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PARENT HANDBOOK 
 
Welcome to KCS Early Learning Centre.  We have designed this parent handbook to 
familiarize you with the policies of this center and to provide you with resources and 
information that you may find helpful.  In your package you will find a Registration Form, and 
Emergency Card, a parent Contract, and a Parent Fees Agreement.  We understand that 
choosing childcare is like trying to find a second home where you can trust your child will be 
safe and feel loved.  We are happy to have the opportunity to provide this for you. 
 

Mission Statement 
 

Christ centered Bible-based education that nurtures academic potential, moral character, a 
Christian Worldview, and a commitment to serving God and others. 
 

Our Philosophy 
 
KCS Early Learning Centre is a home away from home in a loving Christian environment.  It 
is our goal to provide a warm, supportive atmosphere where children and families feel 
accepted, loved, secure, and happy.  High quality care is promoted in every aspect of a child`s 
time at our center.  We recognize that each child is unique so we strive to provide an inclusive 
environment that is respectful of individual developmental levels and abilities.  We aim to 
create an environment that will nurture the mind, soul, and spirit while promoting social, 
emotional, and physical development.  We believe that all children deserve to learn and grow 
in an environment that honors their natural desire to explore and discover the world around 
them.  Much of this exploration and discovery happens through play.   
 
At KCS Early Learning Centre we intentionally model Christian values and ethics.  Our daily 
programs are enriched with developmentally appropriate Biblical contents such as Bible 
stories, songs and mealtime prayers.  We also teach about Christian living and faith.  We 
acknowledge the diverse community that we are a part of and believe that all children deserve 
to be treated with respect, kindness and compassion.  We welcome families of all cultural and 
faith backgrounds. 
 
 
  

 

 

Early Learning Centre 
Childcare, Junior Kindergarten, Montessori, Preschool, Out of School Care 

750 Cottonwood Avenue 

Kamloops, BC   V2B 3X2 

250-376-6900, Fax 250-376-6904 

www.kamcs.org 
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Parent and Caregiver Roles 
 
While our staff serves as supportive, nurturing and responsible role models, we respect the 
parent`s role as primary provider of care.  We rely on parents for information about their child`s 
uniqueness, needs and development.   We believe that the parents and caregivers are 
partners in the child`s care and in helping each child to become the best they can be. 
 
The role of our Early Learning Centre staff is to guide, encourage, model, observe and provide 
boundaries that support a safe environment.  They do this, remembering always the need for 
flexibility and versatility when working with your child(ren) to accommodate their every 
changing needs. 
 
We understand how important and challenging the job of caring for young children is.  We 
believe in treating our staff with the same respect and consideration that we would demand for 
ourselves and our children.  In valuing our teachers, we are providing better care for our 
children. 
 

Hours of Operation 
 
Infant and Toddler Program  7:00 a.m. until 5:30 p.m. 
3 to 5 year olds    7:00 a.m. until 5:30 p.m. 
Out of School Program   7:00 a.m. until 6:00 p.m. 
 
Daycare programs at KCS Early Learning Centre run year-round.  The Centre is closed on 
statutory holidays and will close between Christmas and News Years.  
 

Pick up and Drop off Procedures 
 
The responsibility for your child by KCS Early Learning Centre does not begin until the 
person in charge has received your child.  For this reason, children must be accompanied into 
the room in the morning and left in a staff`s care.  Please take the time to remove your child`s 
boots and coat, and leave these articles in your child`s locker or cubbie.  On rainy, snowy, or 
muddy days, PLEASE REMOVE your shoes before you enter your child`s room.  Remember, 
your children play on the floor. 
 
All parents must sign their child IN and OUT daily.  A sign in sheet is provided in your child`s 
room or on the door of your child`s room. 
 
Children are required to arrive at the Centre by the schedule time.  If you must arrive later or 
earlier than agreed upon, please make prior arrangements with the Director or room staff.  
Should an emergency or special circumstance arise, please call the Director at 250-376-6900 
Ext 242 or the specific room staff (listed on next page). 
 
When dropping off your child in the morning, this is a good time to discuss any questions, 
concerns or information you may have about your child.  At that time you may also advise the 
staff if there are any changes for pick-up of your child. 
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Handwashing policy 
 
In an effort to keep the spread of illness to a minimum we have implemented a centre wide 
hand- washing policy. We ask that you have your child(ren) go directly to their class bathroom 
to wash their hands upon arrival. All Staff are also required to wash hands upon arrival to the 
centre. 

 
Release of Child Policy 
 
KCS Early Learning Centre will not release a child from the Centre to anyone who is not on 
the child`s pick up list.  If your child is being picked up by someone staff has not met before, 
that person will be asked to show I.D.  Only then will the child be released.  If you are having 
someone pick up your child who is not on the pick- up list, you must let the room supervisor or 
the Director know in advance. 
 

Late Fees Pick Up 
 
KCS Early Learning Centre closes at 5:30 p.m.  The Out-of-School Program closes at 6:00 
p.m.  We recognize that there will be occasions when parents are unable to pick up their child 
by closing time.  Whenever this occurs, parent MUST make alternate arrangements to have 
their child(ren) picked up before closing.  A late for $1.00 per minute will be charged if a child is 
picked up after the center is closed. Repeated late pick- ups will result in the withdrawal of 
childcare services. 
 
Please call the center and let us know you will be late picking up your child.  If staff has not 
been able to make contact with you or your alternate emergency contact 15 minutes after the 
Centre is closed, we are required to contact the Ministry of Children and Families.  At this point 
someone from MCFD will come over and pick up your child to be cared for. 
 
Here are phone numbers for you to contact: 
 

 KCS Early Learning Centre   250-376-6900, ext. 242 
 

 KCS ELC Director     250-574-8116 
 

 Direct room numbers:  OOS Program  250-574-8113 
    3-5 year Program  250-574-8612 
    Infant/Toddler  250-574-8611 

 
Information about Registration, Fees, Attendance, etc. 
 

1. Before your child can attend KCS Early Learning Centre, the registration and other 
applicable forms must be completed and the registration fee paid. 

2. KCS Early Learning Centre accepts subsidy payments to help cover the cost of 
monthly fees.  Please note:  Parents accept responsibility for any and all amounts 
due that are not approved by subsidy. 
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3. No fee adjustments will be made for absences, including vacations.  If your child is 
absent for more than 2 weeks and the Centre has not heard from you, your child`s 
space may be forfeited.  If you are a subsidy client and your child is absent for more 
than 2 weeks, subsidy will not cover from the third week forward.  At this point you 
will be required to pay any of the weeks that subsidy does not cover. 

4. One month`s notice must be provided in writing to the Centre before a child is 
withdrawn.  One month`s fees will be charged in lieu of notice. 

 

 

5. KCS Early Learning Centre reserves the right to no longer accept a child if the 
child`s behavior becomes unmanageable or the behavior puts other children at risk.  
Every effort will be made to give parents reasonable notice, but we reserve the right 
to terminate without notice if the situation is deemed extreme. 

 

Early Learning Centre Closures – due to holidays, professional development days 

 
KCS Early Learning Centre will close between Christmas and New Year’s Day each year.  The 
Centre will be open until 12 noon on December 24th and, provided there are enough clients, 
reopen on January 2nd (provided this is a work day). 
 
Occasionally, the Centre will be closed to allow staff to attend Professional Development 
courses.  Advanced notice will be given to all clients to allow them ample time to make other 
care arrangements for this closure. 
 
Please note:  Your monthly childcare fee is based on 20 work days per month.  Over the 
course of a year, you may receive up to 12 extra days of care for no cost.  Due to this, there 
will be no fee reduction for Centre closures due to holidays or professional development days. 
 

Guidance of Children`s Behavior 
We approach child guidance from a holistic view of the child. We understand that a child’s 
behavior is influenced by: 

 Their health 

 Their overall development and level of inner control 

 Their environment 

 The adults who care for them 

Our staff will use guidance techniques that are grounded in respect for the child and an 
understanding of these influences. Our goal is to support children in the development of self-
control, and respect for self and others. We model respectful communication in our spoken 
language (tone and volume) and body language (getting to a child’s level, eye contact). 
Specific guidance techniques we may use: 
 
Prevention: 

 Positive language- “Keep your feet on the floor” instead of “don’t climb on the 

table “ or “We need to keep the door closed”, instead of “don’t open the door” 

letting a child know what they can do rather than what they can’t do. 
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 Positive redirection-“I see that that Bobby is using that piece on his tower right 

now. Let’s see if we can find another piece for you to use on your tower” a gentle 

hand on the shoulder, and eye contact and working alongside a child helps when 

redirecting.  

 Offering choices-“ I hear the clean-up song. Are you going to put the blocks or 

the puzzle away?”  

 Anticipation-  “I see you are having fun rolling those balls, let’s make a special  

rolling spot over here away from where Johnny is building his tower. That way the 

ball won’t accidently bump his tower.” Recognizing potential complications and 

adjusting the environment to minimize conflict. 

 
Intervention: 

When a child is unable to control their behavior in a conflict situation and the 
prevention techniques have not worked our goal will be to support the child to 
regain self- control in a dignified manner. A quiet calm down space will be 
available where a child can have time to regain their composure. Staff will ensure 
that children understand that they are welcome to re-enter the play when they 
feel that they are ready. For example, a child that is having a tantrum or hurting 
another child will be directed to a cool down space away from others, but within 
the view of staff. They will be offered sensory items such as a squishy ball or 
stuffy to help release tension.  The dialogue may be something like: “ Sammy, I 
can see your having a hard time managing your body. I cannot let you hurt the 
other children. Let’s go over to the quiet area where you can have some space to 
calm your body down.( staff may take child by hand or gently lead them with a 
hand on their shoulder)” You can hold this squishy ball or cuddle the blue bear if 
you think that might help you to calm your body. When you are feeling calmer 
then you can come back and try this activity again. I will check in with you in a 
few minutes to see how you’re doing… You can let me know when you’re feeling 
calmer … I will be right over here if you need me” 
In the case that the child refuses to move to another area staff may move the rest 
of the group away from the area to allow for a cool-down space for the child. 
Some young children may need the extra support of being rocked or cuddled to 
help them regulate their emotions. 
 
 
* This is not a “time out”. 
 *Staff will not restrain children. 
 * The use of corporal punishment is strictly prohibited. 
  

 

 

 

 

  

 
. 
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Nutrition 
 
For full day programs, parents are responsible for providing two healthy snacks and a lunch for 
their child.  Please refrain from sending sugary treats.  Here are some suggestions of healthy 
foods that you can provide for your child:  raisins, apple slices, oranges, bananas, crackers 
and cheese, veggies and dip, yogurt, boiled egg, and sandwiches.  Please note:  Refrigerator 
space is limited.  If you send milk products or items that require refrigeration, we will have 
children eat those for first snack to ensure food safety.  These items may be labelled with your 
child`s name and put into the refrigerator in the room.  Bottles for infants will always be 
refrigerated. 
 

Allergies 
We are an ‘Allergy Aware’ centre. This means that our teachers take annual training as 
recommended by Anaphylaxis Canada to be aware and prepared for handling severe allergies. 
Children who are in our care that are at risk of anaphylaxis MUST have a personal epinephrine 
auto-injector provided. Should a child with a known risk of anaphylaxis arrive without an auto-
injector we will not accept the child into care. 
 
When a child is present that is at risk of anaphylaxis, we work on educating all of our families 
on how to limit exposure to allergens and create a safe environment for all children.  As 
Kamloops Christian School is a peanut free building, we ask that you refrain from sending 
foods that contain peanuts. 
 
Children with allergies will have an individual care plan put in place upon registration. This 
includes a written procedure that will be posted within the centre and indicating the procedure 
that staff will follow 

 

Personal Belongings 
 
Learning through play can sometimes be a messy experience.  Please provide the Centre with 
a complete change of clothing (socks, pants, shorts, underwear, shirt and sweater).  These 
items can be left in your child`s cubby.  This also ensures there are an extra set of clothes to 
change your child into should they have an accident at the Centre. 

 
Also:  

 Please ensure that your child has a pair of inside and outside shoes at the 
Centre. 

 For Centre programs, your child is required to have a blanket for nap time. 
 In the summer, please provide a swimsuit, towel and sun hat. 
 Please ensure that you bring suitable clothing with your child each day they 

attend.  
Example:  Winter jackets, mitts, ski pants, winter boots. 

 Provide diapers or pull-ups, if required.  Please ensure that you always have a 
sufficient supply on hand for the Centre. 

 Please mark all of your child`s clothing clearly with your child`s name.  We 
cannot accept responsibility for lost belongings. 

 Staff will do their very best to prevent any losses of your child`s belongings. 
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Special Notes – Infant and Toddlers 
 

 If needed, please supply a minimum of 5 diapers per day for your child.  Staff will 
label and store them in your child`s room. 

 If your child requires bottles or canned baby food, please bring in the number of 
bottles of milk, formula or baby food your child requires each day.  Please label 
with a marker and tape before they are placed in the fridge. 

 If your child is beginning to be toilet trained, please ensure that you bring extra 
clothes for your child each day.  Please provide clothing that is easy for your child 
to begin this process and promote independence.  Do not have your child wear 
clothing that has zippers, snaps, or buttons on them when they are being toilet 
trained.  Thank you for your cooperation in this matter as it makes it much easier 
for your child and for the staff. 

 

Sunscreen 
 
During the spring, summer and fall, we ask that all parents put sunscreen on your child in 
the morning before they attend the Centre.  The staff will sunscreen your child during the 
course of the day.  We will give you a permission slip to fill out for your child giving us 
permission to put sunscreen on your child during the day. 
 
 

 
 

Illness 
 
KCS Early Learning Centre cannot accept sick children.  You are required to make other 
arrangements until your child is well again.  Should your child become ill during the day, you 
will be required to have him or her picked up immediately!  While this may prove inconvenient, 
the Centre is responsible to ensure the safety of all the other children and staff to ensure that 
the spread of the illness is kept to a minimum.  If you cannot be reached, your emergency 
contact will be called to pick up your child. 

 
Any child contracting a communicable disease such as measles, conjunctivitis, strep throat, 
diarrhea, etc., may not return until they are well and no longer contagious.  The Centre may 
require a written confirmation from a physician if in doubt. 

 
If your child is sent home ill, your child may not attend childcare for a period of 24 hours after 
being completely symptom free.  Example:  If we sent your child home with a bout of diarrhea, 
your child cannot attend the Centre until he or she has been symptom free for 24 hours after 
the last bout of diarrhea. 
 
Please be considerate of your own child and other families by keeping your child home at the 
first signs of the flu, rash, diarrhea, etc.  If everyone would consider this it would prevent a 
widespread outbreak of contagious diseases, keeping it to a minimum. 
 
Here is a guideline for when the Centre will not accept your child due to illness: 

o Temperature of 38C or higher 
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o Child`s eyes are reddish and or have discharge of any color. 
o Rashes which have not been diagnosed by a physician. 
o Diarrhea 
o Vomiting 
o Cold with fever, yellow or green discharge from the nose. 
o Communicable disease.  Example:  chicken pox, mumps, roseola, red or German  
o measles. 
o Discharge from the ears. 
o Head lice. 

 
Children with chicken pox will be asked to stay home until the fever is gone and the chicken 
pox has completely scabbed over. 
 
There may be a time when your child may seem sick without any obvious symptoms.  They 
may look and act differently, and there may be unusual paleness, irritability, tiredness or lack of 
interest.  In the situation, we ask that you keep your child at home.  If your child is unable to 
participate in ALL Centre activities they must stay home. 
 
 
 
 

Medication 
 
Center staff cannot administer any over-the-counter medication, unless you have a doctor`s 
note.  If your child requires prescription medication while at the Centre, these are the steps that 
must be followed: 
 

 Provide the medication in the original container, labelled with your child`s name, 
the name of the medication, the amount to be given and the times it needs to be 
given. 

 Fill out and sign the medication form authorizing KCS Early Learning Centre to 
administer medication to your child. 

 Deliver the medication to one of the supervisors so they can ensure it gets put 
into the appropriate lock box. 

 

Field Trips 
 
The KCS Early Learning Centre staff will frequently take the children for walks and short field 
trips away from the Centre premises.  These include trips to the North Shore Public Library, the 
pet store, MacArthur Island, MacDonald Park and other such areas within walking distance.  
Each year the staff takes the children on a bus trip to the Aberdeen Mall to see Santa.  There 
are other field trips that the staff will take the children on that require taking the bus. 
 
Licensing does not require signed permission slips for outings that are within walking distance.  
However, if a field trip requires transportation or a cost to the parent, you may be required to 
sign a separate permission slip. 
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Emergency Evacuation 
 
KCS Early Learning Centre has a practice fire drill at least once a month.  During this time, 
the Centre vacates to Jonah`s Cove.  In the event of a fire or any other reason that an 
evacuation is required from the Centre, the Centre will vacate to Jonah`s Cove (the playground 
on the right side of the building). 
 
If the Centre and School were to be evacuated from the school grounds, the meeting place is 
Norkam High School which is located right behind Kamloops Christian School. 
 

Personal Note from the Director 
 
Thank you for choosing KCS Early Learning Centre.  As a childcare center we strive to 
provide the best quality of care for your child.  Part of achieving that quality is through 
supportive center and parent relations.  Should you have any questions or concerns regarding 
any aspect of your child`s time with us, please do not hesitate to discuss these with me.  My 
door is always open for parents. 

 
 
 


