
  

PROGRAM STATEMENT 
 

Trafalgar Oaks Child Care & Learning Centre’s program philosophy fol-
lows an emergent curriculum approach, whereby the children’s inter-
ests, needs and abilities guide the programming and subsequent learn-
ing and development that takes place in each classroom. Coupled with 
this approach is a longer-term goal to fully embrace and implement the 
approaches outlined in the Ontario Ministry of Education’s How Does 
Learning Happen? Ontario’s Pedagogy for the Early Years document, as 
we work to fully incorporate the four foundations of belonging, well-
being, engagement and expression into our daily practices. Trafalgar 
Oaks recognizes children as competent, curious, capable and rich in po-
tential, and we strive to deliver programming that builds upon chil-
dren’s strengths while simultaneously supporting their needs. Our cur-
riculum and program development will be supported and guided 
through the implementation and monitoring of the following goals that 
the organization and all staff will adhere to. 
 
OUR GOALS: 

To promote the health, safety, nutrition and well-being of the 
children. We are committed to providing an environment that 
promotes a place where children can feel comfortable and are 
supported to achieve self-help skills and actively explore their 
surroundings in a safe and stimulating way. Staff are competent 
through ensuring knowledge of each child’s varying individual 
needs. The well-being of each child is valued in all aspects of our 
programming as we strive to nurture children’s healthy develop-
ment and support their growing sense of self through supportive 
adult relationships. 

  
To support the positive and responsive interactions among the 

children, parents, child care providers and fellow staff mem-
bers. In viewing children, families, and staff members as compe-
tent, capable, curious, and rich in potential, we promote an envi-

ronment in which positive interactions are available. We ac-
knowledge that families are experts on their children who 
bring valuable contributions to their children’s learning 
and deserve to be engaged in a meaningful way. Staff mem-
bers are viewed as knowledgeable, caring, and resourceful 
professionals who understand the children and families 
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they work with. We strive to create an environment that wel-
comes families into classrooms, invites their perspectives, 
and offers opportunities for ongoing participation in their 
child’s care. 

 
To encourage the children to interact and communicate in a 

positive way and support their ability to self-regulate. We 
acknowledge that children are increasingly able to identify, 
monitor and manage stress levels and engage in strategies for 
self-regulation (e.g. of emotions, attention and behaviours), 
and as such we strive to provide environments that accom-
modate children’s varying sensitivities and states of emotion. 
All staff are instructed on and adhere to our prohibited prac-
tices policy and use an approach towards behaviour guidance 
that lessens the focus on adults managing children’s behav-
iour and encourages children to develop the capacity for self-
regulation throughout their day. In our preschool programs, 
the Second Step early learning kit is available for implemen-
tation to help older children to recognize stressors and de-
velop the ability to manage their emotional states.  

 
To foster the children’s exploration, play and inquiry. As a 

natural part of the emergent curriculum that we implement, 
inquiry through play and exploration is an ongoing process in 
all classrooms. The role of the educator is viewed as a co-
learner alongside the children, rather than as the “expert”, or 
the adult in control. Educators will lead, listen and learn 
alongside the children, and will provide the necessary equip-
ment and open-ended materials for exploration, play, and in-
quiry to occur. Alongside this approach, we value documenta-
tion of children’s learning and experiences as a method for 
continued discussion and reflection of learning for children, 
their families, and fellow staff members. 
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To provide child-initiated and adult-supported experi-

ences. Child-initiated activities are possible with the in-
corporation of choice into daily schedules and routines, 
which allows the children autonomy to decide, for exam-
ple, which materials to use and how to use them, to be ac-
tive or to rest, or which self-help skills they want to test 
and master. Educators will observe the children and use 
their observations to plan an inviting environment that 
allows for such choices to be explored by the children. 
Educators, alongside the children, will support these 
choices through encouragement of conversation (verbal 
or non-verbal) where children participate as both initia-
tors and equal partners.  

 
To plan for and create positive learning environments and 

experiences in which each child’s learning and develop-
ment will be supported. We strive to create warm and 
welcoming environments that are thoughtfully arranged 
to encourage and support the interests, ideas, and needs 
of the children. Through the implementation of a play-
based, interest-based emergent curriculum, a rich and di-
verse selection of materials are provided and rotated as 
staff continually observe, question, and reflect on the 
ways they see the children engaging in play. We acknowl-
edge that children thrive in spaces that invite them to in-
vestigate, imagine, think, create, solve problems, and 
make meaning from their experiences, and as such we 
strive to create spaces that contain interesting and open-
ended materials that children can use in many ways. 

 

To incorporate indoor and outdoor play, as well as active 
play, rest, and quiet time, into the day, and give consid-
erations to the individual needs of the children receiv-
ing child care. Outdoor play is incorporated into the daily 
schedule (weather permitting), which may include activi-
ties on the adjacent classroom playgrounds or walks 
along the neighbourhood sidewalks and nature trails.  
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Outdoor activities provide the necessary gross motor opportunities 
for development along with an opportunity to connect with and 
explore the natural world. Opportunities for children to explore, 
care for, and interact with the natural world in both indoor and 
outdoor environments are available. Rest periods are scheduled in 
all classrooms, while staff are mindful of each child’s unique needs 
and parental direction related to rest schedules.  

 
To foster the engagement of and ongoing communication with par-

ents about the program and their children. Ongoing communica-
tion with parents is offered through multiple measures, which in-
clude regular in-person, phone or email conversations, written 
and/or verbal daily records, seasonal newsletters, a parent infor-
mation bulletin in the centre, and documentation of children’s 
learning, including individualized portfolios that are accessible to 
parents. An annual parent-teacher night is scheduled to discuss 
each child’s development, however meetings can be held at any 
time as requested by parents. An annual curriculum night is held to 
acquaint parents with staff, promote and discuss the emergent cur-
riculum and approach of Trafalgar Oaks, and answer any questions 
parents may have about the program and their children. 

 
To involve local community partners and allow those partners to 

support the children, their families and staff.  We view commu-
nity partners as an integral part of a child’s development when ad-
ditional services and supports are needed. Additional support staff 
who work directly with children and/or support the role of centre 
staff may include but are not limited to resource consultants, 
speech and language therapists, occupational therapists, and pro-
gram support services. We will work closely with families to direct 
them to the necessary resources within the community if neces-
sary.   
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To support staff in relation to continuous profes-

sional learning. We aim and aspire to recruit staff 
who are dedicated to professional growth and learn-
ing, and to cultivate an environment that fosters a 
desire for continuous professional learning. All staff 
complete a minimum of two professional develop-
ment activities annually as part of a plan for goal set-
ting that is developed and monitored in a supportive 
setting. The organization also strives to provide 
regular opportunities for staff to engage in discus-
sion and critical reflection of pedagogy and practice. 
Our professional learning activities are shared regu-
larly with families as an additional avenue to engage 
in discussion and reflection of our practices.   
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METHOD OF OPERATION 
Trafalgar Oaks Child Care & Learning Centre is a non-profit or-
ganization that is governed by a Board of Directors.  We are  
licensed under the Ministry of Education and follow the require-
ments set forth by the Child Care and Early Years Act.  The Board 
of Directors meets monthly and is comprised of community  
members.  We are located at 300 River Oaks Blvd E, Oakville, 
Ontario.  The Centre serves children in the following programs: 
 
 Infants: 10 months – 18 months of age $65/day 
 Toddlers: 18 months – 30 months of age $57day 
 Preschool: 30 months – 60 months of age $55/day 
 

HOURS OF OPERATION 
Monday to Friday, 7:00am - 5.:30pm 
 

 STATUTORY HOLIDAYS 
We will be closed to observe the following holidays.  Please note 
that full fees will be applied to your account for these days if it is 
a day that your child is regularly scheduled to attend:  Please 
note we close at 1pm on Dec. 24th and 3pm on the 31st. Any 
stat falling on a weekend will be recognized the Friday or Mon-
day, respectively.  
 
 New Years Day Family Day  Good Friday 
 Victoria Day  Canada Day  Civic Holiday 
 Labour Day  Thanksgiving Christmas 
 Boxing Day 
 

 
REGISTRATION & ADMISSION  
All parents complete a Child Registration Package prior to their 
child’s first day of care.  This package includes a Registration 
Form, Record of Immunization, Consent Form, Financial Agree-
ment and Direct Debit Agreement.  This package is to be com-
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pleted in full and submitted to the office with a $100 registra-
tion fee plus a deposit equivalent to one week of child care fees 
before your application for enrolment will be processed.  The 
deposit will be deducted from your first payment when your 
child begins attending according to the dates outlined on the 
Financial Agreement. Please note these fees are non-
refundable.  
 

ATTENDANCE 
Trafalgar Oaks Child Care offers 2 types of Child Care:  Full Time 
(5 days per week) and Part-Time  (2 or 3 days). Part Time Care 
must be consistent days each week as it is a full time spot that is 
shared between 2 families. Trafalgar Oaks strives to provide 
quality child care services to all families of the community who 
may be in need.  In order to provide quality care we need to 
maximize the available space in the centre.  Therefore, we may 
have to require part time families sharing one full time space to 
make changes should one family leave and another cannot fill 
the spot.  You may be asked to take a different part time spot, 
assume the full time spot or give up your spot if full time care is 
required by another family.  In the event that changing days or 
going full time is not an option, the child may remain in the part 
time spot for 4 weeks or later depending on the other family 
enrolling.  We will make every effort to accommodate all fami-
lies.  Please note there are no make up days for holidays or va-
cation time and we are not able to accommodate part time re-
quests to switch days.  If you would like  to pick up a day that 
your child is not scheduled, the daily rate applies and is based 
on availability. Please note that we only accept full time enrol-
ment in our infant program.  Children who will be leaving the 
centre in the fall to attend kindergarten will finish with our pro-
gram the Friday before the Labour Day weekend.   
 

LATE PICKUP POLICY 
Trafalgar Oaks Child Care closes at 5:30pm daily.  If a parent is 
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late picking up their child, they will be given a 5 minute grace. 
From 5:35pm until 5:45 it is $2.  Past this it is $2 per minute.  
The closing staff member will record your departing time by 
completing a Late Pick Up Form.  This form will be signed by 
both the staff member and the parent. The payment will be 
added to your  next billing.  The late policy is not to be used as 
an extension of the day care day and is purposed for days when 
a parent runs late for unforeseen circumstances.  Families using 
this frequently will meet with the Supervisor to discuss. 
  

ARRIVALS & DEPARTURES/COMMUNICATION 
Parents will accompany their child to his or her room, and en-
sure that the classroom teacher is aware of your child’s arrival.  
We appreciate  parent cooperation by ensuring that children 
arrive by 9:30 so that they may benefit fully from the program.  
We also request that any appointments for your child (are made 
either at the beginning or end of the day.  Double drop offs are 
disruptive to the class and difficult for your child .  Children will 
not be accepted into the program after lunch has finished and 
rest time begins.  Please discuss any special requests regarding 
this with  the Supervisor.  Teachers will not release your child to 
anyone other than those indicated on your registration form, 
unless otherwise notified by you beforehand.  Staff are required 
to ID anybody whom they do not recognize before they are able 
to release any child to them.  Therefore we advise that persons 
responsible for picking up children, always bring photo ID with 
them. The roundabout is for quick drop-offs and pickups only. 
Please use the parking lot located in front of the main doors for 
parking if pick up and drop off times extended (e.g. due to par-
ent-teacher interviews).  At 5:15pm, teachers will begin the 
process of getting children ready to go home.  They will be 
brought down with their items  and gather for story time in the 
foyer.  At this time, the classrooms will have been secured and 
locked.  Staff and Parents will not be able to go back to gather 
items so if there is any special items that need to go home that 
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day please let the teachers know. 
 

FEE PAYMENT POLICY 
Fees are paid in advance of care received.  All families are re-
quired to enroll in our Pre-Authorized Payment program upon 
registration.  Fees will be automatically withdrawn from your 
account on a bi-weekly basis. There is a $45 administrative fee 
for all payments returned NSF.   Habitual occurrence is grounds 
for termination of child care.  Year-end child care tax receipts 
will be issued by February 28th of each year and will be avail-
able for pick up at the Centre. 
 

FINANCIAL ASSISTANCE 
Trafalgar Oaks Child Care & Learning Centre has a Purchase of 
Service agreement with the Region of Halton and can therefore 
accept children into the program who require child care subsidy.  
For more information on financial assistance and to inquire 
about eligibility, please contact the Region of Halton directly at 
(905) 825-6000 and explain that you are calling for information 
on child care subsidy. 
 

CHANGE IN REGISTRATION INFORMATION 
Please notify the office immediately if any of the information 
provided on your Registration Form changes.  The accuracy of 
this information is vital to the safety and well-being of your 
child.   
 

SNOW DAYS/EMERGENCY CLOSURES 
Trafalgar Oaks Child Care & Learning Centre will be closed if the 
Supervisor cannot successfully get a staff member to open the 
site by 7:00am.  The decision to close the Centre shall be jointly 
decided between the Chair of the Board of Directors and the 
Supervisor.  We use the school board closures as a guide when 
considering our decision. The Supervisor will send an email to all 
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 families on the emailing list to notify of the closure. Every at-
tempt will be made to ensure that this occurs before 6:30am.  
All decisions made to close the Centre are final.  Should the cen-
tre open but need to close mid-day parents may be notified at 
drop off of the possibility and will be asked to be prepared to 
pick up within the hour of the call.  Trafalgar Oaks Child Care & 
Learning Centre may also be closed on occasion due to other 
emergency situations such as no hydro or water.  Under these 
circumstances, we are required to close immediately by the 
Ministry of Education.  You will be notified immediately to ar-
range for the pick up of your child/ren in the event that Trafal-
gar Oaks must close for emergency purposes.  If Trafalgar Oaks 
Child Care is closed due to weather conditions or other emer-
gency situations, parents will still be required to pay their regu-
lar fees if their child was scheduled to attend on that particular 
day. 
 

WITHDRAWAL/DISCHARGE 
Four weeks written notice is required when a child is being with-
drawn from any program or four weeks of fees in lieu of notice.  
You may download a withdrawal form from the Resource sec-
tion of our website.  When complete, please submit to the of-
fice.  
 

OUR EDUCATORS 
Trafalgar Oaks Child Care & Learning Centre is committed to 
selecting the best possible candidate when hiring new employ-
ees.  Our team is exceeds the required amount of Registered 
Early Childhood Educatorsas set out in the CCEYA.  All of our 
staff (including students and volunteers) are required to submit 
current Criminal Reference Checks with vulnerable sector 
screenings, which is annually declared and updated every 5 
years, upon hiring.  All of our staff are required to attend 
monthly staff meetings and ongoing Professional Growth and 
Development Workshops.  Additionally, all staff, volunteers, and 
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students are trained in Standard First Aid and CPR. All perma-
nent staff have their Food Handler Certificate. Trafalgar Oaks 
Child Care and Learning Centre participates in the acceptance of 
college students in the ECE program as well as parent volun-
teers. Full time employed staff provides consistent supervision, 
orientation, and mentorship. However, students and volunteers 
are not counted in staffing ratio and are therefore not to be left 
alone with children.  
 
BEHAVIOUR MANAGEMENT/PROHIBITED PRACTICES 
Trafalgar Oaks Child Care & Learning Centre’s Behaviour Guid-
ance Policy is designed to help children become independent 
and caring by learning self-control, decision-making skills and 
responsibility for their own actions.  Since all children are 
unique individuals, we believe they should be treated with the 
same respect that we, as adults, expect. Our goals are to help 
children develop positive self-esteem, respect for themselves 
and for the rights of others, as well as socially acceptable ways 
of expressing their need and feelings.  This is accomplished 
through positive guidance and love. Prohibited practices are: 

The corporal punishment of a child; 
Deliberate use of harsh or degrading measures on the child 
that would humiliate or undermine his/her self respect; 
Depriving the child of basic needs including food, shelter, 
clothing or bedding; 
Locking the exits for the purpose of confining the child; 
Using a locked or lockable room or structure to confine the 
children. 
Inflicting any bodily harm on children including making chil-
dren eat or drink against their will. 
 

SUPPORTING YOUR CHILD 
Trafalgar Oaks Child Care & Learning Centre strives to serve all 
children, but sometimes the regular program cannot meet a 
child's needs.  Trafalgar Oaks Child Care reserves the right to 
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withdraw children who are not suited to a regular child care en-
vironment, in the best interest of the child and for the safety of 
the other children and the staff.  If a child is demonstrating  
behaviour that causes concern, the following steps will be 
taken: 
 

Staff will inform parents right away of any concerns.  They 
will talk to you about any actions we have taken to manage 
the behaviour that is causing concern.   We will talk to you 
about any reasons that may be causing your child’s             
behaviour and ask for your input on how to help manage the 
behaviour. 
The staff will start a written Record of Behaviour, recording 
documentation outlining the details of the concerning behav-
iour. 
Staff will request your permission to speak to a Resource 
Consultant from the Region of Halton regarding your child’s 
behaviour.  Staff will implement any suggestions received 
from the Resource Consultant, including preparing an Indi-
vidual Support Plan (ISP).  
If further action is deemed necessary (in consultation with 
the Supervisor), or upon the parent’s request, a meeting will 
be called to be held between the one (or more) of the teach-
ers, the Supervisor, the parents and the Resource Consult-
ant. 
A plan will be formulated to help your child succeed.  It will 
have clear, measurable goals and timelines.  It will also de-
scribe the role that the parent and the centre staff will play 
in helping your child. 
The Centre, in co-operation with your family, will make every 
effort to provide care for your child. If you do not wish to co-
operate with the plan, you may risk having your child with-
drawn from the Centre. 
 

Sometimes, even when everyone does their best, a child’s be-
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haviour continues to be a concern.  When that happens, your 
child’s needs may be best met in an alternative child care ar-
rangement.  In extreme circumstances, when a support plan has 
been put into action and a child continues to pose a clear and 
present danger to the safety of anyone at the Centre, the child 
may be immediately withdrawn from the program.   
 

TRANSITIONS TO THE NEXT AGE GROUP 
When it is time for a child to move up to the next age group, the 
following procedure will be taken: 
The staff will casually discuss with the parents that the child will 
soon be moving up to the next age group.  The child will begin 
short casual visits from time to time. 
The parent(s) will be notified of the intended transition start 
date in writing.    A Transition Form and any other pertinent in-
formation is given to parents outlining the time frame and the 
specifics of the formal transition period. 
Trafalgar Oaks Child Care & Learning Centre does its best to ad-
here to the following transition period: 
Children will transition into the next age group during a two-
week period, involving visiting their new room during the day.   
We must maintain teacher-child ratios at all times.  On days 
when a program is full, we sometimes have to adjust our visiting 
schedule and have the child visit their new classroom during 
periods of low enrolment.   
Each child shows signs of readiness at different points in time.  
We will do our best to meet each individual child’s needs as 
they transition into the next group.  Often it is the parent who is 
not ready for their child to transition to the next room.  It is not 
uncommon for parents to feel a sense of trepidation at the 
thought of their child growing up and moving on.  Try to focus 
on the joy and the excitement that he/she will face in the next 
phase of their life, in their new environment.  Many of their 
friends will already have moved or will be moving up shortly.  
Unfortunately, Trafalgar Oaks has very limited flexibility in terms 
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of transition dates.  This is because we are licensed by the Min-
istry of Education and must adhere to the terms and conditions 
of our license (ie. Age groupings).  In the event that your child 
reaches the age to transition to the next age group but space is 
unavailable due to full enrolment, the Teachers will adjust the 
program to accommodate the developmental needs of  your 
child.  This will be done by small group programming where the 
older children in the room will be  grouped together and a 
Teacher designated to program for that group until space opens 
up for a move. 
 

FIELD TRIPS 
Trafalgar Oaks Child Care & Learning Centre may occasionally 
take field trips away from the Centre to enhance the learning 
experience.  Field trips by bus will never be taken without writ-
ten notification to parents in advance.  Trips by bus will also re-
quire parents to sign off their consent prior to the day of the 
trip.  Parent volunteers are always welcome to attend these 
trips to assist the teachers, however please note that we must 
have a current criminal reference check on file for any parent 
volunteering in any of our programs.  Transportation for field 
trips is either done by the city bus or via a privately chartered 
bus.  Please note that it is only our preschool group that takes 
field trips that involve transportation.  Individual program teach-
ers may also elect to take the children in their group on commu-
nity walks when the weather is appropriate.  Consent forms for 
this part of the program is completed upon enrolment as part of 
the registration package 
 

SEPARATION ANXIETY 
Separation anxiety is a perfectly normal stage of development 
and every child may experience it to a different degree or in a 
different way.  Some children may cry for a day or two, some for 
a whole month, and some do not cry at all for the first week or 
so, and then start to experience anxiety when it is time to say 
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goodbye.  Some children are fine during the program, but then 
cry when their parents pick them up.  Remember that we have 
an excellent team of educators who are trained and prepared to 
help.  Staff will reassure and comfort your child, help your child 
to identify his/her emotions and feelings and support him/her 
during the separation process.  As difficult as it may be, we re-
quest that parents fight the urge to run back in to comfort their 
child, as this is very confusing to the child and only prolongs the 
anxiety.  Always feel free to call the centre throughout the day 
to receive a verbal progress report on how your child is doing 
during the day.    
Tears, however distressing to you, are perfectly normal and will 
not last forever.  Often after you leave, your child will stop cry-
ing within a short while and join in with activities.   Prepare your 
child before he/she attends the centre.  Tell him/her where they 
are going and what will happen once they get there.  Feel free 
to take pictures of the class and teachers so you can talk about 
them at home.  Leave something of yours behind for your child 
to hold—try leaving behind a picture of your family or maybe a 
lipstick kiss on a Kleenex.  We often have parents request if it is 
okay to drop in and visit their child during the day.  Try to re-
member that this is very disruptive and hard on your child.  
When a child sees a parent arrive in the program, they associate 
this with going home.  To experience the joy of having mom or 
dad arrive in the classroom, only to have them leave again 10-15 
minutes later is heartbreaking to watch and very confusing for 
the child.  Again, if you are anxious about your child’s day, 
please call directly in to your child’s classroom and ask for an 
update.   
 

INCLUSION 
Trafalgar Oaks Child Care & Learning Centre believes that all 
children and their families should have an opportunity to partici-
pate in quality early learning and child care.  We believe chil-
dren develop to the best of their ability if they have a positive, 
nurturing and secure developmental environment that pro-
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motes physical, social, emotional and intellectual growth. For 
these reasons, we work in partnership with families and com-
munity agencies to ensure children with special needs are inte-
grated successfully into our Centre.   
 

MENUS 
Four-week rotational menus are posted on the Parent Informa-
tion Boards in each classroom.  Trafalgar Oaks Child Care & 
Learning Centre offers a Spring/Summer and a Fall/Winter 
menu.  If you would like a copy of the menus, just ask your 
child’s teacher.  All meals and snacks are provided in accordance 
with Canada’s food guide.  Our snacks and lunches are catered 
from Food for Tots. We strive to provide a menu that is healthy 
and child-friendly in nature, while encouraging children to ex-
plore a variety of different flavours. 
 

FOOD FROM HOME 
Due to the increasing prevalence and serious nature of food al-
lergies among young children in our culture today, it is the pol-
icy of Trafalgar Oaks Child Care & Learning Centre to restrict the 
practice of families bringing food into the Centre.  Children are 
not permitted to bring in any food from home (including break-
fast items). 

There are a few exceptions to this rule: 

 Infants:  Any food brought in from home must be in un
 opened jars.  Unfortunately we cannot accept homemade 
 food that has been prepared at home.  If you wish your baby 
 to have homemade pureed food, our staff can prepare it 
 here using the menu items for that particular day.  Parents 
 are welcome to bring in formula to the centre as well for 
 staff to prepare on site.  Preparation instructions must be 
 provided by parents. 
 Children with severe food sensitivities:  Our caterer is able 

to accommodate food sensitivities and dietary restrictions; 
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however the Supervisor also reserves the right to insist that 
a child with a severe food allergy/sensitivity be required to 
bring in their own meals and snacks from home.  This will 
always be discussed with the parent(s) in advance. 

 
Children (in all age groups) will be permitted to bring in special 
treats for holiday parties or other special occasions, as long as 
the following criteria is met: 

 Homemade treats will not be permitted, due to staff inabil-
ity to determine the contents of the treats, and the materi-
als that the treats may have come into contact with during 
preparation. 

 Products must be store-bought, and still in the original, un
 opened package upon arrival to Trafalgar Oaks Child Care & 
 Learning Centre.  Products must be peanut-free and must 
 not contain any traces of nut products.  Staff will review any 
 Special Treats brought into Trafalgar Oaks upon arrival to 
 ensure the above criteria is being met. 

We strongly encourage parents bring in non-food items if they 
wish to celebrate their child’s birthday at the Centre (ie. Party 
hats, etc) 
 

SICK POLICY 
The health and wellbeing of all our children and staff is Trafalgar 
Oaks Child Care & Learning Centre’s primary concern.  Therefore 
reducing the possibility of spreading illness is vital for every-
one’s safety.  Our first objective is to minimize the possibility 
that an illness will be brought into the Centre.  We ask that you 
do not bring a sick child to the Centre.  Furthermore, we re-
spectfully request that parents not “mask” their child’s symp-
toms by administering Tylenol, Tempera, etc in an attempt to 
reduce their child’s fever before sending them into Trafalgar 
Oaks Child Care for the day. 
We understand that it is not always possible to recognize if your 
child is just having an “off” day or coming down with an illness.  
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If you have any concerns about your child’s health, please speak 
to one of their teachers at drop-off.  By keeping us informed, we 
will be better able to monitor your child’s activities throughout  
the day, and to react appropriately to his or her needs. 
Generally speaking, Trafalgar Oaks Child Care & Learning Centre 
follows the exclusion policies and recommendations of the Hal-
ton Region Health Department. 
It is the policy of Trafalgar Oaks Child Care & Learning Centre 
that all children shall be excluded from care if any of the follow-
ing symptoms are displayed.  Please keep your child at home if 
he/she is displaying any of the following symptoms.  Please also 
note that if your child displays any of the below symptoms while 
at Trafalgar Oaks, parents will be called immediately to make 
arrangement to have their child picked up.  
Staff are not permitted to administer over the counter medica-
tion unless prescribed by a doctor for medical reasons. Centre 
medical designate or alternative will administer prescribed 
medication according to physician’s note and prescription label.   
 
Diarrhea 
If a child has one episode of loose stool, but otherwise feels well 
(ie. No fever, nausea or vomiting), the child will be monitored 
for signs of illness for the remainder of the day.  If  no more 
loose stools occur and the child does not appear to be ill, par-
ents will be informed at the end of the day.  The child can return 
the following day, provided that there have been no further epi-
sodes of loose stool.  If more than one episode of loose stool 
occurs during the same day, or the child displays other symp-
toms of illness alongside the one episode of loose stool (ie. Ele-
vated temperature, vomiting), parents will be contacted as soon 
as possible to make arrangements to have their child picked up.  
The child must remain at home until there have been no further 
episodes of diarrhea for a 24 hour period. 
 
Vomiting 
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Infant spit up is not considered vomit as it defines the regurgita-
tion of what they had just ingested. If one episode of vomiting 
occurs, educators will monitor child on whether other symp-
toms are present (i.e. change in behavior of child, fever, diar-
rhea, pain etc). Parents will be contacted as soon as possible to 
make arrangements to have their child picked up after the epi-
sode.  The child must remain at home until there are no further 
episodes of vomiting for a 24 hour period. 
 
Fever 
If a child has a fever  parents will be called to have their child 
picked up.  Please note that Trafalgar Oaks is not permitted to 
administer fever-reducing medication.  Please also note that it is 
not acceptable for anyone to come to the Centre to administer a 
fever suppressant and then leave the child at the centre.  When 
a child has a fever, it is the body’s way of letting us know that 
something is wrong.  Children can return to the Centre when 
they have been fever-free for a 24 hour period without the use 
of a fever suppressant (e.g. Tylenol) 
 
Conjunctivitis (Pink Eye) 
Any child with a suspected case of Pink Eye will be required to 
be examined by a Physician.  Any child with a confirmed case of 
Pink Eye will be required to be on antibiotics for 24 hours before 
they are able to return to care. 
 
Skin Rash 
Upon the discovery of an unexplained rash, we will attempt to 
contact the parents to discover the possible cause of the rash.  It 
will be up to the discretion of the Supervisor or designate to 
determine whether or not the child must be excluded from care 
until examination by a doctor.  If your child has a rash, please 
inform the staff when dropping your child off in the morning so 
that they are aware of the situation and can ask any questions 
pertaining to cause and/or treatment. 
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Head Lice 
Although head lice does not pose any health risk, it is something 
the staff will periodically be monitoring or doing complete class-
room checks should a case be observed.  If a child is identified as 
heaving head lice, the staff will contact the parent/guardian or 
emergency contact (in the event that a parent is not available) 
to pick up the child immediately.  The child must be free from 
lice and nits before returning to the program.  Staff will check 
your child’s head upon their return to Trafalgar Oaks.  If any nits 
or lice are found, the child will not be permitted to stay. 
 

OUTDOOR PLAY 
In compliance with the CCEYA, all children 18 months and older 
are required to play outside for 2 hours daily, weather permit-
ting.  Please ensure that your child is dressed appropriately to 
enjoy his or her time outside.  Please note that due to licensing 
requirements pertaining to staff-child ratios, it is impossible for 
us to keep your child indoors while the remainder of the chil-
dren go outside.  Therefore, our general policy for all childhood 
illness is “if they’re too sick to participate fully in the program 
(including outdoor play), they’re too sick to be at Trafalgar 
Oaks.” 
 

MEDICATION 
Medication will be administered by a designated staff member 
in each group. Please note that Trafalgar Oaks Child Care & 
Learning Centre can only administer prescription medication 
that is in the ORIGINAL CONTAINER.  Parents will be required to 
fill out a Medication Authorization Form upon arrival in the 
morning.  Staff will administer medication in accordance to the 
instructions provided.  Please note that staff cannot administer 
fever-suppressants or other over-the-counter medications with-
out a doctor’s note.  The doctor’s note must be for a specific 
condition and cannot cover a blanket period of time.  (For exam-
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ple, we cannot accept a doctor’s note that states “Administer 
Children’s Motrin whenever child’s temperature is higher than 
38°C”.)  If you have any questions about the Medication Policy, 
please do not hesitate to speak to the Supervisor.  Anaphylaxes 
Plans for children with severe allergies are posted in the class-
rooms and kitchen.  Staff are trained on the proper use of Epip-
ens. Parents of children requiring Epipens must provide the cen-
tre with 2 valid Epipens. If the Epipens have expired your child 
will not be able to attend the program until valid Epipens are 
provided. 
 
  

ACCIDENTS 
Despite our best efforts to provide a safe, nurturing learning 
environment for all of our children, accidents do occur from 
time to time.  If your child gets hurt while at Trafalgar Oaks Child 
Care, staff will complete an Incident Report which will be given 
to you upon your arrival.  A copy of this form is signed off by the 
Supervisor or designate and will be placed in your child’s file.  If 
there is a serious occurence that results in the need for medical 
attention, Trafalgar Oaks will attempt to contact the parent(s) 
immediately  and arrangements will be made for you to pick up 
your child or to meet the Supervisor or designate at the emer-
gency facility.  If parents cannot be reached, we will contact 
your emergency contacts as provided.  A full description of a 
Serious Occurrence can be found at the Ministry Website: 
www.edu.gov.ca  

 
SUN PROTECTION POLICY 
Trafalgar Oaks Child Care & Learning Centre recognizes the dan-
gers of children being exposed to the sun.  The following steps 
will be implemented to protect children from the sun:  Children 
are required to wear sunhats outside. Parents are required to 
apply sunscreen on their children before arrival to the centre in 
the morning. Sunscreen (provided by Trafalgar Oaks Child Care) 
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of at least 30SPF will be re-applied by staff, as needed.   We re-
quest that parents refrain from sending in their own sunscreen 
unless their child has a skin sensitivity or allergy to the sun-
screen provided.  With such a large number of children attend-
ing, it becomes difficult to track so many different bottles of 
sunscreen and to ensure that there is no cross contamination 
between brands. Sunscreen is provided by Trafalgar Oaks Child 
Care at no additional cost to the parents.   
 

FIRE DRILLS AND EMERGENCY EVACUATIONS 
Fire drills are conducted on a monthly basis in accordance with 
regulations.  It is imperative that children are appropriately 
dressed in hard-soled footwear, as we are required to perform 
fire drills, regardless of weather conditions.   In the case of a 
serious fire, all children will be taken to the designated place of 
emergency shelter (Holy Trinity Croation Church).  The following 
steps will be taken: 

 All parents or emergency contacts will be notified as soon 
as is feasibly possible by a mass email distribution and fol-
low up by phone. 

 An evacuation notice will be hung on the front door, out-
lining our location, time of departure and contact number. 

 Staff will evacuate children to the Croatian Catholic Church 
across the street). 

 Staff will remain at the emergency location until all chil-
dren have been picked up by parents/emergency contacts. 

The centre is equipped for Lockdown Emergencies.  Teacher 
accessible locks  are on each classroom door along with blinds 
on all windows. 
 

ROLE OF PARENTS IN THE PROGRAM 
We encourage our parents to be involved in their child’s experi-
ences at school. Communication with your classroom teacher(s) 
on a regular basis to keep informed of what is happening in your 
son/daughter’s class is very important.  Email and information 



23 

boards around the centre act as a wonderful communication 
tool that we hope you will familiarize yourself with.  And of 
course, parents are always welcome to volunteer on class field-
trips and participate in all of the special events hosted by the 
Centre. We also have a parents volunteer program. Please speak 
to Supervisor for details.  
 

PROCESS FOR EXPRESSING CONCERNS/COMPLAINT RESO-
LUTION 
We encourage you to discuss any concerns that you may have 
regarding your child’s classroom experiences directly with his/
her teacher. However, if you feel it necessary, the Program Su-
pervisor is always available and willing to discuss any concerns 
or questions you may have.  You may reach the Program Super-
visor via email (supervisor@trafalgaroaks.com) or phone (905) 
337-1088 x6 to discuss any questions or concerns or to set up a 
time to do so in person. 
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WAITLIST POLICY 

 

A wait list is maintained at Trafalgar Oaks Child Care & Learning 

Centre for all age groups – infant, toddler and preschool. 

 

Supervisor manages the wait list by categorizing all requests by 

age of child, group, date of request and date toured. 

Families are offered admission in order of their date of touring 

the facility.  Current staff and families have first priority for 

enrolment regardless of status on the waitlist. 

Supervisor updates the wait list on a bi-monthly basis by con-

tacting the parents/guardian by phone or email in order to 

determine whether they wish to continue maintaining their 

spot on the wait list.  This list will show only the order in 

which tours have occurred and the room/date requested. 

There is no fee to place a child’s name on the wait list.  Upon 

request, in accordance with centre privacy and confidential-

ity policies, potential families will be allowed to view an 

abbreviated list to know their current status on the centre 

waitlist. 

The parent/guardian is responsible for contacting the Supervisor 

when there is a change in contact information or when they 

wish to have their child’s name removed from the wait list. 

Families are removed from the wait list for the following rea-

sons: 

A child is removed once he/she is no longer age-appropriate 

to attend the program. 

The family requests to be removed. 

The family does not return the Supervisor’s phone call re-

questing confirmation of interest in the available space. 

The family cannot be contacted by phone because the phone 

number is out of service. 

The family has moved and has not left a forwarding contact 

number. 
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CONFLICT RESOLUTION POLICY – PARENTS/GUARDIANS            
 
POLICY: 
 
The Centre welcomes suggestions on how to improve the pro-
gram and gives serious attention to any concerns about the pro-
gram, staff and the environment. 
 
It is anticipated that most parental/guardian concerns are re-
solved quickly by an informal approach to the appropriate mem-
ber of staff either in person or by phone. If this does not achieve 
the desired result, the following conflict resolution procedure 
has been adopted to resolve such questions or concerns. 
 
 
PROCEDURE: 
 
Parent/Guardian Conflict Resolution Procedure: 
 
Any parent/guardian who has a concern about an aspect of 

child care or program at the Centre first discusses the con-
cern with the appropriate member of staff such as the child’s 
teacher. 

 
If this initial approach does not have a satisfactory outcome, or 

if the concern recurs, the parent/guardian then puts the con-
cerns or complaint in writing, by email, or by phone to the 
Supervisor.  The Supervisor will respond to the parent within 
24 hours or as soon as information on the situation has been 
obtained from relevant sources. 

 
The Supervisor investigates the complaint, when the investiga-

tion into the complaint is completed, the Supervisor meets 
contacts with the parents/guardians to discuss the outcome 
and may arrange a meeting.  Supervisor may arrange a fol-
low up call 2 weeks after the complaint is addressed to 
"close the file". 
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If the parent/guardian is not satisfied with the outcome of the 

investigation, they may request a meeting with the Chair-
person of the Board. The parent/guardian should have a 
friend or spouse present if required. The Supervisor shall 
be present at the meeting. 

 
An agreed written record of the discussion is made as well as 

any decision or action to take as a result. All the parties 
present at the meeting sign the record and receive a copy. 

 
This signed record signifies that the procedure has concluded. 
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