
 

ESPRIT Daycare 
 

Caring for Kids on the Coast 
 
 
 

 
 

 
 
 
 
 
 

Parent Handbook 
 
 

Web: espritdaycare.wordpress.com 
Facebook: /EspritDaycare 

 
 

840 Gibsons Way, Gibsons BC V0N 1V7 
Phone: 604-886-7739 

Email: sctpes@telus.net 
 

Last updated Feb 2018 
  



	 2	

Contents 
ABOUT	US	.....................................................................................................................................................................	3	
PARENT	PARTICIPATION	&	FUNDRAISING	.....................................................................................................................	3	
OUR	PHILOSOPHY	..................................................................................................................................................................	4	
OUR	GOALS	..............................................................................................................................................................................	4	
Guidance	and	Discipline	Techniques	...............................................................................................................................	4	
Behaviour	Management	.......................................................................................................................................................	5	
Injury/Incident	Reporting	Procedure	.............................................................................................................................	5	
Termination	of	Services	.......................................................................................................................................................	6	
PHOTOS	....................................................................................................................................................................................	6	

A	DAY	AT	ESPRIT	.......................................................................................................................................................	7	
DAILY	ROUTINE	–	INFANT/TODDLER	PROGRAM	.........................................................................................................	8	
DAILY	ROUTINE	–	3	to	5yrs	PROGRAM	............................................................................................................................	9	
Screen	Use	Policy	.................................................................................................................................................................	10	
Active	Play	Policy	.................................................................................................................................................................	10	

HELP	EASE	THE	TRANSITION	TO	CHILD	CARE	...............................................................................................	11	

REGISTRATION	&	SCHEDULE...............................................................................................................................	12	
HOURS	OF	OPERATION	.......................................................................................................................................................	12	
HOLIDAYS...............................................................................................................................................................................	12	

DAYCARE	FEES	.........................................................................................................................................................	13	
BILLING	...................................................................................................................................................................................	13	
SUBSIDY	..................................................................................................................................................................................	13	

HEALTH	AND	SAFETY	............................................................................................................................................	14	
SICKNESS	POLICY	.................................................................................................................................................................	14	
FIRE	AND	EARTHQUAKE	DRILLS	.....................................................................................................................................	14	
Food/Nutrition	Policy.........................................................................................................................................................	15	

ESPRIT	STAFF	..........................................................................................................................................................	16	
VOLUNTEER	AND	WORK	EXPERIENCE	STUDENTS	.....................................................................................................	16	
THERAPISTS	..........................................................................................................................................................................	16	

EMERGENCY	PREPAREDNESS	COMFORT	KIT	..................................................................................................	17	

FIRST	DAY	OF	DAYCARE:	WHAT	TO	BRING	.....................................................................................................	18	
CHECKLIST	.............................................................................................................................................................................	18	

APPENDIX	1	–	ESPRIT	DAYCARE	REGISTRATION	FORM	..............................................................................	19	
HEALTH	INFORMATION	.....................................................................................................................................................	20	

APPENDIX	2	–	EMERGENCY	INFO	&	MEDICAL	CONSENT	..............................................................................	21	
CONSENT	................................................................................................................................................................................	21	

APPENDIX	3	–	IMMUNIZATION	INFORMATION	FOR	CHILDCARE	(VCH)	..................................................	22	

APPENDIX	4	-	PERMISSIONS	&	PHOTO	RELEASE	...........................................................................................	23	

APPENDIX	5:	FAMILY	CONTRACT	.......................................................................................................................	24	
	



	 3	

 

ABOUT US 
ESPRIT Daycare is a Licensed Group Child Care facility for children ages 12 weeks to 5 years. We are a non-
profit organization governed by a volunteer board of directors – the Sunshine Coast Teen Parent Education 
Society.  
 
All of the daycare’s expenses (salaries, rent, utilities, supplies, play equipment etc.) are the responsibility of 
the Sunshine Coast Teen Parent Education Society. In collaboration with the daycare staff, the Board reviews 
the direction and purpose of the daycare, fulfills all legal requirements of the Society, establishes and reviews 
policies and procedures of the daycare, and oversees the management of finances. The Board meets once 
each month to do the work of the Society and holds an annual general meeting (AGM) each year to give 
reports and elect new board members. All parents and caregivers are welcome to attend the AGM.  
 
School District No. 46 (SD46) owns the land and buildings that house ESPRIT Daycare. SD46 is responsible for 
keeping the building clean and in good repair. 
 
 
HISTORY OF ESPRIT DAYCARE 
ESPRIT Daycare opened in September 1991 for young parents wanting to complete their high school 
education. In the beginning, the daycare was only open to children of students attending Elphinstone 
Secondary School. 
 
In 1994 ESPRIT Daycare began opening space to the wider community, making the facility one of the only 
community daycare centers accepting infants on the Sunshine Coast.  
 
In 2004 ESPRIT Daycare opened a program geared towards children aged 3 – 5 years old so that families with 
children enrolled in the infant program could transfer to the toddler program with minimal disruption. 
 
 
PARENT PARTICIPATION & FUNDRAISING 
As a non-profit organization, fundraising and volunteer work are essential to maintaining 
ESPRIT Daycare. All families are expected to participate in fundraising and/or volunteer 
activities. The money generated by fundraising enables us to purchase developmentally 
appropriate toys and equipment for the children, provide fun activities, and maintain 
necessary program equipment. Volunteering possibilities include gardening, minor 
construction and clean-up projects, becoming a board member, and/or assisting at an annual 
event or fundraiser. 
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OUR PHILOSOPHY 
At ESPRIT Daycare we understand that family is, and should be, the biggest influence on a child’s life. We 
believe that childcare should aid in the development of, and strengthen a child’s emotional attachment and 
bond with their family. Great effort is made to care for each child with sensitivity to, and support of, the 
culture of the families served. We aim to work together to make both the families and the children’s day care 
experiences positive and fulfilling. 
 
ESPRIT Daycare is run in accordance with the following beliefs:  

• We strongly believe that children are people too and deserve to be treated with care and respect.  
• We strongly believe that every child is unique and develops at their own rate. Each child has individual 

needs, which must be respected and met. 
• We strongly believe that all children are entitled to an environment, and to opportunities, that foster 

positive emotional, social, cognitive, and physical development. ESPRIT Daycare values inclusivity, 
multiculturalism, interdependence, and dignity.  

• A daycare centre is never a static environment and as our centre grows, changes may be made. We 
welcome input from parents and know that together we can establish a well-run, pleasant 
environment for children, parents, and staff.  

 
OUR GOALS 

• To provide quality child care for each child attending the ESPRIT Daycare. 
• To provide a standard of care where each child is treated with respect. 
• To provide a variety of opportunities and stimulating experiences that will enhance each child’s 

individual development. 
• To provide an emotionally supportive environment that will allow parents to participate in their child’s 

care and to assist in the development of positive parenting skills. 
• To provide access to community service specialists such as occupational, physical, and speech 

therapists. 
 
Guidance and Discipline Techniques 
Discipline or caring guidance is an integral part of a child’s sense of security. Setting limits creates a consistent 
and non-threatening environment in which to learn and thrive. To this end, the staff will set reasonable limits 
and will support each child’s growth towards self-control, social awareness and independence. 
The guidance and discipline of children in our care is a continuous teaching and learning process with and for 
the children. To help the children develop appropriate behaviour, social awareness and self-confidence, as 
well as to become aware of their own feelings and the feelings of others; the staff will provide guidance by: 

• Giving clear and consistent messages that are understandable for the child’s age/stage of 
development. 

• Setting limits and being consistent. 
• Being available to the children and listen/pay attention to what the children are communicating. 
• Using natural and logical consequences. 
• Using redirection and/or time away from certain situations or activities. 
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ESPRIT Daycare staff always try to be in communication with our families and we are open to discussing any 
specific guidance procedures with parents. Staff will discuss with you any small behaviour issues or concerns 
that have come up at pick-up or may call if it is a more serious immediate matter. 

 Esprit Daycare uses techniques outlined in the ‘Guiding Children’s Behaviour’ Booklet that is provided by our 
licencing body, Vancouver Coastal Health. Please approach us at any time with questions or feedback.  

Behaviour Management 
While understanding that children of different ages will have varied expectations regarding what is 
developmentally appropriate behaviour, Esprit will not be able to tolerate continuous disruptive, aggressive or 
violent behaviour by children of any age. If a child’s behaviour continuously takes away from the care and 
safety of the others, enrolment termination may be required. For most children, this is not the case.  

For children with behavioural concerns, senior staff will communicate and consult with parents to decide the 
best course of action for all those involved. A referral for consultation from Early Intervention whose programs 
include; Infant Development, Supported Child Development, Occupational Therapy, Physiotherapy,  and 
Speech & Language will be made if needed.  

A behaviour management and/or care plan for the child will be developed with the centre, the family and the 
appropriate professionals involved. If the centre feels these steps need to be taken, the family is expected to 
cooperate for continued enrollment.  

Injury/Incident Reporting Procedure  
In spite of our best precautions and supervision, sometimes accidents, incidents or injury can occur. Minor 
accidents and injuries (non-reportable) such as bumps, bruises and scrapes; are cared for by staff with the 
appropriate care and first aid treatment. The non-reportable incident is logged in our daily logbooks* and is 
communicated to parents/guardians either in person at pick up, by phone, or by notation on child’s daily 
sheet.  

We will contact you immediately by phone if your child has a more serious injury where we suggest you seek 
medical attention or advice. In the event of a medical emergency, an ambulance will be called first.  

Incidents that require seeking medical attention such as; choking, serious fall, injury or disease outbreak are 
required to be reported to the Vancouver Coastal Health Licencing officer within 24 hrs of the incident. We do 
this by filing out an Incident report form and faxing or emailing it directly to our licencing officer. These must 
also be kept on file as long as the centre is open. For an injury or occurrence that is serious, but medical 
attention not required, a report is filled out but not filed. For a full list of reportable incidents see- Community 
Care and Assisted Living Act, Schedule H 

* Other events noted in our daily logs include behavioural observations, illnesses, changes at home or 
anything else that may affect the children’s care. 
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Termination of Services 
Though every attempt will be made to resolve situations so that termination of services does not happen, 
Esprit Daycare and its Board of directors S.C.T.P.E.S. reserve the right to terminate services if deemed 
necessary. The following may be causes for termination. 

• Non-Payment of Fees- As stated under the billing policy, non-payment, or continual late payment of 
fees can lead to termination of services. Speak to management regarding alternate payment plans if 
needed. 

• Late Pick-Up Issues- Continuous unresolved late pick-up issues. 
• Behavioural Issues- Unresolved or uncontrolled behaviours that cause continuous disruption, 

aggression or violence towards other children, themselves or staff. Some children may require 
additional supports to remain in care. If sufficient staff or funding for staff is unavailable then services 
may have to be suspended or terminated.  

• Inappropriate Conduct- If a family member/parent/guardian threatens, harasses or commits a violent 
act towards any staff member, child, or other family at/involved with the centre. 

• The child does not settle into the centre, the child’s family and centre have unresolvable philosophical 
differences or any other reason deemed necessary by the SCTPES management and board. 

PHOTOS 
With your permission, staff will take photos of your child to be used at the daycare for the enjoyment of the 
children, families, and staff.  Photos will always be appropriate in nature and of children fully clothed. Please 
feel free to ask for copies of your favourites. 
 

When early childhood education students are on a practicum at ESPRIT Daycare, they may need to take 
photos for their projects. In this case, parents will be asked to give written permission for their use. 
Written permission will also be requested if ESPRIT Daycare would like to use photos of the children for 
purposes other than in the daycare setting. 



	 7	

A DAY AT ESPRIT 
Our activities are centered on basic daily living – eating, playing, and resting. Our emphasis is to promote a 
social environment that encourages the children to interact positively with each other, and to care for each 
other as an extended family, through play activities that support and complement their learning experience. 
At Esprit we do combine our programs as licencing provisions allow first thing in the morning and at the end of 
the day. We find this helps to foster relationships between the different ages of children. 
 
 
DROP OFF 
 
 
The smoothness of the transition of care from you the parent or caregiver, to the staff, is of utmost 
importance to your child’s day. It is important that you make verbal contact with the staff. This is a time to 
share concerns or information with the staff about any special needs your child may have (sleepless night, 
teething, etc.). It is also time to share important events in your child’s life (a new tooth, first step, etc.). 
 
We encourage you to prepare your child for your departure. Your child needs reassurance from you that you 
will be back. Please talk to your child and explain what is going on. Please always say goodbye.  
 
Every morning before you leave you must remember to: 
 

1. Complete your portion of the intake/story form. 
2. Sign your child in on the attendance sheet. 
3. Ensure there are extra clothes and/or diapers in your child’s basket. 
4. Put your child’s lunch in the fridge. 

 
It is important for both the children and the staff that routines be established. For this reason and staffing 
purposes, we ask that you drop your child off no later than 10 am every day. This gives the child a sense of 
security and routine by allowing them to experience playtime, snack time, outside time, lunch, and nap/quiet 
time. If your child is going to be late, or will not be attending on a scheduled day, please phone the centre and 
advise us before 10 am.  
 
 
PICK UP 
When picking up your child, please make sure to make contact with a staff member. NEVER remove a child 
without staff knowledge. Please make sure to update the name of the authorized person to pick up your child 
on your story form every day. All ‘authorized’ adults picking up your child must sign the sign-out sheet. We will 
not allow your child to leave with anyone not authorized on your form, or whom you have not specifically 
designated.  
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DAILY ROUTINE – INFANT/TODDLER PROGRAM 
In our infant toddler room we use a primary care group system with the children. We have found this creates a 
smaller group atmosphere which fosters trusting relationships between the children and caregivers and allows 
for more focused care and attention. To keep the groups from all being together all the time the following 
schedule is followed fairly loosely, one group will be outside playing while another is inside experiencing art 
and the third having circle time or toileting, etc. The children still come together for meals and generally nap 
together.  
 
8:00 AM Daycare Opens 
Children arrive and are encouraged to play in the housekeeping, climbing, or quiet area. 
8:30 AM Art Area Opens 
Children are encouraged to try a craft or art experience. 
9:30 AM Snack Time 
Children eat together at the tables. Family provides food. 
10 AM Diapering 
Diapers are changed as required (diapers are also checked at regular intervals throughout the day). 
10:00 AM Circle Time 
Staff lead song and story time. 
10:30 AM Outside Time 
Please ensure children have appropriate clothing for all weather, including sunscreen. 
11:30 PM Lunch 
Children eat together at the tables. Family provides food. 
12/12:30 PM Diapering and Preparation for Nap Time 
Children nap in their own cots or cribs and are encouraged to have ‘quiet time’ even if they do not sleep. 
12:30/1 PM Nap/Quiet Time 
2:30 PM Wake Up 
Indoor play that is quiet and unstructured. 
3:00 PM Snack Time 
For afternoon snack, children will first be asked to finish their home food before being offered food provided 
from daycare. We will provide fresh, frozen and/or dried fruit or garden vegetables along with crackers or rice 
cakes. Occasionally parents or ESPRIT Daycare will provide food for a special event such as a birthday or 
seasonal celebration. Please advise the Daycare staff if your child has any food allergies or special dietary 
requirements. 
4:00 PM Outside/Inside Play 
Children will play outdoors weather permitting, or have inside free play. 
5:00 PM Daycare Closes 
 
Depending on the season, our daily routine/schedule can change from time to time. We try to be flexible to 
adjust to children’s needs. 
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DAILY ROUTINE – 3 to 5yrs PROGRAM 
 
8:00 AM Daycare Opens 
Children arrive and are encouraged to play in the housekeeping, climbing, or quiet area. 
9:00 AM Art Area Opens 
Children are encouraged to try a craft or an art project. 
10:20 AM Snack Time 
Children eat together.  Family provides food.  
10:50 AM Outside Time 
Please ensure children have appropriate clothing for all weather, including sunscreen.  
12:00 PM  Circle Time 
Staff read books to children, lead songs, and lead a sharing circle. 
12:30 PM Lunch Time 
Children eat together. Family provides food. 
1:00 PM Outside Play/Nap Time 
Children will play outdoors weather permitting, or have inside free play. 
3:00 PM Snack Time 
For afternoon snack, children will first be asked to finish their home food before being offered food provided 
from daycare. We will provide fresh, frozen and/or dried fruit or garden vegetables along with crackers or rice 
cakes. Occasionally parents or Esprit Daycare will provide food for a special event such as a birthday or 
seasonal celebration. * See food policy for what is allowable. Please advise the Daycare staff if your child has 
any food allergies or special dietary requirements. 
3:15 PM Unstructured Free Play 
Children will play outdoors weather permitting, or have inside free play (crafts, block building, etc.). 
5:00 PM Daycare Closes 
Depending on the season, daily routine/schedule can change from time to time. We try to be flexible to adjust 
to children’s needs 
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Screen Use Policy 
At	Esprit	we	value	active	play	and	social	interaction	with	peers.	We	do	not	have	any	active	devices	on	
premise	for	children’s	use	nor	do	we	have	any	screen	time	in	our	daily	schedule.	

*It	is	recommended	that	children	be	exposed	to	30	minutes	or	less	of	screen	time	daily	in	childcare,	for	
those	children	under	2	no	exposure	at	all.	

	Please	Note:	Some	children	while	working	with	therapists	such	as	Speech	and	Language	Pathologist	may	
use	tablet	devices	with	the	therapist	on	site	during	sessions.	

	

Active Play Policy 
“Whenever	possible,	it	is	recommended	active	play	and	physical	movement	should	be	incorporated	in	the	
child	care	environment	throughout	daily	routines	and	activities	for	a	total	of	120	minutes.”	With	Group	
Child	Care	programs	must	ensure	a	minimum	of	60	minutes	per	day	of	outdoor	active	play	(indoor	active	
play	is	acceptable	when	weather	is	poor	or	physical	space	is	limited).	Active	play	may	be	accumulated	
through	15	minute	portions	of	time	throughout	the	day	or	continuously.																												From:	Director	of	
Licensing	Standard	of	Practice-Active	Play	

Active	play	is	physical	activity	which	includes	moderate	to	vigorous	bursts	of	high	energy,	raises	
children’s	heart	rate	and	may	make	them	‘huff	and	puff’.	For	an	infant	or	toddler,	active	play	may	include	
reaching	out	for	a	toy,	rolling	over,	balancing	in	a	sitting	position	and	crawling	or	walking.	It	is	an	
important	part	of	a	child’s	life	and	daily	activity.	

	At	Esprit	active	play	and	physical	movement	are	incorporated	into	the	daily	routines	and	activities	
throughout	the	day	both	inside	and	outside	to	ensure	that	standards	of	practice	are	met.	Active	play	is	
important	as	it	helps	to	promote	healthy	growth	and	development	and	supports	body	control	and	
movement.	It	can	improve	balance	and	coordination	and	the	development	of	gross	and	fine	motor	skills.		

Children	are	engaged	in	active	play	through	facilitated	activities	and	games	such	as	‘follow	the	leader’,	
obstacle	course,	parachute,	ball,	balance,	Simon	says,	Ring	a	Rosie,	row	your	boat,	etc.	They	also	engage	in	
un-facilitated	active	play	through	running,	jumping,	sliding,	and	digging,	climbing,	walking,	and	crawling.	
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HELP EASE THE TRANSITION TO CHILD CARE 
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REGISTRATION & SCHEDULE 
	
ACCEPTANCE 
ESPRIT Daycare will accept any child aged 12 weeks to 5 years for part or full-time care. We do not accept 
children on a drop-in basis. Parents are required to complete all necessary enrolment forms and pay a $50 
non-refundable registration fee before the child can attend the program. This includes a medical history and 
proof of immunizations.  
 
WITHDRAWAL  
If you wish to withdraw your child from ESPRIT Daycare, it will be effective on the 1st of the month with 45 
days written notice (i.e. for a withdrawal date of July 1st, written notice is required by May 15th). An additional 
month’s fee will be charged if the required notice is not given. 
 
GRADUAL ENTRY 
Starting childcare is an important event for you and your child. We believe it is beneficial to the child if they 
can gradually enter the daycare program. Taking the time to bring your child for several visits a few hours a 
day, and spending time with the staff will help both you and your child feel more comfortable in the program. 
 
HOURS OF OPERATION 
Monday – Friday 8:00am – 5:00pm 
There is limited availability for care until 5:30pm if required please discuss with manager. 
 
HOLIDAYS 
ESPRIT is closed on the following holidays: 
BC Family Day Good Friday & Easter Monday 
Victoria Day Canada Day 
BC Day Labour Day 
Thanksgiving Remembrance Day 
 
*In addition, ESPRIT will be closed for approximately 10 days between December and January (typically the 
same days that SD46 schools are closed for Winter Holiday). 
 
MISSED DAYS/SICK DAYS 
If you have a space booked for your child you are responsible to pay for that day whether or not your child 
actually attends. We cannot facilitate make-up days. 
 
VACATION TIME 
Each family is entitled to two weeks’ vacation allowance where payment for their space is not required. 
Written notice of vacation dates must be received 30 days in advance. Vacation allowance is based on two 
weeks’ worth of the child’s regular schedule (e.g. if your child attends five days a week, vacation allowance is 
10 days, if your child attends two days per week, the allowance is 4 days). 
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DAYCARE FEES 
	

INFANT/TODDLER PROGRAM 3-5 YEAR OLD PROGRAM 
 

$50/8 hr day 
Overages charged at $6.50 per hr. 

 
$39/8 hr day 

  Overages charged at $5.00 per hr. 
 

$50 Non-refundable registration fee upon enrolment. 
 

Children must be registered for at least 1 day/week.   
 

We do not offer drop-in or “flexible” schedules 
 

One month’s notice MUST be provided for any changes to your child’s schedule. 
 

 
* Please be advised that the Board of Directors of the Society shall determine the amount of the monthly fees. 
Sufficient notice shall be given to the parents in writing prior to the implementation of any changes. 
 
MEMBERSHIP FEE 
As a non-profit society, we are required to charge an annual membership fee.  As of 2015, our annual 
membership fee is $5.00 per family. This amount is due upon joining and renewed on September 1st of each 
year and is subject to change by the Board of Directors. 
 
BILLING 

• Invoices are handed out or emailed on or by the first of the month. Payment is due by the 5th of the 
month. Cheques should be made payable to:  Esprit Daycare. E-transfer is available as well. 

•  A $25 late fee is charged if your bill is not paid by the 15th of the month. If you foresee having an issue 
with paying on time, you can contact the management to discuss alternate payment options. 

• Late Pick-up Fee of $5 for every 15 minutes children are picked up after 5pm/closing (Unless you’ve 
prearranged care until 5:30pm). 

• There is a $20 charge for all N.S.F. cheques. 
• Non-payment of fees may be cause for termination of services.  

 
SUBSIDY 

• Parents seeking Child Care Subsidy from the Province of BC are responsible for applying directly with 
the Ministry of Children and Family Development. Please be aware that Subsidy does not typically 
cover all the costs of childcare fees, and the parent/guardian is responsible to have subsidy in place 
before starting childcare. The parent/guardian is responsible for ensuring that their subsidy is kept up 
to date, if it is not then the family will be billed, then reimbursed or credited when subsidy is resumed. 
Any and all funds owed to the childcare centre are the sole responsibility of the parent/guardian and 
must be paid in full upon request. 
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HEALTH AND SAFETY 
CLOTHING AND PERSONAL HYGIENE 
Children should be dressed appropriately for both indoor and outdoor play.  

• Please ensure children are supplied with hats, light long sleeved shirts for the sun, as well as rain, 
snowsuits, boots, mittens, etc. for the rain and snow. 

Clothing should not interfere with a child’s participation in the program.  
• Please do not dress children in ‘fancy’ clothes for daycare as they may get dirty/messy throughout the 

course of the day.  
• Please do not dress children in clothing or shoes that are difficult to get on or off. This includes lace up 

shoes. 
 
ESPRIT Daycare staff will promote good personal hygiene habits. Children will be required to wash their hands 
upon arrival, before and after eating and after going to the bathroom. Children will also brush their teeth after 
eating lunch.  
 
SICKNESS POLICY 
As ESPRIT Daycare is a communal space it is in the best interest of everyone that sick children are not brought 
to the center. ESPRIT Daycare can and will refuse a child deemed too ill to attend. If a child becomes ill at the 
centre, the staff will notify the parents. If for any reason we cannot reach the parents, the emergency contact 
will be called. The staff will make the child as comfortable as possible but cannot administer non-prescription 
medication without parental consent. Parents are expected to pick up their sick child as soon as possible.  
 
A child will not be accepted at the daycare for any of the following reasons: 

1. They have a fever (temperature of over 38°C / 100°F) 
2. They have diarrhea or are vomiting 
3. They have a communicable disease or rash 
4. They are lethargic and cannot keep up with the program 
5. They have lice 

 
In any of the above cases, your child will be sent home and should remain at home until the symptoms have 
cleared and are OK’d by a doctor to return to daycare. A minimum of 48 hours after the last episode of 
vomiting and/or diarrhea. Please notify the daycare if your child has a communicable disease so that we can 
inform other parents and/or Vancouver Coastal Health.  
 
 
FIRE AND EARTHQUAKE DRILLS 
Fire/Earthquake drills are held monthly at ESPRIT Daycare. The procedures for these drills are posted at the 
main entrance to the centre. In the case of fire, children will be taken to Elphinstone Secondary school or a 
nearby safe residence. Families will be contacted to come and retrieve their children. Earthquake 
preparedness is taken seriously at ESPRIT Daycare and all children are required to have an emergency pack. 
Please see appendix section to see kit requirements. The centre also has emergency supplies and equipment 
to shelter in place in the event of an emergency and we review our plan annually. 
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Food/Nutrition Policy 
Parents are required to provide a nutritious snack and lunch for their child each day. We encourage parents to 
provide a healthy, whole food diet for their children that includes fresh fruits and vegetables, following 
Canada’s Food Guide. For afternoon snack, children will first be asked to finish their home food before being 
offered food provided from daycare. We will provide fresh, frozen and/or dried fruit or garden vegetables 
along with crackers or rice cakes.  Please do not send food and/or drink that contain high amounts of sugar 
such as candy, gum, sugar-added fruit roll-ups, pop or even juice as these foods do not support healthy child 
development. * If foods are found that are hazardous, unsafe or unhealthy such as popcorn, candy/gum, 
chocolate bars etc. they will be sent home. 

• Milk is provided at lunch, water at snacks and throughout the day. We do not serve juice and ask that 
you do not send any. 

• Breast milk & formula: Please bring bottles and instructions for preparation each day.  
• For children in the I/T program fruits and vegetables must be peeled and cut up into bite size pieces. 

Any food that is round/cylindrical in shape should be cut in half or quartered lengthwise and cut 
smaller if necessary; this includes foods such as pepperoni, cheese sticks, hot dogs, sausages, cherries, 
grapes, large blueberries and carrots etc. Hard vegetables should be grated or cooked /steamed. Meats 
and cheeses should be cut into small bite size pieces. 

• Foods that are high risk for choking such as popcorn are not allowed. 
• In the spirit of environmental sustainability, we encourage reusable containers. Please ensure all of 

your child's containers are labeled with their name. Glass containers are preferred for food that needs 
to be warmed up in the microwave oven. 

• No child will be left eating unsupervised or with a propped bottle. 
• No child will be forced to consume food, though we do encourage children to eat what has been 

packed for them. 
 
Allergies:*We are now Peanut/Nut free! Please do not send any foods containing any peanuts or nuts with 
your child* Please advise daycare staff about any food allergies your child may have, which foods to avoid, as 
well as the possible reaction, and steps to be taken, should your child be accidently exposed to the allergen. 
All food allergies will be posted in the eating areas. 
 
Special occasions and sharing food- While we love celebrating special occasions such as birthdays, cultural 
traditions or goodbyes we need to be aware of safe, healthy food practices and allergies. We ask that if any 
family wants to bring a treat for children to share that it be fruits and/or vegetables. Please talk to a 
supervising staff member before bringing anything in. 
 
A note about choking- While some of our rules and measures may seem extreme, choking is the third most 
common cause of accidental death in Canadian children. What may seem fine to feed your child at home 
under your supervision may not be safe here. While staff are at the tables and supervising during meals, 
remember our staff to child ratios are 1 to 4 (I/T) and 1 to 8 (3/5).  
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ESPRIT STAFF 
 
The staff at ESPRIT Daycare play an important role in fulfilling our goals, and as such, are trained and licensed 
as Early Childhood Educators or are currently in training.  
 
The manager is experienced in educating children and working with parents and staff. She is responsible for 
the day-to-day running of the center and the scheduling of all staff. Sufficient staff are employed at all times to 
meet licencing requirements. The ratio of staff to child is at least 1:4 for the infant/toddler program and 1:8 
for the 3-5 year old program. Often students and volunteers will be working at the center too, so the ratio may 
vary. All staff work as a team to provide a balanced and happy daycare experience for your child. The staff are 
always available to answer any questions you may have and parents are encouraged to discuss any concerns 
that they have. 
 
In compliance with licencing regulations; staff have completed or are in training for their Early Childhood 
Education (ECE) training, standard first aid with CPR, and have had criminal record checks. Some staff have 
additional Infant/Toddler Educator and Special Needs Educator licenses. 
 
 
VOLUNTEER AND WORK EXPERIENCE STUDENTS 
Volunteers are vital in assisting daycare staff to maintain a high quality program. Their duties may include 
working with children, food preparation, laundry, general housekeeping or other tasks. Work Experience 
students from Elphinstone Secondary, as well as parents in the program may work as volunteers.  Practicum 
students from Early Childhood Education Training centres may also be at the center, working with the children 
to gain experience. We will inform parents of these volunteers when they start. All volunteers and practicum 
students have completed a criminal record check and reference check. 
 
 
THERAPISTS 
Sunshine Coast Community Services provides specialists such as Occupational Therapists, Physical Therapists, 
and Speech Therapists to support children at ESPRIT Daycare. 
  



	 17	

EMERGENCY PREPAREDNESS COMFORT KIT 
 
The staff at ESPRIT Daycare are committed to emergency preparedness. As such, each child is required to 
supply the following items for their child’s comfort kit. The purpose of this kit is to provide some short-term 
supplies and reassurance for your child.  
 
A large format Ziploc bag (27x28cm) must be filled by you and returned to the ESPRIT Daycare on your child’s 
first day with the following items:  
 

1.  Emergency contact information including names and phone numbers 
2.  Child’s photo and personal information including any medical needs. 
3.  A personalized medical kit (medication, glasses etc.). 
4.  A family photo and a letter of comfort, a short note to reassure your child that it 

  is ok to feel afraid and that they will be cared for until you can come back for 
  them.  

5.  Four pre-packaged snacks; please choose something nutritious (dried fruit,  
 granola bars, power bar). 

6.  500ml bottle of water. 
7.  A rescue sheet (foil emergency blanket.) 
8.  A large orange plastic bag (to be used as a poncho or tarp. 
9.  A shower cap. 
10.  2 bread bags (to rainproof feet). 
11.  2 safety pins. 
12. 2 Band-Aids. 
12.  Small pack of Kleenex. 
13.  One dust/surgical mask. 
14.  One small soap or 3 wet wipes. 

 
Optional items: 

- Small flashlight w/batteries 
- Personal item (book, paper, crayons small stuffed toy) 

 
*All of the items must fit into the Ziploc bag 
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FIRST DAY OF DAYCARE: WHAT TO BRING 
	
On the first day, we ask that each child bring a few photos of their family and pets. These will be displayed in 
the daycare to help comfort your child as they are transitioning to the daycare program. Please write your 
child's name on everything you bring (clothes, shoes, lunch kits and food containers, jackets, hats, etc) 
 
 
CHECKLIST  
☐ A pair of slip-on indoor shoes (slippers) 
 

☐ A Hooded rain jacket and boots for wet, muddy weather 
 

☐ A complete change of clothing, including socks & underwear  
Remember that paint, sand, water, dirt spills, and minor accidents are part of a young child's life so 
please send your child in clothes that are comfortable, respectable (but not "dressy"), and easily 
manageable for your child. This encourages their independence and self-confidence 

 
☐ Toothbrush 
 
☐ Soother (if necessary) 
 
☐ Diapers (if necessary) 
 
☐ Emergency Preparedness Comfort Kit 
 
☐  Appendix 1: ESPRIT Daycare Registration form (2pgs) 
 
☐  Appendix 2: Emergency Info & Medical Consent Form (1pg) 
 
☐ Appendix 3: Immunization Form & Copy of Vaccination Records 
 
☐  Appendix 4: Permissions & Photo Release form (1pg) 
 
☐  Appendix 5: Family Contract 
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APPENDIX 1 – ESPRIT DAYCARE REGISTRATION FORM 
	

 
CHILD’S NAME:  ___________________________________________ 

 
DOB: _____/______/_____ 
         DAY / MONTH / YEAR 

 
CHILD’S START DATE: _____/______/_____ 
                                       DAY / MONTH / YEAR 

 
Sex: ☐ Male    ☐ Female 

  
Address: _________________________ City/Town: __________Postal Code_______ 
  
Child’s first language: _________________________ Other languages: ______________________ 
  
Parent/Guardian Name: ______________________ Home Phone: ________________________ 
 Work Phone:  ________________________ 
Email: _____________________________________ Mobile Phone: _______________________ 
  
Parent/Guardian Name: ______________________ Home Phone: ________________________ 
 Work Phone:  ________________________ 
Email: _____________________________________ Mobile Phone: _______________________ 
  
Persons(s) authorized to pick up child & contacted in case of emergency (these people should be available 
during hours of care) 
 
Name: ______________________________________ Home Phone: ________________________ 
Relationship to child: __________________________ Work Phone:  ________________________ 
 Mobile Phone: _______________________ 
  
Name: ______________________________________ Home Phone: ________________________ 
Relationship to child: __________________________ Work Phone:  ________________________ 
 Mobile Phone: _______________________ 
  
Name: ______________________________________ Home Phone: ________________________ 
Relationship to child: __________________________ Work Phone:  ________________________ 
 Mobile Phone: _______________________ 
  
Name: ______________________________________ Home Phone: ________________________ 
Relationship to child: __________________________ Work Phone:  ________________________ 
 Mobile Phone: _______________________ 
  
	
Has the child previously attended daycare and/or preschool?     ☐YES      ☐NO 
Were there any problems or concerns? _________________________________________________ 
	

Continues on page 2 … 
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ESPRIT DAYCARE REGISTRATION FORM (page 2) 
 
Comments/instructions to help us care for your child (e.g. special words, likes/dislikes, etc.): 
 
Toileting/Diapering:_______________________ Religious/Ethnic Observation: ________________ 
  
Naptime: ______________________________ Mealtime: ________________________________ 
  
Please tell us anything else you think will help us provide an enriching experience for your child: 
__________________________________________________________________________________________
____________________________________________________________________________ 
 
HEALTH INFORMATION 
Health professionals involved with your child (other than doctor and dentist): 
 
NAME PROFESSION PHONE 
   
   
 
DOES YOUR CHILD HAVE: 
A medical condition/concern?   ☐ YES   ☐ NO 
If yes, please provide further information: ________________________________________________ 
 
Allergies?   ☐ YES   ☐ NO 
If yes, please provide further information: ________________________________________________ 
 
Asthma?   ☐ YES   ☐ NO 
If yes, please provide further information: ________________________________________________ 
 
Has your child had a seizure in the past year?   ☐ YES   ☐ NO 
If yes, please provide further information: ________________________________________________ 
 
Does your child require a special diet related to a medical condition?   ☐ YES   ☐ NO 
If yes, please provide further information: ________________________________________________ 
 
Food sensitivities?   ☐ YES   ☐ NO 
If yes, please provide further information: ________________________________________________ 
 
List all prescription and ‘over the counter’ medications your child receives: 
NAME/TYPE OF MEDICATION TIMES GIVEN REASON FOR MEDICATION 
   
   
 
*You may be asked to complete additional forms if you answered yes to any of the above.  
*This health information may be made available to the staff of Vancouver Coastal Health.	  
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APPENDIX 2 – EMERGENCY INFO & MEDICAL CONSENT  
* Please attach child’s photo to this form 

 
CHILD’S NAME:  _____________________________________ 

 
DOB: _____/______/_____ 
         DAY / MONTH / YEAR 

 
BC  MSP Care Card # _____________________________________ 

 
Sex: ☐ Male    ☐ Female 

  
Address: ___________________________________ City/Town: _________________________ 
  
Parent/Guardian Name: ______________________ Home Phone: ________________________ 
 Work Phone:  ________________________ 
Email: _____________________________________ Mobile Phone: _______________________ 
  
Parent/Guardian Name: ______________________ Home Phone: ________________________ 
 Work Phone:  ________________________ 
Email: _____________________________________ Mobile Phone: _______________________ 
  
Emergency Contact:__________________________ Home Phone: ________________________ 
Mobile Phone: ______________________________ Work Phone:  ________________________ 
  
Child’s Doctor: ______________________________ Phone: _____________________________ 
  
Allergies: __________________________________ Medications: ________________________ 
 
Known Medical Conditions: _________________________________________________________ 
 
      CONSENT 
1) It is the policy of ESPRIT Daycare to notify a parent when a child is ill or needs medical attention. 
Occasionally we cannot contact parents and we need to get immediate help for the child. Our procedure is to 
call for an ambulance. 
2) Please sign the consent below so that we can take the appropriate action on behalf of your child. Return the 
signed consent to ESPRIT Daycare immediately. We will take this consent with us to the emergency center. 
3) I hereby give consent for my child __________________________________________ to be taken to the 
nearest emergency center when I cannot be contacted. 
4) I hereby give consent for my child named above to receive medical treatment. 
 
___________________________            X_______________________________________________ 
DATE      SIGNATURE OF PARENT / GUARDIAN 
 

     X_______________________________________________ 
SIGNATURE OF WITNESS 
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APPENDIX 3 – IMMUNIZATION INFORMATION FOR CHILDCARE (VCH) 
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APPENDIX 4 - PERMISSIONS & PHOTO RELEASE 
	
	
I hereby give permission for 
 
_____________________________________ 
(Child’s name) 

to be photographed for display at ESPRIT Daycare 
 
X___________________________________________ 
(Parent/Guardian signature) 

 
 
 
I hereby give permission for 
 
 
_____________________________________ 
(Child’s name) 

to be observed by program personnel for the purpose 
of providing appropriate child care programs 
 
X___________________________________________ 
(Parent/Guardian signature) 

 
 
I hereby give permission for 
 
 
_____________________________________ 
(Child’s name) 

to go for supervised walks outside of the daycare* 
this may mean off school property. 
 
X___________________________________________ 
(Parent/Guardian signature) 

 
 
I hereby give permission for 
 
 
 
_____________________________________ 
(Child’s name) 

to be observed by any of the following specialists: 
Infant Development, Physiotherapist, Occupational 
Therapist and/or Speech Therapist 
 
X___________________________________________ 
(Parent/Guardian signature) 

	

*Please note that medical consent is contained in a separate form: Appendix 2 Emergency Info & Medical 
Consent 
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APPENDIX 5: FAMILY CONTRACT 
This is a contract between the parent/guardian and the Sunshine Coast Teen Parent Education Association 
(ESPRIT Daycare). A copy of this form is to be retained by both the parent/guardian and the ESPRIT Daycare. If 
registering more than one child, please use a separate form for each child. 
 
Between          _______________________________________________________________________ 

(Full name of Parent or Guardian) 
 
And  The Sunshine Coast Teen Parent Education Association (ESPRIT Daycare) 
 
The parent/guardian agrees to place the following child in ESPRIT Daycare: 

Name Date of birth 

____________________________________________ ____________ /____________ /_________ 
 
Beginning _________________, childcare services will be provided as indicated below: (8 hours a day) 
  (Start date) 
 
Monday  

 
___ a.m. to ___p.m. 

 
Tuesday 

 
___ a.m. to ___p.m. 

 
Wednesday  

 
___ a.m. to ___p.m. 

 
Thursday  

 
___ a.m. to ___p.m. 

 
Friday 

 
___ a.m. to ___p.m. 

  

*One month’s notice MUST be provided for any changes to your child’s schedule, 45 days’ notice required 
for complete withdrawal from ESPRIT Daycare. 
 

• The parent/guardian understands and agrees to the policies on sick/missed days, vacation, late fees, 
registration fee and payment as outlined in the ESPRIT Daycare Parent Handbook. ___ Parent Initials 

• The parent/guardian agrees that the childcare fee shall be $______ per day(8hr) plus $_____ per hr 
for any overages, payable by the 5th day of the month. This fee may be adjusted by the Sunshine Coast 
Teen Parent Education Association, provided 1 month(s) written notice given to family. ______ Parent 
Initials 

• The parent/guardian agrees to comply with the policies in the ESPRIT Daycare Parent Handbook and 
Registration form. These policies are subject to change, as the Sunshine Coast Teen Parent Education 
Assoc. deems necessary. _____Parent Initials 

• The parent/guardian and the SCTPES/ESPRIT Daycare agree to comply with all Ministry of Children and 
Family Development (MCFD) legislation and regulations. ______ Parent Initials 

 
I hereby acknowledge that I am aware of the conditions stated in this agreement and agree to abide by 
these requirements.  
 
This agreement dated the _____ day of _______________, 20___ at Gibsons, British Columbia  
 
Parent / Guardian: ________________________________________________________________ 
 
Authorized Staff: _________________________________________________________________ 


