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Welcome to KIDZ PLANET!

Our goal at KIDZ PLANET is to provide exceptional childcare services to Calgary
families.

We are dedicated to creating a secure and enjoyable environment that promotes the
social, emotional, physical, and intellectual growth of children. This handbook

serves as a comprehensive guide, outlining our program's policies and procedures.

If you have any questions or need assistance, please contact our program director
at or

We are here to support you and address any concerns you may have.

At KIDZ PLANET, we value inclusivity and treat all individuals with respect and
dignity. Your child's well-being and development are our top priorities, and we strive
to maintain a positive and welcoming atmosphere for everyone.

We are excited to embark on this journey with your family at KIDZ PLANET!

Yours truly,
Kidz Planet



mailto:info@kidzplanet.ca
mailto:admin@kidzplanet.ca
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OUR LOCATION

Kidz Planet Childcare Centre
1105 7TAVE SW CALGARY AB T2P 3T9

Hours of Operation

Monday through Friday
6: 00 am — 6: 00 pm

We are closed on Statutory Holidays

January ; New Year’s Day September ; Labor Day

_ . September : National day for Truth and
February ; Family Day meconciliation

April ; Good Friday October ; Thanksgiving Day
May ; Victoria Day November ; Remembrance Day
July ; Canada Day December ; Christmas Day,

August ; Heritage Day December : Boxing day
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Our Philosophy:

At KIDZ PLANET, our educational approach is rooted in discovery learning, fostering curiosity and
active engagement. We believe play is essential for cognitive development, helping children
construct knowledge and understand the world. We value each child's uniqueness, creating a
nurturing environment that supports their mental, physical, and emotional development. Our
programs cultivate a love for learning, independence, self-esteem, self-control, and positive
interactions. Embracing multiculturalism, our compassionate staff works towards a brighter future
for every child.

Mission Statement:

At KIDZ PLANET, we provide exceptional childcare services that prioritize the well-being and
safety of children, granting peace of mind to parents. We create a secure, enjoyable, affordable, and
nurturing environment that celebrates each child's uniqueness.
Our Core Values:

- Innovation: Encouraging creative and forward-thinking approaches.

- Excellence: Striving for the highest standards in everything we do.

- Outstanding Service: Delivering exceptional service for parents and children.

- Communication: Fostering transparent and collaborative communication.

- Family Support: Respecting and supporting families as partners in childcare and

development.
- Diversity: Embracing and celebrating differences among children and families.
- Teamwork: Promoting collaboration and cooperation among our staff for optimal care.

Vision Statement

KIDZ PLANET aspires to achieve national recognition as a leading provider of
exceptional childcare services.

Policies and Procedures

Diversity and Inclusion

At Kidz Planet, we respect and celebrate the diversity of every child, regardless of color, religion,
culture, or language. Our teachers create an inclusive environment where differences are honored
and treated with dignity. Each child is seen as a unique individual, considering their abilities,
development, and temperament.

We incorporate family customs and languages through programming and room displays, ensuring
equal opportunities for every child to play, learn, and thrive.

OUR CURRICULUM - Our program's main features are as follows
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At Kidz Planet, we believe in diverse learning paths that cater to each child's abilities and needs.
Our "Play and Discover" blended curriculum combines elements from different approaches:

At Kidz Planet, we value the diverse paths of learning and understand the importance of inclusivity
in our society. To cater to different abilities and needs, we have created a blended curriculum called
"Play and Discover." This curriculum integrates elements from various approaches to ensure a
comprehensive learning experience.

One aspect of our curriculum is the Emergent Curriculum, which encourages children to lead their
learning journey. By exploring their interests and passions, they become deeply engaged in the
learning process. This approach emphasizes creativity, flexibility, observation, documentation, and
patience for effective implementation.

We also incorporate Reggio Emilia's Loose Parts Play into our curriculum. Using movable
materials, both natural and manufactured, children engage in designing and redesigning, fostering
their creativity and nurturing curiosity. This approach promotes critical thinking, problem-solving
skills, and the development of motor skills.

Additionally, we embrace the Montessori Exercise of Practical Life. Children participate in
practical activities like setting the table, cleaning dishes, and tending to plants. These diverse
exercises foster self-construction, independence, and self-control while teaching them to care for
their environment.

By combining these approaches, we create a rich and dynamic learning environment that caters to
the unique needs and abilities of every child. At Kidz Planet, we believe in providing an inclusive
and holistic educational experience where children can thrive and reach their full potential.
Through these approaches, we provide a dynamic learning environment that supports the unique

development of every child.

Our Main Area of Child Development:

e Communication and Language Development: We create a language-rich environment where
children confidently express themselves, engage in conversations, and develop speaking and
listening skills.

» Physical Development: We promote active and interactive experiences to enhance
coordination, control, and movement abilities, emphasizing the importance of physical
activity and healthy choices.

e Personal, Social, and Emotional Development: Our focus is on fostering positive self-image,
respect for others, healthy relationships, social skills, emotional management, and confidence
building.

e Literacy Development: We encourage children to connect sounds and letters, igniting their
interest in reading and writing through access to diverse reading materials.

e Mathematics: Children develop numeracy skills such as counting, number and basic problem-
solving, as well as learning about shapes, space, and measurements.

e Understanding the World: Through exploration and observation, children gain understanding
of their physical world, community, people, places, technology, and the environment.
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o Expressive Arts and Design: Children engage in artistic media, music, movement, dance,
role-play, and design, allowing them to share thoughts, ideas, and feelings.
By focusing on these areas of child development, we provide a comprehensive and holistic approach
to nurturing each child's growth and potential.

Our Programs

Infant Program (12 months - 19 months):

In our Infant Program, we create a nurturing environment for first-time parents and their rapidly
growing children. We prioritize comprehensive body care, feeding, and sleeping routines. Age-
appropriate toys, outdoor play, and open-ended activities are provided to foster physical,
intellectual, and emotional development.

We also offer community walks to enhance their learning experiences (Weather permitting).
Toddler Program (19 months - 35 months):

In our Toddler Program, energetic children embark on a journey of exploration and hands-on
learning. Through weekly activities, we encourage sensory exploration, independence, and learning.
Concepts like colors, shapes, and numbers are introduced through engaging songs, stories, and
games. Our educators guide children in developing essential skills such as eating, dressing, and
toileting. For their comfort, individual sleeping cots are provided for daily rest time.

Preschool Program (3 years - 5 years):

Our Preschool Program focuses on facilitating smooth transitions, building personalities, fostering
independence, and instilling discipline. Through a balance of free play and planned activities based
on children's interests, we enhance their cultural and academic motivation. Concepts such as
numbers, letters, shapes, colors, sequencing, and patterning are taught in engaging ways. Learning
centers are designed to promote exploration, problem-solving, and creativity. We prioritize equity,
diversity, and inclusion to create a welcoming and inclusive environment for all children.
Kindergarten Program (5 years):

Our Kindergarten Program focuses on enhancing physical abilities while fostering collaboration
between children and teachers. We involve children in project-based learning and environment
planning to promote engagement and ownership. Age-appropriate indoor and outdoor activities are
carefully planned based on children's interests. Through enjoyable activities, we introduce concepts
in math, science, geography, history, and art. Social and personal skills, such as understanding rules
and respecting others, are emphasized to encourage positive interactions and character development.
Out-of-School Care Program (Grade 1 - Grade 6):

Our Out-of-School Care Program provides a supportive environment for children to apply and
practice the skills they learn during the school day, fostering continued learning, connections, and
confidence. We offer a diverse range of active and passive activities that promote physical, social,
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intellectual, creative, and emotional well-being. For those needing a quiet space, we provide an area
dedicated to homework and reading.

We warmly encourage families to visit our center before registration to experience our program
firsthand.

Summer Camp (5 years - 12 years):

Our Summer Camp program offers exciting and enriching experiences designed to spark
curiosity and encourage hands-on learning. Through a variety of activities such as art, games,
crafts, music, and outdoor adventures, we expand education and develop decision-making and
problem-solving skills. Outdoor excursions to parks, science centers, galleries, theaters, and
workshops foster teamwork and introduce children to new activities. At Kidz Planet, we are
committed to creating diverse and engaging programs that cater to the unique developmental
needs of children at different stages of their growth.

Napping

We provide developmentally appropriate napping opportunities for children, respecting their
individual needs. We do not force children to nap or stay awake against their natural rhythms.
For those who do not nap or have short naps, we offer quiet activities to ensure their comfort
and engagement. We encourage parents to communicate with our teachers regarding their
child's napping needs to ensure a supportive and tailored approach.

Reqistration

Before registering, we strongly recommend that families schedule a visit to our center to meet our
staff and witness a session firsthand. This visit provides an opportunity to discuss your child's
development and specific needs, allowing us to create a personalized plan for their seamless
transition into our center. Please note that a one-time non-refundable registration fee of $100 is
required at the time of registration. It is important to complete the registration form prior to your
child's start date.

To ensure the safety and well-being of your child, please inform us of any updates regarding
address, phone number, child's health issues, or changes to emergency contact information. Keeping
this information up-to-date is essential.

Confidentiality

At Kidz Planet, we prioritize the confidentiality of all documentation in your child's file. Our
staff will only share information, whether written or verbal, with parents or guardians, unless
there is a prior agreement to share information with other professionals involved in your child's
care. Any sensitive or serious information will be treated as confidential and discussed in
person with parents or guardians.

We strictly adhere to our policy of not releasing sensitive information over the telephone. We
encourage parents or guardians to request a meeting with the Program Supervisor at any time to
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address concerns or questions regarding the care of their children. Your trust and privacy are of
utmost importance to us.

Payment Terms Policy

Payment for services at Kidz Planet is due on the first day of each month, and we accept various
payment options, including cash, cheques, pre-authorized debit, debit card, and email transfer.
Cheques will be held until the first day of the month before being cashed, and annual payment
receipts will be provided for tax purposes.

In the event that payment is not received by the end of the preceding month, childcare services will
be temporarily suspended until the account is paid in full. Please be aware that a late payment fee of
$5 per day will be applied to overdue accounts for each individual charge

For child withdrawal from daycare, we kindly request one full calendar month's written notice. It's
important to note that the monthly fee remains applicable regardless of absenteeism due to illness or
vacations, as this is necessary to hold your child's space.

NSF Cheques

A $35.00 service charge will apply for insufficient funds on cheques or returned auto payments
(NSF). Please ensure sufficient funds to avoid additional charges.

Withdrawal of Services

We reserve the right to terminate our services without notice under certain circumstances. This
includes situations where fees are not paid, policies are not being respected, the Parent/Caregiver
agreement is not reached, or if any parent/guardian behaves in an abusive manner.

Withdrawal

We kindly request that you provide us with written notice one full calendar month in advance of the
date you plan to withdraw your child from our Centre. Failure to provide the one-month notice may
result in the full fees being charged and you may lose your security deposit.

Your cooperation in providing timely notice is greatly appreciated.

Event Fees

At Kidz Planet, we strive to minimize additional costs for parents when it comes to field trips. While
we aim to provide enriching experiences for our children without additional expenses, there may be
instances where attending a field trip could greatly enhance their learning and development. In such
cases, there may be an additional cost for parents.

We understand the importance of giving parents sufficient advance notice regarding these events.
You will have the option to choose whether your child participates in the field trip or not. If you
decide not to have your child participate, we may request that you keep your child with you unless
alternative arrangements have been made.

Late Drop-Off & Pick-up

To ensure the smooth operation of our center and the well-being of all children, please inform us in
advance if you anticipate being late for drop-off or pick-up. Consistent punctuality is essential. If




Updated Oct 2024

you encounter unexpected delays due to traffic or inclement weather, please contact us to discuss a
contingency plan. Please note that repeated tardiness may result in termination of services.

Our center operates from 6:00 am to 6:00 pm. If you exceed the 6:00 pm pick-up time, there will be
a charge of $1.00 per minute. This fee compensates the caregiver who stays after closing hours for
the care of your child.

Kindly make the payment directly to the responsible caregiver Thank you for your cooperation.

Refund of Prepayments

If Kidz Planet terminates childcare services for reasons other than those outlined in our Withdrawal
of Services Policy, any remaining balance of unused prepayments for childcare services will be
refunded to the family.

Tax Receipts

Payment receipts are issued on a monthly basis for parents who make debit payments at our office.
For parents who pay with cash, e-transfer, or cheques, receipts can be provided upon request. We
also issue annual receipts for childcare services rendered during the year for tax purposes. These
annual receipts will be distributed by the end of March. Please ensure that your account has no
outstanding balance in order to receive your annual receipt.

Court Orders and Parental Access Affecting Your Child

To ensure the safety and well-being of all children at Kidz Planet, we require that any court orders
pertaining to custody disputes be shared with the program supervisor. A copy of the court order will
be kept in your child's file for reference, and all staff members will be informed of the order's
details.

In cases where parents or guardians are living separately and custody has not been legally
determined, our teachers will follow the information provided on the child's registration form, as
completed by the enrolling parent or guardian.

We strongly encourage both parents or guardians to sign a written agreement regarding pick-up
authorization and access to information concerning the child's care at Kidz Planet. This agreement
helps ensure clear communication and adherence to any specific arrangements established by both
parties.

Volunteers & Community Work

Volunteer opportunities at Kidz Planet are available for individuals aged 18 and above. No
experience is necessary, and we value various qualities in our volunteers. You can volunteer based
on your availability, interests, and skills. As a volunteer, you will support teachers in activities such
as playing, nurturing, assisting with meals and naps, tutoring, and general classroom assistance.
Please note the following:

e An interview with the program supervisor is required.

e All volunteers must have an up-to-date criminal record check.

10
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* Volunteers must be 18 years or older.

» Volunteers will work alongside teachers and will not have direct access to children.
By volunteering at Kidz Planet, you can:

e (Gain valuable experience in a childcare setting.

» Develop creativity and a sense of responsibility.

e Enhance teamwork skills.

e Explore Canadian culture and thrive in a multicultural environment.
If you are interested in volunteering, please contact us for more details and to begin the application
process.

Child Discipline Policy

At Kidz Planet, our beliefs and practices regarding discipline are centered on the following
principles:
e Child Safety: Discipline serves as a protective measure to ensure the well-being and safety of
children.
e Self-Control and Self-Discipline: Discipline plays a crucial role in helping children learn and
develop self-control and self-discipline.
e Sense of Responsibility: Through discipline, children are encouraged to understand and take
responsibility for their actions.
e Values Instillation: Discipline serves as a tool for instilling important values and principles in
children.

We firmly believe that any disciplinary action taken must be reasonable, considering the specific
circumstances and context. Our goal is to effectively discipline children in a manner that fosters
acceptable and appropriate behavior. We acknowledge that disciplining children is a challenging
responsibility that requires dedication and commitment from our staff, without taking any shortcuts.
Collaboration between parents and educators is essential in addressing the well-being of children.
Together, we employ various strategies to intervene and support children in their development. If
our teachers encounter challenges in disciplining a child, we seek additional help and support from
professional government agencies, with the agreement and permission of the parents or guardians.

The steps we take when disciplining a child include:

» Positive Guidance: We acknowledge and appreciate children's positive behavior through
words or gestures, using positive reinforcement to build their self-confidence. Our teachers
remind children of the program rules and explain why certain behaviors are not acceptable. In
some cases, the child may be taken aside to discuss expectations, such as respecting others.
Regardless of behavior, the child is assured of good care and love.

11
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Redirection: After explaining the consequences to the child, we redirect their behavior if it
persists. Empowering children to make choices is important, but before offering choices, we
emphasize the impact of their actions on others.

Building Positive Relationships: We prioritize spending positive quality time with the
children each day, engaging in activities they enjoy and actively listening to them. Frequent
approval and praise are provided to reinforce positive behavior.

Parent Communication: We prioritize open and timely communication with parents, ensuring
that they are promptly informed about significant or recurring behavioral challenges. Our
dedicated teachers provide detailed incident reports, and we kindly request parents to
carefully read and sign these documents to indicate their understanding. The program
supervisor remains actively involved in addressing any ongoing issues.

Behavior Report Acknowledgment: We kindly request parents or guardians to acknowledge a
behavior report for their child, acknowledging the difficulties the child has been experiencing
in controlling their behavior despite previous warnings and consequences. Your support and
collaboration are greatly appreciated as we work together to address these ongoing
disciplinary concerns in a positive and proactive manner.

Seeking Additional Support: With parental consent, we may seek assistance from external
agencies to assess and support the child's behavior if necessary. By working together, we aim
to provide the best possible support and guidance for the child's well-being and development.
Extreme Cases: In situations involving extreme and aggressive behavior, where a parent or
guardian is unwilling to involve other agencies, we kindly request them to promptly collect
their child. This ensures the safety and well-being of all children within our care. In cases
where there is a safety risk to other children, the child may not be permitted to return until
appropriate measures are in place to create a secure environment.

We sincerely appreciate the collaboration and understanding of parents as we navigate and
address behavioral challenges in a manner that prioritizes the safety and positive growth of
all children in our program.

Prevention: We believe that disciplinary actions should always be reasonable, taking into

account other factors and circumstances that may have triggered the behavior. We establish
basic classroom ground rules and design motivating spaces that encourage positive behavior.
Under no circumstances we allow physical punishment, verbal or physical degradation, or
emotional deprivation. Teachers are prohibited from denying or threatening to deny any basic
necessity to a child, as well as using or permitting the use of physical restraint, confinement,
or isolation. All teachers, as well as parents, are required to read, understand, and sign the
discipline policy.

Any instances of physical or verbal punishment of a child must be reported immediately to
the program supervisor by all staff members.

At Kidz Planet, we are committed to creating a safe and nurturing environment for children,
promoting their development, and instilling values through effective discipline practices.

Off-Site — Activity (Transportation)/Child Evacuations

12
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At Kidz Planet, we encourage off-site activities to meet children's developmental needs. We have specific

procedures in place to ensure their safety and well-being during these excursions:

e Authorization: Parents provide consent for short community walks and everyday activities during
registration.

e Planned Field Trip Communication: Teachers inform parents about off-site activities, including
details on time, place, transportation, and supervision arrangements though HI mama Message or
newsletter.

e Written Consent: Parents must provide written consent for their child's participation.

e Agreement with Program Supervisor: Teachers and the program supervisor discuss and agree upon
off-site activities, sharing details through newsletters and classroom postings and /or emails to
parents.

e Parent Volunteers: Parents are encouraged to volunteer during off-site activities.

e Portable Records: Teachers carry portable records that include parent and emergency contact
information for immediate access to children’s information during field trips (electronic portable
records).

e Attendance and Safety Checks: Attendance is taken before, and after and every time they move from
one place to another during the trip to ensure all children are accounted for.

e Communication with Program Supervisor: The program supervisor maintains communication with the
head teacher for updates and emergency situations.

e Kidz Planet provide pick up and drop off services to Cannaught School, Sacred heart and Glamorgan
school (TLC). We follow the school schedule for drop off and pick up times. These timings will be
communicated with parents written or verbally when at the time of enrolling.

e Kidz Planet will use their bus (which can accommodate up to 20 kids) or Van for offsite activities. Kidz
Planet own and operates its own school bus/van which is complying with all rules and regulations for
Alberta road and safety and carry a valid and up to date insurance and registration and all drivers carry
the required licences and have the training to operate our vehicles .

e We keep and maintain record for any work done or any schedule work and regular maintained. Booster
seats will be provided for children if the child is —

v" Less than 6 years old or weigh less than 18 kg (401b) and has reached the maximum weight and
height limit for forward facing seats.
v" Capacity for bus is 20 children and 1 adult, and for van 13 children and 2 adults.

These procedures help create enriching and safe off-site experiences for children at Kidz Planet.

Health and Safety Policies

Incident/Accident and IlIness

At Kidz Planet, we have procedures in place to address incidents, accidents, and illnesses involving

children. Here's a summary of the key steps:
13
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Incident/Accident Reports: We fill out reports for any incidents or accidents, documenting the
details. Parents need to sign these reports, and they are kept in children's files at the office.

Notification to Licensing Officer: In case of emergency evacuations, serious accidents/illnesses, loss
of a child, or lockdown procedures, we notify the licensing officer promptly with all the required
paperwork.

Classroom Incidents/llInesses: When an incident or illness occurs during class time, we follow these
procedures:
Minor Injuries: We clean and bandage minor cuts, scrapes, or similar injuries. Parents are
informed upon their arrival, and we provide an incident report that explains the incident and
preventive measures taken. The report to be sign by the witnessing teacher, program supervisor,
and parent/guardian. Copies can be provided upon request.

Non-Medical Treatment: If a child cannot continue classroom activities due to a non-serious illness
or injury (e.g., flu, vomiting, high fever, uncontrollable crying), parents/guardians will be contacted
to pick up the child immediately.

Immediate Medical Assistance: In cases requiring immediate medical attention (e.g., broken legs,
internal bleeding, irregular breathing, unconsciousness, head injuries), we call an ambulance while
administering First Aid. Parents/guardians are notified as soon as possible. If parents/guardians are
unavailable, a teacher accompanies the child in the ambulance to the hospital. A report of the
accident needs to be filled in and notify the appropriate authority.

Documentation and Reporting: We document all injuries, regardless of severity, on the same day
they occur. The teacher fills out an injury report, which is signed by the teacher, program supervisor,
and parent(s) or guardian(s).

These procedures ensure that incidents, accidents, and illnesses are properly addressed,
parents/guardians are kept informed, and necessary actions are taken promptly at Kidz Planet.

Incident Reporting

Incidents at Kidz Planet are promptly reported to the Child Care Licensing Intake Line by the same
day. The number for the Intake Licensing Officer is: (403)297-7378. We ensure compliance with the
reporting requirements by submitting an incident report using the prescribed form within the
designated time frame.

The following incidents are to be reported to the Licensing officer:

. Emergency Evacuation
. Program Closure due to Emergency
. Intruder on program premises

14
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Unauthorized removal of a child from the program

Injury requiring emergency medical attention or overnight stay at hospital.

Lost of child

Death of a child

Serious injury or illness resulting from an error in medication administration by a teacher.
Child left alone on premises after operating hours.

Allegation of abuse and/or neglect of a child by program staff or volunteer.

It is important to note that incidents are carefully analyzed on an annual basis, and a report using the
prescribed form is submitted to the regional childcare office. This ensures ongoing evaluation and
accountability for the safety and well-being of the children at Kidz Planet.

Potential Health Risk

At Kidz Planet, we prioritize the health and well-being of all children in our program. To ensure a
safe environment, we developed a policy regarding potential health risks. parents/guardians are
informed about during the enrollment.

Here are some key points from our policy:

Parents are kindly requested to keep their child/ren at home if they are unwell and unable to
fully participate in the activities.

If a child's illness requires more care than our teachers can provide without compromising the
well-being of other children, we will ask that the child stay home.

Immediate removal of a child will be necessary if they have a confirmed or suspected
diagnosis of certain illnesses, such as chickenpox, diarrhea, hepatitis A, impetigo, measles,
mumps, whooping cough, conjunctivitis (pink eye), rash with fever or behavioral changes,
rubella, scabies, lice, strep throat, tuberculosis, vomiting, or symptoms of possible severe
iliness like lethargy, uncontrolled coughing, irritability, persistent crying, or difficulty
breathing.

Each room is equipped with a thermometer for temperature checks when necessary.

If a teacher suspects or knows that a child may be suffering from a communicable disease,
they will notify the program supervisor, who will contact the parents/guardians to promptly
remove their child from the program.

The program supervisor will also report the incident to local public health officials and
follow their recommendations (in case of outbreaks).

A child may return to the program after being symptom-free for 24 hours (or longer as
advised for specific communicable diseases) or with a doctor's note confirming their
wellness.

Teachers will maintain a Health Log, documenting the child's name, date of illness
observation, staff member who noticed the illness, time of initial parent/guardian contact,

15




Updated Oct 2024

staff member who contacted the parent/guardian, time of child's removal from the program,
and date of child's return to the program.
e Parents will be promptly informed about their child's sickness, and if the parent is unable to
pick up the child, the emergency contact will be notified.
e Visual checks and temperature monitoring will be conducted by the teacher to ensure the
child's well-being.
We prioritize open communication and the health and safety of all children in our care.

Definitions of 1lIness

Fever:

If your child has a temperature over 98.6°F / 37.0°C, we will use a digital thermometer and proper
sanitary techniques to check their temperature. Your child must be fever-free without the use of
Tylenol or any other fever-reducing medications for at least 24 hours before they can return to the
program.

Diarrhea:

If your child/ren has two or more runny or watery stools within a 4-hour period, we kindly ask that
you keep them at home until their bowel movements become normal.

Runny Nose:

If your child has a common cold with symptoms like a slight cough, clear runny nose, or occasional
sneezing, they are welcome to attend the program. However, if the nasal discharge is any color other
than clear, we request that you keep your child at home.

Incase child develops these symptoms at the facility, Program supervise will contact parents to
arrange immediate pickup. We appreciate your cooperation in keeping all children healthy and
maintaining a safe environment at Kidz Planet.

Incase child develops these symptoms at the facility, Program supervise will contact parents to
arrange immediate pickup. We appreciate your cooperation in keeping all children healthy and
maintaining a safe environment at Kidz Planet.

Supervised Care for the Sick Child

* [f'a child becomes sick while in our care, we will provide supervised care within the classroom but
in a separate space from the other children until the parent(s)/guardian(s) or emergency contact
person can come to pick them up.

* In situations where a primary teacher is attending to a sick child, a floating teacher or program
supervisor will assist in caring for the other children. If there is no floating teacher available, the
program supervisor will ensure the needs of the other children are attended to until the parents
arrive.

* We maintain a list of Communicable Diseases as identified by the Public Health Act, which is
accessible to all staff and parents.

16
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* In the event of an incident or accident, an incident/accident report will be completed to ensure
proper documentation.

Administration of Medicine

» Written consent from the child's parent(s)/guardian(s) is required for the administration of
medication.

* Medication must be in its original labeled container and prescribed by a doctor.

* Medication will be administered following the instructions on the label.

» A medication form will be used to record the name of the medication, time of administration,
amount administered, and initials of the person administering the medication.

* Medication will be stored in a locked container inaccessible to children.

» Medications needed for emergencies, such as EpiPens, will be stored in a location accessible to
staff but inaccessible to children.

* Long-term medications, like inhalers for asthma, require a consent form from the
parent(s)/guardian(s) to administer and will be kept on file for 3 months AFTER THE CHILD
LEAVES.

* Over-the-counter medications are accepted with the completion of a medication consent form by
the parent(s)/guardian(s).

Healthcare

According to childcare regulations, the license holder can provide or allow for the provision of
health care to a child only with the written consent of the child's parent(s). Health care, which
includes measures to prevent the spread of communicable diseases and ensure child safety, will only
be administered to a child with written consent from the parent(s). First aid measures are exempt
from this requirement.

Diapering
Diapers will be changed every two hours or as needed for your child. Please ensure that you provide
an adequate supply of diapers, wipes, and creams, if necessary.

Hand Washing
Hand washing is very important to minimize the spread of the disease. Children and teachers
will be trained to wash their hands.
Proper hand washing procedures signs are posted at each handwashing station.
Toileting
o Kidz Planet values collaboration with parents/guardians regarding potty training methods.
Please communicate your approach to your child's teacher so that we can align our practices.

» If you choose to potty train with underwear, please provide Croslite material made shoes such
as crocs, spare underwear, socks, and pants, as accidents may occur.

17
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* In the event of an accident, your child's wet/soiled clothes will be returned to you in a plastic
bag at the end of the day.

e Children under the age of 3 will be accompanied by a teacher who will assist them in the
washroom as needed. The washroom door must remain open for supervision purposes.

e Children aged 3 and older may close the washroom door for privacy but should inform the
staff that they are using the washroom and require assistance. Staff will periodically check on
them.

e All boys are required to sit while urinating for hygiene reasons.

» We encourage children to practice proper home skills, such as turning the washroom light on
and off, flushing the toilet, and disposing of paper towels in the garbage. Teachers will
remind any child who forgets or is in the process of learning self-toileting. Staff will ensure
that children follow proper hand-washing procedures after using the washroom. Toys, food,
and drinks are not allowed in the washroom area under any circumstances.

Smoking Policy

Smoking is strictly prohibited on the premises of Kidz Planet. This policy applies to all staff,
volunteers, and guests, regardless of whether they are indoors, on the playgrounds, during field trips,
or in any area where childcare services are being provided.

Nutrition

At Kidz Planet, we prioritize the importance of nutrition in a child's growth and development. To
support this, we make every effort to offer healthy, balanced, and nutritious snacks to our children.
Please note the following information regarding snacks and meals:

. Breakfast and Afternoon Snacks: We provide two snacks, one served as breakfast and the
other in the afternoon. Lunch, however, should be provided by parents, and we kindly request that
parents provide their child's favorite food for lunch.

. Medical Conditions, Allergies, and Special Diet Requirements: The registration package will
require information regarding any medical conditions, known allergies, and special diet
requirements. These details will be recorded in the child's file, posted in the program'’s kitchen, and
displayed in each room. This ensures that all staff members are aware of the specific needs of each
child.

. Nut-Free Policy: Kidz Planet is a nut-free environment. We will provide nut-free, nutritious
snacks to all children. If parents or guardians wish to provide additional snacks, they must ensure
that they are nut-free and properly labeled in a container.

. Menus: Menus will be posted to inform parents and staff members about the snacks being
served.
. Examples of Nutritious Snacks: Our snacks align with the Canada Food Guide and may

include items such as yogurt, cheese, crackers, juice, milk, fruits, vegetables, and grains. These are
just a few examples, and our snack offerings may vary.
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. Safety Reminder: If you choose to provide grapes for your young children, we kindly ask that
you slice them in half to prevent choking.

We appreciate your cooperation in promoting a healthy and safe environment for all children at
Kidz Planet.

Allergies

Kidz Planet is committed to maintaining a safe and inclusive environment for all children, including
those with allergies. If your child has allergies, please inform the program supervisor about their
condition so that we can take appropriate measures to ensure their safety and well-being.

In order to create a scent-reduced environment, we kindly request that you limit the use of
artificially scented products on yourself and your children when attending our facilities.
Additionally, we ask that you refrain from wearing perfume while spending time at Kidz Planet.
This helps us create a comfortable environment for our children and staff members who may have
sensitivities to scents.

Manner of Feeding (For Childcare Center Only)

At Kidz Planet, children must be seated while eating or drinking for safety. No food or beverages
are provided during napping or playtime, and staff members undergo food handling safety training.
We maintain proper food handling procedures, including keeping hot food hot and cold food cold,
and sanitizing utensils and surfaces after each use.

Our focus is on providing a safe and healthy dining environment.

Food Choices

Please inform us in writing if your child has any specific dietary restrictions due to allergies or
religious reasons. We will make a note in your child's file and ensure that their dietary needs are
accommodated accordingly.

Supervision Policy and Practices

Staff members at Kidz Planet will receive thorough training on the supervision policy and
procedures during their hiring process and whenever any changes are made. This includes a
comprehensive tour of the classroom and outdoor play areas to familiarize them with the space and
identify potential hazards. Additionally, staff members will be aware of the location of emergency
supplies, such as first aid kits.
To ensure children's safety and to meet their developmental needs, the following methods are
employed for observing their play and behavior:
e Close monitoring of children during activities that may involve risks, such as playing near
water or doorways, or participating in large group activities.
e Observing play and promptly intervening if potential dangers arise.
o Staff members should Positioning themselves in a way that allows them to see and hear the
entire group they are supervising.
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Actively watching and participating in children's play to ensure their safety.

Avoiding distractions, such as phone use, reading, or cleaning, while children are under their
care.

Conducting head counts and having children line up in single lines during transition times
between activities to ensure all children are accounted for.

Maintaining awareness of authorized individuals who can pick up a child in place of the
parent/guardian.

Communicating the supervision policy to parents through the parent handbook provided
during registration.

These measures are in place to prioritize the safety and well-being of all children under our care.
Emergency Evacuation Policy

Emergency evacuation drills are an essential part of our safety procedures at Kidz Planet. We
conduct these drills on a monthly basis to ensure that both children and teachers are prepared to
respond to emergencies, such as fires. In the event of a real fire, the following emergency
procedures must be followed:

Everyone present in the center must evacuate through the nearest exit door, which is clearly
marked.

The program supervisor or the designated staff member in charge will immediately call 911
to report the emergency.

Staff members will ensure that children are taken to a safe place, preferably the designated
master point. If possible, one staff member will remain at the facility to meet the emergency
response unit or inform them of the staff's location.

Teachers in each classroom will instruct the children to line up quickly and quietly, following
them to the nearest emergency exit.

Teachers will conduct an initial child count using the attendance sheet to ensure that all
children in their care are accounted for.

The program supervisor will check all classrooms, including the kitchen, closets, and
washrooms, to ensure that no child is left behind.

The program supervisor will ensure that each room has its daily attendance records, first aid
kit, and portable records.

A secondary child count will be conducted by the program supervisor to verify that all
children are present and accounted for, matching the facility's attendance records.

Children will be taken to the designated meeting place, Kidz Planet muster point at
Westmount Place 1100 8 Ave SW, Calgary, T2P 3T9 in winters and our playground when
weather permits. Children will be able to walk to this location without requiring keys.

The program supervisor will be responsible for the final child count at the muster point.
Children will remain at the designated meeting place until parents have been notified to pick
them up or until Calgary Fire/Police personnel have declared the premises safe.
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e Re-entry into the building is strictly prohibited until authorized.
These procedures are in place to prioritize the safety of all children and staff members in the event
of an emergency. Regular drills and adherence to these protocols ensure a swift and organized
response to any potential hazards.

Emergency Equipment

At Kidz Planet, we prioritize safety by annually checking and testing our emergency equipment,
including fire extinguishers and smoke detectors. This ensures they are in proper working condition
and compliant with safety regulations. Our goal is to maintain a safe environment for everyone in
our facility.

Insurance and Field Trips

Kidz Planet prioritizes the safety of children by maintaining fire, theft, and liability insurance
coverage. Staff members responsible for transporting children hold the required licenses from the
Motor Vehicle Branch. Our transportation policy is available to parents upon request, and
transportation permission forms must be completed and signed before children can participate in
field trips or transported to and from school.

We strive to ensure a secure and reliable transportation experience for all children under our care.

Security Threats Policy

In the event of a security threat, our center takes immediate action to ensure the safety of children,
families, and staff. Teachers remain calm and treat threats as legitimate risks. Detailed
documentation is maintained regarding the threats, including the time, method, and targeted
individuals. Steps are taken to ensure the safety of everyone involved.

Appropriate authority will be notified immediately.

Sunscreen and Bug Spray policy

Children at Kidz Planet are encouraged to engage in outdoor activities and scheduled excursions for
exercise and exploration. During warm weather or summer months, parents/guardians are
responsible for providing sunscreen, sun hats, and bug spray for their child. These products should
be child-friendly and offer high UVA and UVB protection. A permission form included in the
registration package must be signed by parents/guardians. Our teachers will follow the directions on
the product containers and apply them to your child before going outside.

Social Media and Technogym Polices
Communication
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At Kidz Planet, we have an open-door policy that allows parents/guardians to call or visit our
centers at any time during the day to check on their child and observe the program. We encourage
parents to spend a short time settling their child and getting acquainted with the daycare
environment. If parents wish to stay longer, we recommend coordinating with our staff or the
director in advance.

We kindly request that parents provide relevant information about their child's care at the beginning
of each day, such as any sleep difficulties the child may have had the night before. Similarly, we
will communicate with parents/guardians regarding any updates or concerns that arise during the
day.

For new enrollments, we recommend slow transition. Please discuss more in detail with the program
supervisor. Parents are welcome to stay with their child for the first few days to make the transition
smoother. Please coordinate your stay with the main teacher or program supervisor for proper
arrangements. Your presence and support during this time will greatly help your child feel more
comfortable.

Social Media Policy

Kidz Planet prioritizes the safety and privacy of children and families. Our social media policy
developed to ensure responsible online presence. This policy applies to platforms like Facebook,
Google, Twitter, YouTube, Instagram, Blogs, and our Kidz Planet website. It includes obtaining
consent, maintaining confidentiality, professionalism, respecting boundaries, ensuring security, and
monitoring content. Our goal is to create a safe and respectful online environment while protecting
the privacy rights of children and families.

Posting and editing

Kidz Planet Management is responsible for editing and posting all content on social media
platforms. Our policy allows for the posting of appropriate videos and images that do not easily
identify children by name but still capture their participation. Our aim is to ensure the privacy and
safety of children while sharing engaging and meaningful content.  Kidz Planet is communicating
with parents through a childcare app providing a quick and effective way to stay in touch and give
frequent updates. Teachers upload pictures and videos of the children’s activities and routine
changes daily and contact parents of any needs, requests of or materials etc. Moreover, there is 24-
hour video surveillance at the premises and the footage of this surveillance can be shared with
parents upon request. Teachers may use different devices to record children’s activities that include
but are not limited to cell phones, tablets etc.

Children’s Records Child/ ren records at Kidz Planet are maintained in a secure and up-to-date
manner. They are stored in a locked cabinet to ensure privacy and confidentiality. The following
records are required for each child:

e Completed registration form: This includes the child's name, date of birth, home address,
parent(s)/guardian(s) names, contact numbers (home, work, cell), emergency contact details,
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child's personal healthcare number, allergies, healthcare provisions, and immunization
records.

e Emergency Medical Release form: This form, included in the registration form and must be
signed by the parent/guardian.

e Parent/Guardian agreement form: This form is signed by the parent/guardian to acknowledge
and agree to the terms and policies of Kidz Planet.

» Medication administration consent: If medication needs to be administered, written consent
from the parent is required. The record includes details such as the medication name, time
administered, amount given, and initials of the staff member who administered the
medication and teachers observation.

e Documentation of any provided health care: Any health care provided to the child, including
written consent from the parent, is documented.

Parents are reminded to inform Kidz Planet of any changes or updates to the information provided
on these forms. The records are accessible to licensing staff and parents at reasonable times,
ensuring transparency and compliance with regulations.

Administrative Records
Administrative records at Kidz Planet are securely stored in a locked cabinet. These records are
readily available for licensing staff. The administrative records include the following:

e Daily attendance records: These records document the daily attendance of each child,
including their arrival and departure times.

» Staff activity records: The records include the daily activities of each staff member, noting
their arrival and departure times, as well as the hours spent providing childcare.

e Criminal record checks: Verification of a criminal record check is required for all staff
members and volunteers. These checks are updated every three years to ensure ongoing
compliance with safety regulations.

o Childcare certification: Evidence of the program supervisor's or staff's childcare certification
is included in the records, demonstrating their qualifications for providing childcare.

» First Aid Certificate: Staff members are required to hold a current First Aid Certificate, which
is documented in the administrative records.

To maintain safety and compliance, staff members are responsible for providing an updated criminal
record check every three years, one month prior to the expiry date of the current check. This ensures
the continuous screening of staff members for the safety and well-being of the children in their care.

Portable Records

Kidz Planet maintains portable emergency records for each child. These records include completed
registration forms with important details such as names, dates of birth, and contact information.
They also include emergency contact information, health information (including allergies and
Immunizations), and a list of important phone numbers for local emergency services. These portable
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records are carried during field trips, evacuation procedures, and playground activities to ensure the
safety and well-being of the children.

Additional Policies and Information

Child abuse and neglect
Kids Planet is committed to safeguarding children from abuse and neglect, as mandated by the law.
Our staff members strictly follow a comprehensive set of guidelines aimed at preventing and
reporting such incidents. We believe that every child and family have the right to an environment
that is safe, secure, and free from any form of harm.
In the unfortunate event that a staff member, including managers or volunteers, is accused of
allegedly abusing or neglecting a child, they will be suspended from their duties or tagged along
with another staff with valid certifications until a thorough investigation conducted by the Interior
Licensing Authority officer.
It is the responsibility of every staff member, including managers or volunteers, who becomes aware
of a suspected abuse incident, to immediately report it to their supervisor and/or the Manager.
Failure to report such incidents will result in disciplinary action, and the possibility of suspension
from employment. However, it's important to note that this policy does not diminish a staff
member's right to remove themselves from a situation where a child's behavior may pose a risk to
their safety. In such cases, the staff member is expected to promptly report the incident to their
supervisor.
Our commitment to fostering an environment free from abuse requires that all reported incidents are
thoroughly investigated and promptly addressed. We make every effort to ensure the safety and
well-being of children, families, and staff members. If there is a suspicion of child abuse or if a child
discloses an incident of abuse, the following steps are followed:
e The Report:
Promptly report to an appropriate authority.
Contact the Ministry of Children services.
If the child is in immediate danger, contact the police or 911.
Report the incident immediately to the childcare social worker.
e Documenting and Verbal Notification:
Document of the verbal report on the Report of Suspected Child Abuse form.
Provide dated and confidential reports to an appropriate authority.
e Investigation:
o Cooperate fully with investigations conducted by an appropriate authority.
e Parents:
The initial contact with the parents is made by an appropriate authority.
Teachers are not permitted to directly notify parents or guardians.
The appropriate authorities are responsible for contacting the alleged offender.
. Supporting the Child:
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Be available to listen to and provide support to the child.

Monitor the child's well-being closely.

Consult and refer the child’s family to appropriate resources as needed.
By adhering to these procedures, we strive to create an environment where children, families, and
staff members can live and work without fear of abuse. It is crucial to prioritize the safety and
protection of children and work together to address any concerns that may arise. Please note that
while this information provides guidance, consulting with legal and child protection experts is
essential to ensure compliance with specific local laws and regulations in your jurisdiction.
Winter in/ Qutdoor Play Policy
The children attending Kidz Planet require outdoor play opportunities in the winter months.
Fresh air and exercise are very important components of children’s health and growth.
At Kidz Planet, we have access to our private playground which enables the children to have
scheduled outdoor time in the cold months. Children can play outside until the temperature reaches-
15 with mild wind chill factored in by Environment Canada. Parents/ Guardians are required to
provide winter clothes such as winter coats, snow pants, mittens, hats, and scarves.
On cold days when children cannot play outside, Kidz Planet provides them with access to an indoor
gym. This allows children to stay active and have fun in a safe environment. The gym is equipped
with age-appropriate equipment and supervised by trained staff. It ensures that children can still
engage in physical play and enjoy the benefits of exercise even when they can't go outdoors.
Newsletter
Kidz Planet sends out newsletter to parents/guardians via email and posts it on the advisory board
and parent board. The newsletter informs our families of the upcoming events, reminders, and
highlights of their child's experiences at our facility.
It aims to foster effective communication and engagement between Kidz Planet and our families.
Parent Bulletin
Kidz Planet maintains a bulletin board at the main entrance to provide parents/guardians with

updates on upcoming events, activities, and important information. This serves as a convenient and
visible communication platform to keep them informed and engaged.

Conflict Resolution
If you have any concerns regarding an incident or the care provided at Kidz Planet, we prioritize
open communication and encourage you to follow our conflict management procedure.
Here are the steps to address your concerns:
o Speak with the staff at the center: Start by discussing your concerns with the staff members
directly involved in your child's care. They are trained and committed to addressing any
issues promptly and finding a resolution.
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o Speak with the Program Supervisor: If your concerns are not adequately addressed or
resolved by speaking with the staff, you can escalate the matter by reaching out to the
Program Supervisor. They have a broader understanding of the operations and can provide
additional support in addressing your concerns.

o Contact the Executive Director/Owner: If your concerns remain unresolved, you have the
option to contact the Executive Director or Owner of Kidz Planet. They will carefully listen
to your concerns, investigate the matter further if needed, and work towards a satisfactory
resolution.

By following these steps, we aim to ensure that your concerns are heard and addressed
appropriately, promoting a positive and supportive environment for both children and their families
at Kidz Planet.

Signing Out

At Kidz Planet, child safety is our top priority. To ensure proper attendance and secure child release,
please note the following guidelines:

e Authorized Release: Children will only be released to individuals listed on the registration
form.

e Emergency Contact Verification: Emergency contacts must provide photo identification
before picking up a child.

o Parent Notification: Parents will be informed when a child is picked up by an emergency
contact.

e Concerns Regarding Impaired Parents: If staff suspect a parent is under the influence, they
will offer alternate transportation, contact a registered contact person, and involve the
program supervisor if necessary. In extreme cases, 911 may be contacted for the child's
safety.

We appreciate your cooperation in maintaining a safe environment for all children at Kidz Planet.

Snack for Special Events:

: Kidz Planet hosts movie day for children (Jr preschool, Sr preschool, Kindergarten and
OOSC) on Fridays and PD days. We will also provide butter popcorn to children on this occasion. In
addition, snacks like-
Fruit smoothies, hot chocolate, freezies and more could be provided depending on weather
Parent/ Guardian are responsible to inform staff in case of any special dietary requirements.

Birthday Celebrations: Parents are allowed to bring snack in event of their child’s Birthday considering it
is high in nutritional value. We encourage you to bring healthy and nutritious snack. Please check with
classroom educator for specific dietary requirements / allergens for the classroom before bringing it. All the
edible items must be in its original packaging to ensure all the ingredients and label ingredients for anything
that is homemade.
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*For any other celebrations like Halloween, Christmas, Easter, Eid, Thanksgiving, Valentine’s day -
educators may offer treats like- cupcake, candies (limit 2)*

Late Drop-off Policy

Objective: Kidz Planet aims to provide a safe and structured
environment for all children under our care. Punctuality is crucial for
the smooth functioning of our daily routines and ensuring well-being
of every child.

* Drop-off Times: Parents/Guardians are required to drop off

their child within the designated drop-off hours 6am-10 am.

Late drop offs disrupt the classroom routine and cause
inconvenience to other children and staff during Nap times.

* Notification of late arrival: Parent/guardian are required to
daycare center if they anticipate being late for drop-off due to
unforeseen circumstances. This allows us to make necessary
arrangements and adjustments to ensure the child’s safety and
well-being.

» Grace Periods: A grace period may be provided for occasional
late arrivals, typically ranging 5-15 minutes. However, repeated
instances of tardiness may result in the further consequence.

(Daycare reserves the right to deny the service for the day)

Daycare Vacation fee Policy

Our daycare is implementing a new flat-rate fee structure based on hours of attendance in care. This new
policy applies to all families utilizing our daycare services. We recognize that families may require time
away from daycare for vacations or other reasons, and we aim to ensure clarity and consistency regarding
vacation time fees. Please review the following vacation time policy, which outlines expectations and fees
related to vacations.

Vacation Time Fees for shorter than a month

Infant to Kindergarten Age: Parents will be responsible for paying the Regular Parent Portion $326.25 infant
to kindergarten age

Out-of-School Care: Parents will be responsible for paying the Regular Parent portion. Monthly fee minus
subsidy

*** Note: This policy applies if your child will be absent for one month or a shorter period.
Vacation Time Fees for Longer than One Month:
If your child will be on vacation for more than one month, you have the following two options:

Pay the Full Monthly Fee Without the Government Grant:
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Infant $1550

Toddler: $1350 per month
Preschool: $1200 per month
Kindergarten: $1100 per month
School Age: $750 per month
Temporary Leave Option:

You may choose to take a temporary leave, in which the daycare can utilize your child's spot for other
admissions while you're away and not pay anything.

You will need to notify the daycare at least one month in advance of your planned vacation in writing to
allow us to arrange temporary care for your child's spot.

subject to availability, upon your return, the daycare will reserve a spot for your child, and they will be able
to return to daycare within few days of return notice.

Important Notes:

Vacation time is not a "suspension" of your daycare agreement. As such, you remain responsible for paying
fees as outlined, regardless of your child's attendance. IF NOT OPTING FOR TEMPERORY LEAVE.

In cases where the parent opts to take a temporary leave, it is the parent's responsibility to notify the daycare
of their return date to ensure a smooth transition back into care.

Checklist for 1%t day at Kidz Planet

Children attending Kidz Planet are recommended to wear the following:
e Comfortable play clothes
e Sneakers or closed-toe shoes with rubber soles
e For potty-trained children, we strongly recommend wearing Crocs or similar shoes

Each child must have the following items:
» Spare clothes: Each child has an assigned cubby, and we encourage parents/guardians to
provide spare clothes in case of accidents or messy play.
» For warm seasons: Rain jacket, boots, sun hat, and sunscreen.
» For cold seasons: Winter boots, mittens, hat, snow boots, and snow pants.
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Indoor shoes: Children will change into their indoor shoes upon arrival at the center, while
the outdoor shoes will be worn for outdoor activities.

Water bottle: It is the responsibility of parents/guardians to ensure their child's water bottle is
labeled with their name. Water bottles will be sent home every Friday for thorough cleaning
and sanitizing.

Milk bottles (if needed) for infants: Please label the bottle with your child's name, and it will
be sent home daily for cleaning and sanitizing.

Diapers, wipes, and creams (if needed)
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