 

The Act requires every person who has a reason to believe that a child has been, or there is substantial 

risk that her or she will be abused or neglected by a parent/guardian, or might need intervention, to 

promptly report the matter to Child Intervention (780) 743-7416.  
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The report should provide the name or a description of the child and the grounds for suspecting that the 

child is at risk of harm.  If a Provider finds him/herself in the situation where they suspect that a child 

is at risk of harm, and are uncertain of the reporting procedures, they should contact the Agency 

Coordinator immediately. 

 

If the report involves neglect or abuse in the Provider’s own home, or towards Provider’s own 

children, the same procedure will apply and the day home will be closed until the investigation is 

complete. 

 

All Agency Staff and Providers will receive the Alberta Government's, Child Abuse/Children Exposed 

to Family Violence Booklet. 

 

If a Provider or Agency Staff is suspected of abusing a child or causing a child to be harmed it 

must be reported immediately to Child Intervention at (780) 743-7416 and the local RCMP. 

 

ENVIRONMENTS 
 

Measures must be taken to ensure safe environments are provided for all children in the care of 

Providers.  All Providers must apply safe practices and procedures ensuring that the environment 

is conducive to a child’s well being.   

Providers shall ensure that: 

 

 All equipment and toys are in safe working order and comply with Federal and    

        Provincial Safety Standards. 

 All toys and equipment are cleaned and when possible disinfected on a weekly basis. 

 Children are never left unattended. 

 Children are to be accompanied by an adult when playing outdoors in an unfenced area. 

 Firearms on the premises are stored in a locked area inaccessible to children, and in a    

        room not used by children in care. Shells are to be kept removed, locked and kept  

        separate from firearms and inaccessible to children. 

 Medication, cleaning supplies, paints, pesticides, poisonous plants and other hazardous  

      materials are inaccessible to the children. 

 Children are not placed on waterbeds. 

 Children in care are not to use the upper bunk of a bunk bed. 

 Children are not to play with balloons unsupervised.  Children are not allowed to blow  

      up balloons. 

 Temperatures are not to be taken by the rectal method. 

 Baby walkers are not to be used by children in care. 

 Child bicycle carriers and bicycle trailers are not to be used by/for children in care. 

 Smoke detectors are in working order and checked routinely for proper operating order. 

 Emergency and written evacuation procedures are pre-determined, approved by the 

Agency (copy on provider file), taught and practiced with the children in care each 

month. 

 Children are not permitted to answer the Provider’s residence door. 
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Safe Home Environment 

It is the responsibility of the Provider to ensure that all areas and items that have direct contact with 

children in their care are carefully inspected and meet all licensing safety requirements.  Children First: 

Community Day Home Agency strongly encourages a higher standards practice regarding safety 

concerns.  Safety checklists are available from your day home coordinator and are evaluated during 

home visits.  

CLEANING PROCEDURES 

Washing 

All surfaces which are touched frequently, especially taps, hand basin, door knobs, and refrigerator 

handles, as well as toys, should be washed daily using a bleach and water solution of: 

a) 2 ml (1/2 teaspoon) per litre (4 cups) of water   

b) 30 ml (1 ounce or 2 tablespoons) per 15 litres (3.3 gal) or a domestic sink half-filled with 

water 

All surfaces and equipment should be dried thoroughly before reusing.  Diaper changing surfaces must 

be disinfected after each diaper change.  Soiled diapers and linen must be kept in containers with lids 

and be inaccessible to children. 

Bed linen/mattress 

If Provider supplies bed linen it is to be washed each week. If parent provides linen and blanket it is to 

be sent home with the parent once a week to be laundered and brought back when child returns to the 

day home. 

Wash mattress covers and linen every day, if each child does not get the same mattress cover. 

Each child is to have fresh laundered bed linen each week and no child is to share bed linen. 

Children's bathrooms 

Children's toilets and basins should be cleaned by Provider each day. 

 

Children's hygiene and health habits 

In general, it is very important to encourage children to use appropriate hygienic procedures such as: 

flushing toilets; washing hands with soap especially before meals and after toileting; drying hands with 

paper towels or individual hand towels; placing paper towels in appropriate bins; placing used tissues 

in bin. 
 

Dress up clothes 

Dress up clothes, e.g. hats and clothing, are to be washed quarterly or after a major outbreak of a 

contagious illness.  Dress up items should also be inspected regularly for mending. 

 

Equipment 

Children's equipment is to be cleaned on a regular basis.  Objects that children may have placed in 

their mouths are to be placed in a basket after use for daily cleaning.  Toys are to be cleaned weekly 

using a bleach and water solution.  Large equipment should be washed in hot soapy water and air-dried 

at least once per month or more often as needed (if dusty/dirty). 
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Furniture 

Tables and chairs are to be washed daily with a solution of bleach and water, after activities and 

before/after eating. Wash floors, if sweeping will not remove all food scraps and spillages. 

Chairs are to be scrubbed thoroughly with detergent solution on a quarterly basis.  

Use detergent and water to wash floors, low shelves, doorknobs and other surfaces often touched by 

children. 

Items should be cleaned with soap and water before disinfecting as substances such as blood, mucous, 

pus, vomit and feces reduce the effectiveness of disinfectant. 
 

Hand Washing 

Hand washing facilities are available close to where diapers are changed, where food is prepared or 

eaten, and areas of outdoor play. 

Wash hands on arrival, before handling food, before eating, after changing a diaper, after going to the 

toilet, after cleaning up bodily fluids, after playing outside, after wiping a nose, before going home. 

 

Toilet Training and Toileting 

Provider will encourage and assist children (according to their age and developmental level) to use the 

toilet and practice appropriate hygiene.  Where a potty is used, Provider will empty the contents into 

the toilet and wash the potty thoroughly.  Toilet training will occur in consultation with the family. 

Provider will provide feedback to the family on the child's progress. 

All children should be encouraged to visit the toilet before and after meals and before and after 

rest/quiet time. Provider will supervise this process and limit the number of children in the bathroom at 

any one time to a manageable number to prevent accidents. 

Children who are toilet training will not be disciplined or made to feel embarrassed by “accidents”; 

this is a natural consequence of learning to use the toilet.  Children who are toilet training will be taken 

to the toilet at more frequent intervals and should only sit on the toilet for as long as they are willing. 

At any sign of distress the process will be re-evaluated with the family.  

 

Pets  

Inform Parents at the initial home interview of any family pets.  Ensure that any animal kept at the 

Provider's home is in a clean and healthy condition. 

Ensure that every domestic pet or any other potentially dangerous animal kept at the Provider's home is 

made inaccessible to a young child unless the child is under the supervision of the Provider and the 

parent has been informed. 

Provide an area where the animal’s feed and water containers can be kept separate from children. 

 

FOOD & NUTRITION 

 General 

 

 Providers are to provide food and drinks that are nutritious, adequate in quantity, varied, 

offered at frequent intervals, appropriate to the developmental needs of the child; special 

dietary needs are met and are appropriate to the culture and religion of the child, as per the 

guidelines set out in the Alberta Family Day Home Standards Manual. Day Home must provide 

2 meals and 2 snacks if more than 8 hours of care are provided in a day. 
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 When meals are provided, children must have food from all 4 food groups.  When snacks are 

provided, food from at least 2 food groups must be served.  Milk products must be served at 

least 2 times per day. 

 Water must be made available throughout the day. The regular use of fruit juice or other drinks 

is discouraged. 

 If parents provide food that does not meet the Canada Food Guide requirements, providers 

must supplement those meals and snacks following the above guidelines. 

 

      Hygiene 

 

 Provider and children must wash their hands before handling or eating food with warm, 

running water and liquid soap. 

 Separate bowls, cups and utensils must be used for each child and all kitchen surfaces, dishes, 

cups and utensils must be kept clean. 

 Food will be stored in appropriate areas and refrigerated items will be stored at a temperature 

of 5 degrees Celsius or less. 

 Serving Food and the Eating Environment 

 

 A pleasant and relaxing environment is to be created to assist in developing a positive attitude 

about food and establish regular meal and snack times.   

 Children should sit at a comfortable height in relation to the table surface.   

 Plates and utensils should be appropriate to the child's size and skills.  

 Food should not be offered as a treat or withheld as a threat.   

 Sit with children while they eat to make eating a social experience, in which conversation is 

encouraged and independence is fostered.   

 Children are offered appropriate amounts of food and are never forced to eat.   

 

Parents of children with allergies to foods or medical conditions requiring special diets must provide 

their child’s Provider with clear and concise information on the allergies or special dietary 

requirements of their child, in writing. 

 

 

CHILD HEALTH AND WELLNESS 
 

If a child exhibits signs or symptoms of being unwell, the following action will be taken: 

1. Comfort the child and provide a safe and comfortable space for her/him until the child is picked 

up. 

2. Contact parent/authorized person and inform them of their child's condition. 

3. The Provider will inform the person collecting the child of the conditions of re-entry to the day 

home. 

4. When a child arrives at the day home and does not appear well enough to be in attendance, the 

Provider will discuss with the parent/authorized person their options. 

5. Provider must inquire if any medication was administered to child prior to arriving at the day 

home. 
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When a child has a high temperature i.e. 38 degrees Celsius and over: 

1. Contact parent/authorized person to collect the child and ensure child is collected within the 

hour. 

2. Continually monitor the child's condition checking the child's temperature every 10 minutes. 

3. The Provider is to stay with the child until parent/authorized person arrives. Ensure the child is 

well hydrated. 

4. If temperature reaches 39 degrees Celsius and no contact has been made with the 

parent/authorized person to collect the child, call the child’s emergency contacts. 

5. If none can be reached to come immediately, call an ambulance. 

6. The child can return to the Program only once the fever has ceased for a period of 24 hours. 

 

When a child has diarrhea: 

1. Monitor the child and after two or more loose bowel movements, contact the parent and ask 

them to collect the child. 

2. The child should be separated from the other children where the Provider can maintain 

adequate supervision. 

3. The child can return to the Program once the diarrhea has ceased for a period of 24 hours. 

 

When a child is vomiting: 

1. If the child appears unwell and has one case of vomiting, contact the parent and ask them to 

collect the child. 

2. The child should be separated from the other children where the Provider can maintain 

adequate supervision. 

3. The child can return to the Program only once all vomiting has ceased for a period of 24 hours. 

 

When a child has an unexplained cough or rash: 

1. Comfort the child and provide a safe and comfortable space for her/him until the child is picked 

up. 

2. Contact parent/authorized person and inform them of their child's condition. 

3. The Provider will inform the person collecting the child of the conditions of re-entry to the day 

home. 

4. The child can return to the Program only once all vomiting has ceased for a period of 24 hours. 

 

*Portable Records and Registration forms contain written consent from the parents allowing for a 

Provider to seek medical attention in the best interest of the child. 

 

Exclusion Guidelines 

Provider must contact the Agency immediately if any child or resident in the home has come into 

contact with any 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, chickenpox, cold sores, conjunctivitis (Pinkeye), or influenza in three or more persons 

or any other listed communicable disease. The Agency will contact the Public Health Unit 

immediately. No child shall return to the Program until the individual obtains a physician’s note stating 

they no longer health risk to others. 
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Smoke Free Environments 

Providers must insure a smoke free environment while caring for children.  Providers are to refrain 

from smoking outdoors while engaging with the children.   

 

MEDICATION ADMINISTRATION 
 

As per the Family Day Home Standards Manual: 

 

Providers may administer medications, including prescription and non-prescription drugs, emergency 

medications and herbal remedies, when the: 

 Provider has written consent of the child’s parent; 

 Medication is in its original container; and 

 Medication is administered according to the label directions. 

 

Medication will only be administered if a medication authorization form has been completed in full 

and signed daily by a parent or other authorized person. 

 

Authority to administer medication to a child will not be accepted over the telephone.  

 

The medication authorization form must be checked and signed before the parent leaves.  When 

completing the form, the answer “when necessary” will not be accepted. Specific frequency/times must 

be stated. 

 

Provider must monitor child after the medication is administered, including herbal and non 

prescription medications; Provider must record any reaction on the Medication Record form. 

 

For the administration of long term prescribed medication a new medication authorization form must 

be completed at the commencement of each term or when the medical practitioner alters the dosage. 

 

All medication must be handed personally to the Provider and is to be locked in the medication box. 

Under no circumstances should medication be placed in the child's locker/bag. 

 

The medication will not be administered if: 

 

1. The medication authorization form is not fully completed and signed. 

2. The medicine is not in the original bottle with the original label. 

3. The medication is prescribed for anyone other than the child. 

4. The expiry date has passed. 
 

Provider administering medication will adhere to the instructions on the medication container, should 

there be any anomalies between the container and parent instructions. Where possible, parents will be 

contacted and notified of any discrepancies. 

 

Provider must be advised of any non-prescription medication (cough syrup, etc.) given in the last 4 

hours prior to attending the Program. 

 

If in doubt about a medication, Providers are not required by law to administer medication. 
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Providers need to work in collaboration with the family and respect any diversity and cultural 

expectations they may have in regards to medication. 

 

Providers are not to give medication to children without Parents’ written permission – as per the 

Program’s Medication Administration Form 

 

Providers must return all medications and herbal remedies to the parents, after the authorized period is 

over. 

 

All medication (prescription and non prescription) must be kept in lock box.  Exception: 

Emergency medications such as Epi pen. 

 

ACCIDENT AND INCIDENT RESPONSE 
 

Minor Accident/Incident  

 The Provider is to attend to the child immediately.  The child is to be given appropriate first aid 

treatment and comforted. 

 Parent/s is/are to be contacted if the accident requires that the child be sent home for the day, or 

alternatively notified of the accident when they come to pick up the child. 

 The Children First: Community Day Home Agency Accident/Incident Report is to be 

completed in full that day by the Provider. 

 Parents are to receive a copy of the accident/incident report form when they come to pick up 

the child and are to sign a copy of this as acknowledgement of being informed of the 

accident/incident.  

 Original copy of the completed accident/incident report form is to be forwarded to the 

Coordinator of the Community Day Home Agency to remain on file and archived annually. 

Provider receives copy of report for day home records. 

 Additional requirements: 

o Providers must have possession of a basic first-aid kit and have it stored away 

from the children but readily accessible to the Provider. 

o Providers must post emergency telephone numbers for police, fire, 

ambulance, poison control and the number through which the Provider can be 

reached. List to be posted in a readily accessible location/spot. 
 

Serious Accident/Incident 

 The Provider is to stay calm and attend to the child immediately.  

 While attending to the child the Provider gives emergency instructions to the other children in 

care.  

 The child is to be given appropriate first aid treatment, including medical assistance e.g. if 

necessary an ambulance is to be contacted immediately by dialing 911. The parent’s preferred 

medical/dental practitioner should carry out any medical/dental treatment required, where 

possible. 

 The Provider must contact the parent, guardian or designated emergency contact and inform 

that the child is being taken to the hospital. The Provider is to stay with and comfort the child 

until the ambulance arrives. 
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 While awaiting the ambulance, the Provider is to contact the Children First: Community Day 

Home Agency Coordinator to report the accident/incident and arrange for emergency relief 

care for the other children in the home.  

 The Agency will report serious injuries to the Child and Family Services Authority as soon as 

possible after emergency and medical assistance is obtained and parents have been 

notifiedProvider must take the injured child’s portable information file or send with attending 

EMS personnel if not accompanying the injured child.  

 The Children First: Community Day Home Agency Accident/Incident Report is to be 

completed that day by the Provider. 

 . If an investigation is conducted, the Agency will have a final investigation report completed 

and submitted to Child and Family Services Authority within 12 days. 

 

Originals of all child accident/incident records are sent to the Community Day Home Agency 

Coordinator and are to be archived. Provider receives copy of report for day home records. 

Parents are to receive a copy of the accident/incident report form and are to sign a copy of this as 

acknowledgement of being informed of the accident/incident. 

EMERGENCY AND EVACUATIONS 

Evacuations/Lock down  

Evacuation/lock down may be necessary in the event of a fire, chemical spill, bomb scare, earthquake, 

gas leak, siege, flood, or bush fire. Emergency evacuation/lock down procedures must be practiced on 

a monthly basis with all children. 

 

Emergency procedures are to be visibly displayed in a prominent area of the care environment. 

The meeting place will be: 

1. Well clear of the building and any area required for the access and operations of emergency 

services. 

2. An area from which children can be removed, without going back towards the danger area. 

3. Not at the rear yard, unless there is a gate and an access route away from the danger. 

4. Escape routes to assembly areas must be kept clear of obstruction at all times. 

5. The lock down area needs to be in a suitable room inside the Provider's home. 

Fire Equipment  

Provider’s home must be provided with appropriately placed smoke detectors and fire extinguishers. 

Equipment is required to be tested every month as directed by the safety regulations. 
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LEARNING AND DEVELOPMENT 
 

Inclusive Practices: 
 

Children with special needs 

Staff and Providers are to use an inclusive approach when planning for children with special needs.  

Things to look at when including children with special needs: 

 

 The child's needs in the context of the community day home setting 

 The child's strengths, interests, talents, likes and dislikes, and potential 

 The child's needs in all developmental areas 

 The child's medical needs 

 The child's needs for special equipment and environment 

Children from diverse linguistic and cultural background 

Children First: Community Day Home Agency is committed to providing culturally sensitive care in 

multicultural settings.  

 

Celebrations 

Providers ensure that celebrations are: 

 Child/family centered 

 Reflect families using the Programs and the wider community 

 Relevant to children 

 Developmentally and contextually appropriate 

 Culturally appropriate 

Programming and Planning: 
 

Programming 

Programming promotes the following areas of each child’s development: 

 emotional/psychological 

 physical-health, safety and nutrition 

 social 

 intellectual 

 creative 

 

Planning 

Planned activities help: 

 ensure that a child's time in care is stimulating and enjoyable 

 provide some structure to the day 

 keep children interested and involved 

 enable parents to gain an insight into how the children spend their time in care 

 

Providers, in conjunction with families, are required to plan a range of activities for children in their 

care and to display their program activity list where parents can view it. Children are also encouraged 

to be involved in the planning to insure that their interests are taken into consideration as well. 
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Requirements for Learning and Developing 

The Agency adopts the following requirements for learning and development: 

 Physical space, equipment and materials support quality programming. 

 Daily program is inclusive and supports diversity. 

 Children are encouraged to make choices and learn through play. 

 Program planning and delivery is guided by observation. 

 Range of programming will include a variety of experiences and activities: visual arts, 

language and story, music and movement, fine and gross motor skills, and areas that are related 

to a child's individual needs and interest. Outings to visit the park, library or walks to explore 

nature and the local community will also be included as programming. 

 

Providers will receive orientation, training and continued support with planning age appropriate 

programming and activities. 

 

 

Field Trips: 
Outings are an integral part of the day home program.  They provide experiences for children, similar 

to those experienced by children who are cared for by non-working parents/guardians.  

 

Informal Excursions  

For informal excursions such as walks around the local neighborhood parents must sign the 

authorization in the original enrolment form.  Field trip permission is not required for informal 

excursions. 

 

 

Formal Excursions  

Formal excursions are those that require pre-planning and travel by bus or Provider’s vehicle to a 

destination outside of the Provider’s immediate neighborhood. 

 

Parents are to sign the field trip consent form prior to their children going on formal excursions with a 

Provider.  The parents must make alternate arrangements for any children who are not attending the 

excursion. 

 

Parents are to be given no less than 24 hours notice for any excursion. 

 

On The Day of the Excursion  

The provider is to take on any excursion: 

1. First-aid kit 

2. Cell phone 

3. Children’s emergency contact numbers 

4. Children’s medication, if required 

5. Other items as required e.g. drinking cups, jackets, hats, sunscreen etc. 
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During the Excursion  

Provider must count their children frequently, to keep track of all children. 

 

If children require toileting the Provider must ensure that no child enters a public toilet unattended. 

Provider must accompany the child requiring to go to the bathroom and take all other children with 

him/her into the bathroom. 

 

Transportation and School Escort 

Providers will not be responsible for transporting (walking or driving) children in their care to and 

from school.  An agreement may be made between the parent and Provider to walk a child in care to 

and from school.  If an agreement is to be prepared between the Provider and parent the following 

minimum condition applies: 

 

 Providers may not walk children to school when the combination of temperature 

and wind chill reach a temperature of -20 degrees Celsius or below when skin 

freezes within a minute. 

 The parents of the other children in care must agree to have their children 

transported as well and sign a permission form. 

 

If a parent requests or requires a Provider to place a child in a taxi and provides the necessary cab fare, 

the parent(s) must sign a release of liability to both the Provider and the Agency. 

 

If the Provider opts to transport children to and from school or on field trips with her private vehicle, 

insurance requirements apply. The Agency must be satisfied that the Provider is qualified to drive, has 

evidence of a valid driver’s license and has a good driving abstract record before transporting children. 

1. Vehicles must be registered and insured (minimum liability of $1,000,000); Agency must have 

an updated copy on file 

2. Driver holds a current and appropriate license 

3. All child restraints are fastened while vehicle is in motion 

4. Children must never be left unattended in a car. 

Use of Media: 
 

Video/DVD 

All Video/DVD’s must be rated G for general audience and should be monitored for age 

appropriateness.  These may be shown based on children’s interests and as a tool to support the 

curriculum.  The television should be switched off at all other times. 

 

Television Viewing  

Television can be a useful tool if used correctly. However, television should not be used as a primary 

childcare activity for more than one hour a day, and careful consideration needs to be given to which 

programs are appropriate. 

 

Internet 

The Internet should only be used under the close supervision of an adult. The installation of a system 

that only allows access to sites selected for their "child friendliness" is permitted.  
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Parent Involvement: 
 

Agency Communication with Providers and Parents 

 A quarterly Newsletter will be produced and distributed to the Providers and parents.  Current 

information on what is happening in provincial and local initiatives, community day home care 

and ideas for activities to use with children is included.  

 Providers and parents are encouraged to comment on the operation of the Program and make 

any suggestions for improvement in Program quality. 

 Regular surveys are undertaken inviting feedback from parents and Providers on all aspects of 

the Program. 

 Parents with particular skills/experience are encouraged to contribute to the Program (Board of 

Directors, fund raising campaigns, newsletter, etc.). 

 All contact with parents are kept on the Record of Contact form 
 

Guidelines for Provider 

Accept individual differences in parents and in their relationship with their children.  Listen to parent 

ideas, suggestions and comments with respect and consideration. The wishes and expectations of 

parents for their child, while in care, should be complied with where possible. 

 

Inform the parents about their child's day.  Providers will create a journal for each child that can be 

added to throughout the day naming the activities they enjoyed that day. Information such as what/how 

the child ate, how long they slept, and diaper changes/bowel movements could be included in the 

communication books or on charts on the Parent Board at the entrance. Parents will be encouraged to 

add information for the Provider about the child such as a bad night’s sleep, a new tooth, or a special 

day coming up.  This will ensure that both parents and Providers get the information they need even if 

there is little time to talk at drop off and pick up times.  Alternative means of communication will be 

considered.    

 

It is recognized that some Providers will form on-going personal relationships with individual families 

that may include private baby-sitting and attending family functions such as birthday parties.  The 

Agency stresses that there must be a clear understanding of the difference in roles between personal 

and professional, by both parties, so that later there is no expectation of preferential treatment or any 

breach of confidentiality as a result of the personal relationship. 

 

Feedback/Complaints: 
 

If you have a complaint/concern please discuss it with the person involved.  If the matter is not 

resolved please contact the agency coordinator.  If you feel the matter has not been resolved with the 

Agency, you may wish to contact the Executive Director of the Children First: Community Child Care 

Network Society. 

 

President                      Phone: (780)748-5385                        Email: hmoffatt@telusplanet.net 

 

We appreciate any feedback and encourage Provider and families to communicate any suggestions 

they may have to improve on our program. 

 

 



24 

Children First: Community Day Home Agency             Provider Policy and Procedures Manual 

 

CHILD GUIDANCE 
 

The Agency 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 a child'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 

 

Providers are 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 Community Day Homes. 

 

We will encourage Providers to clearly state their expectations by setting limits.  Limits can be set in a 

variety of ways.  Providers 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.  

These methods are all described in the following section of this document.  The Agency does not 

support “time out” as a method of discipline.  

Providers will guide children’s behaviour through a combination of active listening, negotiation and 

affirmations.  Providers will help children learn to understand and describe their feelings through 

active listening.  Providers 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, 

Providers can help them to learn to deal with those emotions in a socially acceptable way.  This can be 

achieved through negotiation.   

 

Providers 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, Providers will use 

affirmations.  Using positive messages, noticing, and reinforcement of behaviour, Providers can 
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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.   

 

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 based Agency we would like to promote the same guidance 

philosophy that is being taught at Keyano College in the Childhood Studies department.  We will be 

encouraging our Providers to take courses and workshops that reflect this philosophy.  We believe that 

this philosophy reflects the values and principles by which our Agency will operate. 

 

Following our policy on corporal punishment and referrals is a collection of reference pages adapted 

from Eleanor Reynolds' Guiding Young Children: A Problem-Solving Approach.  These pages will 

help you to understand the basics of the problem-solving approach.   

 

 The Problem-Solving Philosophy 

 The Problem-Solving Environment 

 Active Listening 

 Negotiation 

 Setting Limits 

 Affirmations 

 Problem-Solving for Problem Behaviour 

 A Checklist: Causes of Problem Behaviour 

 Problem-Solving Curriculum 

 Problem-Solving with Parents 

 

 

 

Corporal punishment 

Corporal (physical) punishment of children, including hitting and spanking, is not an appropriate 

method of guiding children’s behaviour.  Regardless of the techniques used by parents in the home, 

corporal punishment must never be used in a day home setting. 

 

Hitting of a child by an adult has the potential to do physical as well as emotional harm to the child.  A 

large adult can easily injure a young child without intending to.  Spanking and hitting children also sets 

the example that hitting is an acceptable way to treat other people.  When children see an adult hitting 

a child, they see an adult who is out of control.  Children who are upset need to be able to trust that the 

adults around them have self-control and will not hurt them. 

 

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. 

 

Referral 

Inappropriate behaviour that is serious or repetitive is to be discussed by the provider with the child’s 

parents so that the Provider and parents can use a consistent approach.  Difficult behaviour may require 

professional help and references are available through the day home coordinator. 
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The Problem-Solving Philosophy 

 
Terms used in problem solving 

 

Term    Teacher's role 
 

Active listening   Interpret and reflect feelings. 

Negotiation    Help children resolve conflicts. 

Setting limits    Keep children safe, in bounds. 

Modifying the   Make changes, enrich,  
environment    impoverish. 
 
Affirmations    Help children feel important. 

Facilitating     Help children to solve problems. 

Removing and   Remove child from group; child 
sitting apart    decides when to return. 

 

 

 

 

 

 

 

 

 

 

 
 
Reynolds, E. (2008). Guiding young children: A problem-solving approach. New York, NY: McGraw-Hill. Page 3. 
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The Problem-Solving Environment 
 

 

The child-centered classroom offers 
Freedom with safety 
Organized learning centres 
Experience, experimentation, exploration 
Choices and decision making 
Responsibility 
Risk Taking 
Play of every kind 
 

The environment provides 
Open spaces for active play 
Soft, quiet spaces 
Sociable spaces 
Low, accessible shelves 
 

The teacher's role in the environment is to 
Supervise: interact, facilitate, role model 
Modify: childproof, simplify, restrict 
Enrich 
Impoverish 
 

 

The environment lets “kids do what kids do.” 

 

 

 

 

 

 

 

 

 
 

 

Reynolds, E. (2008). Guiding young children: A problem-solving approach. New York, NY: McGraw-Hill.  
Page 27. 



28 

Children First: Community Day Home Agency             Provider Policy and Procedures Manual 

 

Active Listening 
 

When the child “owns” the problem 
 

Nonverbal – Smiling, touching, holding, rocking, patting 

Verbal – Decode feelings and give them names such as “frustrated,” “upset,” “excited,” 

“scared,” “happy,” “disappointed.”  The child's reaction tells you if your interpretation is correct 
 

Active listening communicates acceptance and trust, builds self-

esteem, opens dialogue, enhances growth. 

 

Steps to active listening 

 
1. Teacher is open, approachable, and accessible; respects  and 

shares feelings. 

2. Teacher plays the “guessing game” with preverbal infants  and 

toddlers. 

3. Feelings are accepted and respected, never discounted or 

 distracted. 

4. Teacher reflects feelings: “It sounds like...” “I hear you 

 saying...” 

5. Names are given to feelings: “How upsetting.” “That must be 

 frustrating.” 

6. Teacher's voice is neutral, but warm, accepting, and 

 empathetic. 

7. Teacher communicates trust and confidence in child to deal 

 with feelings. 

8. Teacher is authentic, accepts his or her own feelings as 

 “normal”. 

 

 
Reynolds, E. (2008). Guiding young children: A problem-solving approach. New York, NY: McGraw-Hill.  
Page 97. 
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Negotiation 

When the relationship “owns” the problem 

 

No one wins or loses; solution is acceptable to all concerned. 

All concerned have equal input; all ideas are considered equally. 

Children decide on solution, stick to it, or renegotiate. 

 

Remember the process  

and allow lots of time. 

 

Steps of negotiation 

Use active listening when appropriate; then: 

1. Help children identify the problem, focus on the problem. 

2. Encourage children to contribute ideas, talk to each other. 

3. Restate all ideas in a positive, understandable way. 

4. Help children decide on the idea they like best, or think of 

 others. 

5. Help children figure out how to put their solutions into action. 

6. Reinforce the process when they have solved the problem. 

 

Avoid forced sharing, forced taking turns, forced saying 

“I'm sorry,” asking “Who had it first?” or blaming. 

Encourage using words, talking to each other. 

 

 
Reynolds, E. (2008). Guiding young children: A problem-solving approach. New York, NY: McGraw-Hill.  
Page 143. 
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Setting Limits 
 

When the adult “owns” the problem 
 

 

Use a neutral, respectful, non-judgemental tone of voice. 
 

I-message (Most ideal.) “It scares me to see you climbing on the 

bookcase because you might fall and get hurt.”  (Lift child down as 

you speak if it's dangerous.) 

Giving information (Wait for the child to react.)  “I see that a book 

is on the floor.”  (Wait, then) “The book goes on the shelf.” 

Natural or logical consequences (An outgrowth of the child's 

behaviour.)  “If you wait too long to get ready, you might miss 

outdoor playtime.” 

Contingencies (A second action depends on the first action.)  

“When the blocks are picked up, you'll be ready to work on a 

puzzle.” 

Giving choices (Both choices must be acceptable.)  “You can 

walk to get your diaper changed or I can carry you.  It's up to you.” 

Removing or sitting apart (A last resort only.) Not “time out.”  

Remove the child from the situation.  “You can decide when you're 

ready to play without hurting kids.” 

 

During routines and transitions, use phrases such as “It's 

time to,” “It's important to,” “I need you to.” 

 

 

 

Reynolds, E. (2008). Guiding young children: A problem-solving approach. New York, NY: McGraw-Hill.  
Page 191. 
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Affirmations 

Raise self-esteem, help children feel important. 

 
Positive I-messages (State your feelings, what is happening, why 

you feel that way.)  “I appreciate your help.  We're getting finished 

so quickly.” 

Reinforcement (Comes after the behaviour.)  “Good work.  You 

got them all put away.” 

Noticing (Acknowledge the child's existence.)  “You're looking 

happy today.” 

Strokes (Rituals that give recognition.)  “Hi, it's nice to see you.” 

Narration (Put into words what is happening that is noteworthy.)  “I 

see Billy working hard on a puzzle.” 

 

Affirmations in the environment include 

Photos of kids, posters, outlines, birthday parties, growth charts, 

children's artwork and narrations, books, songs, finger plays. 

 

Be specific.  Avoid value judgments, use body 

language.  Be sincere, be authentic, comment 

on the behaviour – not the person.  
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Problem-Solving for Problem Behaviour 
 

Define problem behaviour 
 

Behaviour might be considered a problem when: 

A child is harming himself, herself, or others. 

A child constantly exceeds limits. 

The behaviour often disrupts the class. 

The child is receiving frequent negative responses. 

The teacher is becoming increasingly frustrated. 

More than one teacher experiences the same behaviour. 

 

Find the need behind the behaviour. 

What need is the child attempting to fill? 

Is the need being met in inappropriate ways? 

How can we help the child meet this need in appropriate ways? 

 

The checklist of problem behaviour 

Refer to the checklist provided on page 34. 

Be aware that there can be multiple needs and multiple problem 

behaviours. 

 

Meet with parents to solve problem behaviour 

Refer to “Problem Solving with Parents.” 
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Problem-Solving Curriculum 
 

Acceptance and trust build self-esteem 

Curriculum should address the needs, desires, and curiosity of the 

children.  Infants need bonding, toddlers need independence, preschoolers 

need responsibility, but all children need acceptance, approval, validation, 

and trust. 

 

The learning process 

Experience: to encounter something and gain knowledge from the 

encounter 

Experimentation: to initiate, make things happen, try out and test 

ideas 

Exploration: to investigate, probe, inquire, search out, pursue 

The child: Every child has a personality comprising temperament, 

inherited characteristics, physical traits, and learned behaviour.  

Personality influences the way children learn.  Problem-solving 

curriculum puts the child first. 

The expanding environment: Rotate, rearrange, accessorize, 

extend, and add materials; take field trips. 

The problem-solving teacher: Accepts children, trusts in the 

learning process, respects children's rights, enjoys children and 

learns from them, forms close relationships, communicates his or 

her own feelings, takes time to listen, and is interested, creative, 

flexible, and organized.  Being organized is an often overlooked 

quality of a problem-solving teacher.  

 

 

 
Reynolds, E. (2008). Guiding young children: A problem-solving approach. New York, NY: McGraw-Hill.  
Page 343. 



34 

Children First: Community Day Home Agency             Provider Policy and Procedures Manual 

 

Problem-Solving with Parents 

 

Talking to parents 

Learn to know every child 

Validate every parent's concerns 

Earn the trust of parents and children 

Communicate clearly and sensitively 

Use active listening with parents 

Remain positive but realistic 

Ask your coordinator for help 

 

Communicate through 

Face-to-face conversations 

Daily written reports 

A comprehensive parent handbook 

Yearly parent orientation meetings 

Parent-teacher conferences as needed 
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A Checklist: Causes of Problem Behaviour 
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 Separation from Parents 

 The Day-Care Center 

 The Dysfunctional Family 

 Parent-Child Attachment 

 Lack of Attention 

 Power Struggles 

 Divorce 

 Sibling Rivalry 

 Parenting Styles 

 Perfectionist Parents 

 Heredity  

 The Home 

 Television 

 Grief and Loss 

 Shyness 

 Physical Disabilities 

 Hyperactivity and 
 Attention Deficit Disorder 

 Abuse 

 Experiencing Disaster 

 Alcoholism and Drugs 

 Nutrition 

 Allergies and Sensitivities

 


