
Discovery Out of School Care

PARENT HANDBOOK 
INTRODUCTION 
Welcome to the Discovery Out of School Care Program. We have 
prepared this booklet for your information to help answer your questions 
and to explain some of our policies at Discovery Out of School Care. 
We want to encourage you at any time to stop and chat with the staff 
and ask questions concerning your child and his/her development. 
Parents are always welcome to come in and spend time in our program. It 
is important to keep communication lines open between you and the 
child care staff, as it is our working together that provides the basis for your 
child's happiness and security. 
!
BACKGROUND 
The generous support and understanding of the School administrative, 
teaching and custodial staff is one of the most important factors in the 
program's continued success and one of its most valued assets. 
Discovery Out of School Care Program meets or exceeds all of the 
regulations established by the department of Alberta Children and Youth 
Services. 
!
MISSION STATEMENT 
...To provide a safe and warm environment providing high quality child 
care in meeting the developmental needs for children of Discovery Out of 
School Care and families in our community. 
Philosophy 
1. The main philosophy of Discovery Out of School Care Program is to

encourage positive self-concept by providing consistent quality child
care.

2. Our staff's philosophy is to accept, respect, and share both the
children's positive and negative feelings.

3. Our environment is to maintain an atmosphere of warmth, support,
and create an enriching place for individual development.

4. Children should master basic gross and fine motor skills consistent with
our program.

5. Children require feeling a sense of consideration and responsibility.
6. All activities provide structure for learning.
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7. All parents play an important role in fostering good attitudes and

development of their children toward good citizenship.
!

!
!

OBJECTIVES 
Our goal is to create a warm, secure, healthy and challenging 
environment with learning opportunities for school aged children in co- 
operation with family and community. 
Our objective is to develop the following skills at each child's individual 
learning pace, through self-selected activity time: 
Gross Motor Skills developed through gym activities (floor hockey, 
climbers, ball games, etc.) and outdoor play (sports, playground, etc.) 
Fine Motor Skills developed through various interest areas such as: Lego, 
blocks, crafts, games and puzzles. 
Social Skills developed through interaction in play and interest areas 
(table games, housekeeping corner, school area, etc.) 
Language Development developed through "role playing" in the house 
area, reading/being read to, and interaction in play. 

Cognitive Skills developed through educational games and puzzles. 
It is also necessary for the children to spend periods of time engaging in 
structured or organized activities in such things as: 
Teacher Guided Sports Activities (soccer, floor hockey) during which team 
spirit, co-operation and Sportsmanship is stressed. 
Crafts: creative activities that would otherwise be too difficult for the 
children without adult supervision and instruction. 

!
CHILD GUIDANCE PHILOSOPHY 
The goal of Discovery Out of School Care  is to create a safe environment 
where children can learn how to effectively use self control and problem 
solving skills to develop dignity and self esteem. 
Our staff members use the guidance policy on a daily basis with the 
children. Modelling the behaviours from the guidance policy is essential to 
the children's learning. 
The child guidance/behaviour policy will be communicated to parents, 
staff and children, where developmentally appropriate. 
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1. Staff will plan their programs as to minimize behaviours by:

• Planning activities that are based on children's interests and appropriate
for the age and individual levels of the children

• Providing a balance between active/quiet and self-directed/teacher-
directed activities

• Carefully planning transitions between activities

• Focusing attention on the children, guiding their behaviour, facilitating
their learning, interacting and encouraging them as they strive to
overcome new challenges

• Reinforcing positive behaviours
2. Staff use many techniques to assist children in developing positive social
skills, problem solving and conflict resolution. Although methods vary
depending on children's ages and the severity of the situation, all teach
problem-solving skills and attempt to instil an intrinsically motivated sense
of right and wrong. Staff use the following techniques when dealing with
conflict situations:
• Consistence: So children know what to expect, limits and expectations
are consistent, and all adults respond in a similar way to conflict situations.
• Setting Limits: Children are given basic, clear, and concise rules to guide
their behaviour. Boundaries and expectations expand as children
develop. Rules & expectations are age appropriate.
• Modelling: Adults clearly demonstrate compassionate, caring
behaviours that set examples for children to follow.
• Validating feelings: Acknowledging one's own emotions and those of
other children facilitates learning.
• Redirection: Staff tells children what they can do instead of what they
cannot do.
• Tone: A kind yet serious tone delivered by intervening adults reinforces
children's sense of security and lets them know the situation is under
control. Passive intervention: Staff gives children time to work through their
own problems, but are there to help if things escalate to destructive or
aggressive behaviour.
• Problem solving: Children are given tools to settle conflicts (negotiate,
make retribution, collaborate, etc.) Staff facilitates a problem solving
process. They help children identify problems and encourage them to
generate solutions.
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• Natural & logical consequences: Staff point out and reinforce natural
consequences as they occur. Children see the results of their own
behaviour and begin to modify it accordingly.
• Physical intervention: Children are physically separated if they begin to
hurt each other
• Junior Leader Program: Children are involved in leadership/teamwork
opportunities.
• Disciplinary action taken must be reasonable in the circumstances.
Under no circumstance are the following permitted:
• Inflict or cause to be inflicted any form of physical punishment, verbal or
physical degradation or emotional deprivation.
• Deny or threaten to deny any basic necessity, or
• Use or permit the use of any form of physical constraint, confinement or
isolation
• Any form of bullying (see anti-bullying policy)
Staff receives a copy of the discipline policy upon hiring and it is 
introduced during their orientation. Staff is to ensure that the safety of 
each child is a priority. The action must be reasonable given the 
circumstances. 
!
BEHAVIOUR EXPECTATIONS 
To ensure that we have a safe environment, we are advising you of some 
common expectations: 
1. Showing respect to oneself, to others and property. 2. Each child having
both indoor & outdoor shoes. 3. Behaving in an acceptable manner. 4.
Leaving potentially dangerous property, weapon toys, expensive toys and
games at home.
The following inappropriate behaviours are considered major: 
1. Physical abuse (not keeping hands, feet, bodies and objects to yourself;
doing anything that hurts others)
2. Wilful disobedience and opposition to authority (not listening to adults)
3. Theft or vandalism
4. Disrespectful and abusive language (talking back or swearing)
5. Continuous minor offences
6. Leaving the grounds or premises without permission/running away from
staff
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7. Continuous disruptive behaviour
In ALL of the inappropriate behaviours mentioned previously, staff will try 
their utmost to first work with the child. If not successful, parents will be 
called and asked to IMMEDIATELY come and pick up their child. 
Suspension will be for the remainder of the day. Again if the problem has 
been on-going suspension may be longer. Actions will be left to staff's 
discretion. 

Staff will make responses to minor incidents on the spot. 
!
ANTI -BULLYING POLICY 
Discovery Out of School Care is committed to providing an environment 
for children that is safe, welcoming and free from bullying. 
Bullying is the persistent behaviour by any individual or group which 
intimidates/threatens or has a harmful or distressing impact on another 
individual or group. Bullying can be in various forms such as: emotional, 
physical, racist, verbal, sexual or cyber. Children, staff and parents are 
educated in the fact that bullying of any form is unacceptable in our 
program. 
We recognize that despite all efforts to prevent it, bullying behaviour may 
occur on occasions and all incidents will be responded to in a thorough 
and sensitive manner. 

!
PROGRAM 
The daily program of Discovery Out of School Care reflects the 
developmental needs of children and is concerned with all aspects of the 
child's life including his/her family and community relationships. A large 
part of our program follows a free play base. Play is the work of children. A 
child's social, cognitive, emotional and physical needs can be met 
through a program that is play based. Through play, a child learns about 
him/herself, about the world and its wonders, and his/her place in the 
world. We try to create an environment that will challenge and stimulate 
each child. While Discovery Out of School Care provides group care for 
children, each child's right to privacy, individualized attention and 
specialized activities is respected. The program varies in order to 
supplement the child's education experience. 
We are always open to the children's ideas and suggestions. We use their 
ideas and current interests to enhance our program. We use a learning 
through play approach and promote lifelong learning. We also include 
Enhanced Programming, which goes beyond our standard daily 
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programming and include lessons, guests and day field trips mainly for 
holidays. We will usually have weekly or monthly themes in the summer. All 
activities are coordinated to fit in with that theme. Letters or calendars are 
handed out to parents advising of field trips, summer programs and off-
site activities. Parents must consent in writing for their child's participation 
in all off-site activities. 
Outdoor play is also a very important part of our program. Weather 
permitting; the children are encouraged to be outdoors for a period of 
time each day. Staff must be sure to take emergency contact numbers as 
well as first aid kit any time children leave the centre and go outside. 
A pre-planned schedule of activities is provided each day to give the 
children a sense of routine. Children are given the opportunity to choose 
from a variety of activities. The schedule remains flexible, allowing for 
change if the need arises. We also have regular scheduled activities such 
as gym, outdoor activities, interest clubs, and various special events. 
!
HOMEWORK POUCY 
Discovery Out of School Care ensures that the children have opportunity 
to complete their homework. 
• Upon arrival to Discovery Out of School Care after school, the children
are instructed during attendance that upon dismissal they have an option
to complete their homework. Help is given if so needed.
!
TRANSPORTATION POLICY 
This policy has been created for children attending School who are 
enrolled in our program. School and Discovery Out of School Care work 
together as a community and all show concern and responsibility for their 
children. 
• Parents are responsible for bringing their child/children into Discovery
Out of School Care and to inform the staff of their child's arrival.
• Discovery Out of School Care staff members are responsible for the
supervision of Kindergarten children during the lunch hour. We aim to
provide the children with playtime outdoors prior to the afternoon bell
and supervise all students in cooperation with School staff and lunchtime
supervisors.
• In inclement weather children will be kept inside and go their respective
classrooms from our program.
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• Discovery Out of School Care is responsible to walk kindergarten aged
children to and from the after school program.
• Discovery Out of School Care is responsible to meet and walk the grade
one students after school at their classroom hallway from September until
February. Grade ones will be coached by our staff to be able to arrive our
program on their own in the afternoons by February.
• Parents are responsible to inform Discovery Out of School Care of any
changes in their child's routine of being picked up. For example: sickness,
Dr.'s appointment, alternate pick-up etc.
Failure to arrive procedures after school: 
• Children are asked if they may or may not have seen the missing
classmate

• School office is called to determine if child was marked absent and/or
left the school Once verified that the child was at school

• Visual check is made outdoors to ensure that child is not on the school
premises. Parents are called to verify if child was removed from the
school. If parent cannot be contacted, emergency contact persons are
phoned. If child is detained due to school activities and one trip has
already been made to the class. Staff should then ask Rideau Park
School staff to escort the child to our program when their activities are
completed.

• If all of the above steps have been exhausted and we cannot locate
the chi ld , Edmonton City Policy will be called.
!
Parents are responsible to notify staff that their child will be absent. 
!
Discovery Out of School Care endeavours to create a safe environment 
for our children. Our programming includes Enhanced Programming, 
which goes beyond our standard daily programming and includes lessons, 
guests and day field trips mainly for days such as Program Development 
Days, Spring Break, summer holidays, etc. It is important to make outings 
as safe as possible while allowing children to learn from their experiences 
in a variety of settings. 

!
SUPERVISION 
A supervision policy is in place to ensure that all staff observes children's 
play and behaviour both indoors and outdoors. Discovery Out of School 
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!
!

Care ensures that all staff are aware of the program's indoor and outdoor 
physical environments. 
The programs supervision practices meet children's developmental needs 
allowing them creativity, leadership roles, development of self- esteem, 
social skills and co-operating with others. 

!
SAFETY 
Discovery Out of School Care endeavours to create a safe environment 
for our children and will establish practices that prevent occidental 
injuries, protect children from harm, and remove children from danger in 
the event of fire or other emergency situation. 

!
INCLUSION & DIVERSITY 
Discovery Out of School Care supports the principles of equity through 
implementing inclusive and diversity practices. Our aim is to achieve 
equal relations between nationalities, races, religions, genders and special 
needs; to cultivate each child's ability to stand up for themselves and for 
others and act to promote equity and justice . 

!
NUTRITION 
Kindergarten children must bring his/her own lunch. Healthy and nutritious 
snacks are strongly encouraged in your child/children's lunches. These 
expectations apply to all children in attendance on PD, non-instructional 
and summer holidays. We will warm up lunches but ask that parents 
please send a microwaveable container or plate for food to be reheated 
on. 
Discovery Out of School Care ensures that all children receive nutritious 
snacks that take into account health issues while respecting family 
requests and preferences. Canada Food Guide is used in the planning of 
our snacks. Lunch is around 11:30 a.m. Morning snacks are from 7:15 to 
7:50 am. and afternoons snacks are from 3:00 pm - 4:00 pm. Morning 
snack is just that – a snack. Please ensure that your child also has a 
nutritious breakfast. 
Discovery Out of School Care is a nut free facility. We do not allow peanut 
butter, peanut/nuts in snacks and/or products that have peanuts/nuts in 
them. Your attention in this matter is greatly appreciated. 

Parent Handbook | 



Discovery Out of School Care
MEDICAL /HEALTH POLICY 
Discovery Out of School Care is responsible to support children's health 
and well-being, comply with health related requirements, and reduce 
illness from spreading from one child to other children or adults, and 
respond to health problems. 
Children cannot attend the centre if illness prevents their ability to 
participate in regular daily routines or if attendance could be harmful to 
themselves or others. If a child becomes ill during the day, the child will be 
supervised and kept as far away as practicable from other children until 
the parent arrives to take the child home. If parents have not picked up 
the child within one hour, emergency contacts will be called to pick up 
the child. 
If a child presents any of the following symptoms: vomiting; fever (a 
temperature greater than 38 degrees Celsius) diarrhea; and or a new and 
unexplained rash or cough the program will contact the parent/guardian 
to arrange for the immediate pick-up of your child. Once sent home from 
the program, your child will not be allowed to return until the program 
receives a note from your child's physician or your child has been 
symptom-free for at least 24 hours. 
Any child who contracts a communicable disease, such as mumps or 
measles, must remain home as specified by the City of Edmonton Public 
Health Policy. Where a staff member knows or has reason to believe that 
a child may be suffering from a communicable disease, parents will be 
contacted and the child will be sent home. 
In the case of an accident or serious illness involving a child, the parent or 
guardian will be notified immediately. Staff will ensure that the child 
receives medical attention as necessary, that being either First Aid or 
calling of an ambulance. An accident form will be completed and filed in 
Discovery Out of School Care records 
Lice. If a child contracts lice the child must remain at home until the hair 
has been treated and all nits picked out. If staff at Discovery Out of School 
Care finds the lice, the parent will be called. Parent must pick up the 
child/children immediately so as not to infect other children. Child/
children will be supervised and kept as far away as practicable from other 
children until the parent arrives. 
Only medication prescribed by a doctor will be administered to a child. 
The label should include the child's name. Doctor’s name, time and 
dosage required. Medication will be administered according to labeled 
directions. Medication must be stored in locked cabinet and staff must 
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!
!
!
!

initial the "individual medication record" for child once medication has 
been administered. Staff with first aid will administer the medication. 
All parents must fill out "Emergency Permission" forms in their registration 
packet. This includes written consent of the child's parent to provide first 
aid to their child if deemed necessary or to call for ambulance if 
necessary. 
Ensure that parents are aware that it is their responsibility to be sure that 
their child/children are dressed accordingly to weather conditions and 
activities planned. It is required that parents provide children with CSA 
approved helmets, and any other protective equipment required for 
activities at the discretion of the staff. Children must have hats, water 
bottles, sunscreen or anything else that is necessary. 
Daily routines include regular hand washing both before snack and lunch. 
Weekly and monthly schedules for regular cleaning are posted and a 
written, signed and dated record of implementation should be kept. 
Allergies should be recorded and posted as well as how to handle 
emergency situations in these instances. Outdoor play is also a very 
important part of our program. Weather permitting; the children are 
encouraged to be outdoors for a period of time each day. If weather is 
not favourable, children are taken to gymnasium for games and active 
play. 

!
CONFIDENTIALITY 
It is contrary to the interest of Discovery Out of School Care and those we 
serve, to give out information regarding children and their parents. Such 
information should be held in strict confidence and should not be 
discussed with anyone outside of Discovery Out of School Care. We trust 
that all staff will appreciate the value of respect for one's privacy. Inside t 
he Centre such information shall be discussed only when it will benefit the 
care we offer the children and the parents. 
Information regarding children who attend our program will be shared 
from time to time with school personnel if it is deemed in the best interest 
of the child. Except for the provisions of the Alberta Child Welfare Act, 
information will not be provided to any other individuals or organizations 
without written permission of the child's parent or guardian. 
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TOYS 
We have a wide variety of games and toys, blocks, interest centres, 
dramatic play props, crafts supplies, computers and much more for the 
children to choose from. 
In following with school policy, children are not to bring toys from home on 
school days. Discovery Out of School Care is well equipped with 
playthings and your child will learn to share and enjoy these with his/her 
friends. 
However, on designated days children may bring one or two toys. On 
these days they may bring electronics items also such as PSP's, DS's, iPods, 
etc. If a child brings an item from home, they are expected to care for 
their own personal items. The child/children are responsible for his/her own 
items. Discovery Out of School Care uses all due effort in caring for 
children and their effects; however, the staff or Discovery Out of School 
Care cannot be liable for any lost item(s) or damage. Rule of thumb is if 
you do not want to lose a toy or have it broken or taken- leave it at home. 
Certain items are not allowed and if your child is told that, he/she is 
expected to comply. 
The use of computer, video and gaming technology is limited, thoughtful 
and focused on the intended program outcomes. Staff members are 
made aware of what is available for the children and then finds a way to 
utilize the technology. 

!
TECHNOLOGY/MEDIA 
The use of computers and video technology is limited, thoughtful and 
focused on intended program outcomes. Staff members are made aware 
of what is available for the children and then find a way to utilize the 
technology. 
Technology is monitored to ensure it is related to the program and is age 
and ability appropriate. 
Children are taught the expectations of the use of technology. 
Computers are to be used for the purpose of homework completion and 
School Zone access. Movies are limited to cold or rainy days or as a 
special activity for the children on non-school days. 
Any form of personal electronics, which children may own is only allowed 
on designated days. Children will be advised when it is permitted and 
time will be limited. Cell phones are not to be here at Discovery Out of 
School Care. 

!
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CLOTHING 
Your child must be fully and properly clothed for the season and centre 
activities upon arrival at Discovery Out of School Care. Each child should 
have both a pair of indoor and outdoor shoes. 
Discovery Out of School Care uses all due effort in caring for children and 
their effects; however, Discovery Out of School Care cannot be liable for 
any lost item(s) or damage to children's clothing or other effects. 

!
EMERGENCY PROCEDURES 
Emergency Evacuation procedures are posted and made known to all 
staff, children and parents. 
The children will be walked over to designated evacuation areas and 
kept until the parents could pick them up. Parents will be contacted by 
the staff of Discovery Out of School Care. The program supervisor or 
designate is responsible to take the portable records with them when 
leaving the program premises. 
Children are spoken to and drilled about evacuation procedures. Parents 
are aware of this emergency procedure as it is included in our parent 
handbook as well as in our administrative manual for staff. It is also posted 
at our entrance. 

!
REGISTRATION 
A registration fee, of $75 per child, will be charged at the time of 
registration to ensure a spot is held. Should the child not take the position, 
the parent will forfeit the fee. Effective September 2018, all parents will 
pay a $75.00 field trip fee per child. 

!
FEES OWING & SUBSIDIES 
Upon registration we require a fully completed registration form. Payment 
methods are debit, visa, MasterCard , cheque , and cash . Cash 
payments are to be made promptly on or before the first day of each 
month. A surcharge of $25 will be charged for payments received after 
the 5th of each month. There will also be a $45 charge for NSF cheques. If 
amounts owing to Discovery Out of School Care are more than 15 days in 
arrears care will be suspended until payment is made. Care will be 
terminated after 30 days of non-payment. Parents can make a personal 
application to the Director for extension. 
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It is the parent's responsibility to apply for subsidy and have approval, 
hopefully, before the child enters the program. If a parent qualifies 
for subsidy that parent is responsible for the full amount until 
subsidy is approved. Parents are to be sure that all documents required 
for subsidy approval are submitted in a timely manner. It is also 
the parent’s responsibility to keep subsidy current and up to date. 
Should there be a lapse in subsidy approval, again the parent is 
responsible for the full amount until subsidy is approved. 

!
HOURS OF OPERATION 
Hours of operation are from 7:00am to 5:45pm Monday to Friday. 
Discovery Out of School Care is closed Christmas break (December 24 to 
January 1st inclusive), Statutory Holidays, Saturdays, Sundays. These dates 
are subject to change. 

!
ARRIVAL AND DEPARTURE 
Parents are expected to walk their children into the centre each morning 
and inform a staff member of their arrival. 
During the school holidays, your child should be here by 9:00a.m. in order 
to ensure maximum benefit from the program. Many field trips are 
planned then and we usually like to get an early start. 
When picking up your child at Discovery Out of School Care at night, 
please sign your child out and make sure that staff know you are taking 
your child home. We must also be notified if someone, other than you, is 
to pick up your child. 

!
ABSENCE 
It is the practice of Discovery Out of School Care to make a phone check, 
with parents home and work numbers, if a child has not arrived 
at Discovery Out of School Care before school classes begin in the 
morning. For their part, parents are expected to notify staff when they 
know, in advance, that their child will be absent. 

!
CHANGE OF NAME, ADDRESS OR PHONE 
Any change of name, address, phone number or employer must be 
reported to Discovery Out of School Care as soon as possible. 
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!
!
CHILDREN WALKING HOME ALONE 
Effective all year round, ALL CHILDREN MUST BE PICKED UP BY A PARENT OR 
GUARDIAN OR AUTHORIZED PERSON OF AT LEAST 16 YEARS OF AGE. 

!
LATE PICKUP OF CHILDREN 
All children and parents are expected to be out of Discovery Out of 
School Care by 5:45 pm sharp . A charge of $1.00 per minute will be 
imposed for every minute from 5:45pm to6:00pm  that a family is still in the 
Centre. After 6:00pm the charge will be $2.00 per minute. This charge is to 
be paid upon arriving, without exception. Parents who feel that a charge 
was unjustified may discuss the matter the next day with the Executive 
Director. 
The staff cell phone is the official time piece for establishing the exact 
time. 
There are certainly times when a parent is unavoidably late, such as when 
weather and traffic conditions are bad or things happen which are out of 
our control. In these instances, it will be left up to the Director's discretion 
as to whether or not parents pay the late charges. The Board feels that 
this policy will discourage routine lateness and also help compensate 
employees who have stayed 
late caring for our children when a parent's delay was unavoidable. When 
possible, a phone call to staff to let them know you will be late will be 
appreciated. Repeated lateness could result in termination of care. 
In the event that a child still remains at Discovery Out of School Care after 
7:00p.m. the protection unit of Edmonton Emergency Social Services will 
be contacted. The phone number is (780) 427- 3390. This will be done after 
all efforts to contact parents, and all emergency contacts, on file have 
been exhausted. 
IT IS THE PARENT'S RESPONSIBILITY TO ENSURE ALL PHONE NUMBERS, AND 
EMERGENCY CONTACT PERSONS ARE CURRENT AND UP TO DATE. 

!
GRIEVANCE POLICY FOR FAMILIES 
Although Discovery Out of School Care makes every attempt to offer the 
highest quality of care to all children and families, there may be 
occasions when parents have concerns about particular events, situations 
or staff. In this event, parents are encouraged to talk with that staff as a 
first point of 
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contact. If they have tried this without satisfactory results or if the concern 
is serious enough to warrant immediate administrative review, parents are 
encouraged to speak with the Director. The Director will then speak with 
those persons involved as necessary to gather relevant information before 
deciding on a course of action. Parents will be informed, as appropriate 
within confidentiality requirements, as to the result of the inquiry and 
action taken. 
Again, our goal is quality child care and we encourage parents to bring 
their concerns to us so that we may all work together. 
!
TERMINATION OF CHILD CARE 
One month written notice shall be given if the parent withdraws the child. 
Discovery Out of School Care reserves the right to cancel your child's care 
at any time if it is in the best interest of the child or Discovery Out of School 
Care. 
The following may also be grounds for immediate termination of 
childcare: 
• Disrespectful and abusive language
• Confrontational, disrespectful and/or aggressive behaviour towards any
staff, parents or children.
!
CHECK LIST FOR PARENTS 
1. If possible, try to bring and collect your child at a regular time each
day.
2. When collecting your child in the evening, please be sure that a staff
member knows he/she is leaving.
3. Be sure your child is dressed appropriately for the seasons.
4. A pair of indoor shoes and socks should be kept permanently at
Discovery Out of School Care.
5. Please do not send a sick child to Discovery Out of School Care.
6. Any changes in your name, address, home phone number, work phone
number, cell number and place of employment should be reported
immediately to any staff member. Changes in your emergency contacts'
numbers should also be reported.
7. If other arrangements have been made for your child to go home,
please let us know either with a verbal message or phone call and if
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someone else is to pick up your child please phone and double check 
that they have done so and not forgotten.  
8. Payment is to be made promptly on the first day of each month.
9. One month written notice is to be given if the parent withdraws the
child from the program.
10. Please remember that only medication prescribed by a doctor will be
administered to a child. Medication must be given to a staff member by
the parent and should be labeled to include the child's name, doctor's
name and dosage required.
!
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