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FHCC POLICIES & RESPONSIBILITIES of Parents, Care Providers, & Staff
This is intended to list, in short form for quick reference, the policies and responsibilities of Parents, Care Providers, and Staff involved with the Family Home Child-Care Program with the Family Home Child Care Society, Pictou County. 
Please refer to the complete full-version “FHCC Policy Handbook” for more information and all policy details.
Parents Shall….

· All parents must attend a Match Meeting with the care provider to discuss child care needs and beliefs, attitudes, values, etc. Parents should make care providers aware of any custody issues at this time.
· All parents must complete the Application & other required forms (i.e. Child Care Contract, Confidentiality, Authorizations, Liability, etc) and provide the child’s Immunization Records prior to entrance into program.
· Keep care provider informed of any changes in their contact information (address, phone numbers, etc). 
· Provide care provider with an emergency contact (name/phone number for when parents can’t be reached).
· Complete the Child Care Contract with care provider & each party will receive a copy. This contract cannot be changed without two weeks’ notice and all parties must agree to any changes. 
· Receive an initial two week trial period, in which either party may end the match with 24 hours’ notice.
· Parents must send children in adequate clothing in line with the seasons and provide a full change of clothing. 
· Parents may provide toothbrushes with covers and toothpaste for each child if they wish.
· PARENTS OF INFANTS must complete an Infant Feeding Plan. 
· PARENTS OF INFANTS must provide formula, baby food, a few changes of clothing, and ample supply of diapers and other necessary items (i.e. wipes, diaper cream/Vaseline, soother, etc. as needed). 
· PARENTS OF SCHOOL-AGE CHILDREN must inform school of their care provider’s name and phone number.
· Advise care provider within one hour of the agreed upon arrival time if the child is going to be late or is not attending per their care schedule. Care providers may leave the home if they have not heard from the parent.
· Parents must bring children into the home and ensure that the care provider is aware of their arrival. Children are not to be left at the door or in an unsupervised area.
· Parent (or whomever drops off & picks up the child) must sign the Sign-in/Sign-out Attendance Sheets daily.  
· Notify care provider if someone else is picking up your child, they must be at least 16 years old and care provider is required to ask them for identification.
· Children must be picked up by the time designated on the Child Care Contract.  Notify care provider if you are going to be late picking up your child. There is a surcharge, due immediately, if it goes beyond agreement.
· If medication is to be administered while in care you must complete & sign Medication Authorization Form. 

· If your child is ill, or has an accident, you must be prepared to pick up your child immediately if contacted by the care provider. Care providers are not to care for sick children (this is a provincial Regulation). 

· Maintain confidentiality (issues concerning other parents/children in the program must be kept confidential).

· Attend parent meetings when possible. Care providers will post Notices on their bulletin board.
· Parent may visit the care provider’s home while their child is in care; we have an open door policy.
· Children who are not in school are required to lie down for a period of quiet time of at least 30 minutes each day.  Care providers have the right to give any child a nap when they feel it meets the needs of the child.
· Pay your weekly rate directly to the care provider at the agreed upon time per your Child Care Contract.  
· If a parent’s payment is more than 2 weeks in arrears they will lose their space in the program.
· Parents must pay for their scheduled days when their child is sick or absent, or on vacation & holidays. 

· Care providers are not available on holidays to provide child care. This is paid time off for care providers. 
· Advise care provider at least two weeks in advance when you are taking vacation, whenever possible.
· Give the care provider at least two weeks’ notice in advance of termination (if you are leaving the program). Parents of subsidized children must also contact the subsidy worker if they end their Child Care Contract.
· Parents should review the Family Communication Plan and feel free to meet/communicate with care provider or FHCC Agency to discuss any child care arrangement changes/concerns and child progress as needed.

· PARENTS RECEIVING SUBSIDY will receive up to 3 absent & 5 sick days per month where subsidy will pay, any days over and above that time will not be covered by subsidy and parents will have to pay full fees. It is the parent’s responsibility to keep track of sick/absent days.

· PARENTS RECEIVING SUBSIDY must sign bi-weekly time sheets (ensuring accuracy of the attendance record of child(ren) being reported) so that the care provider can submit and acquire the subsidy portion of payment.
· PARENTS RECEIVING SUBSIDY are entitled to the equivalent of three weeks vacation per fiscal year (April 1st – March 31st) and subsidy will pay their portion for these. Subsidy also pays their portion for Holidays.
· PARENTS RECEIVING SUBSIDY must contact the Subsidy office (toll free) 1-844-893-6167 if they wish to change their child’s approved attendance/rate (i.e. for summer, or to switch from part-time to full-time, etc). 
NOTE: Care Providers are not required to hold spaces open for parents who wish to enroll in the program at a later date. In most cases they will not hold a space for more than two weeks. Please discuss your child care needs thoroughly with your provider, including start date, anticipated end date, and typical family vacation schedule, etc. 
Care Providers Shall…

· Have Vulnerable Sector Check, Child Abuse Registry Check, and valid/current First Aid training. These checks must be repeated at least every 3 years, or as requested by the Agency. (Agency Pays for checks as required)
· Their family child-care home must pass a detailed physical Home Inspection prior to approval and will have ongoing annual inspections as well as monthly Home Visits from the Agency’s Family Home Consultant.  
· Be subject to regular monitoring by Licensing Officers of the Department of Education and Early Childhood Development for compliance with these requirements and the NS Early Learning & Child Care Regulations.
· Ensure there is adequate liability insurance on the family child-care home and auto (if using) & provide proof to the Agency before approval & annually as renewed.
· Care for no more than 7 children physically at any time, including their own under the age of 13.  No more than 3 children under the age of three and no more than 2 of these can be infants (exception for a maximum of 3 infants at a time, including their own infants, if they do not have any other children in their care). A care provider can have 9 school age children, including their own children, if there is no other age group in care.
· Must report all child care arrangement details to the Agency & keep files on each child with all the required forms and documentation. These files must be kept for two years after a child leaves the program.
· Keep an up-to-date Registry of Children in Care, which includes emergency contact numbers. Care providers must have this Registry in their first aid kit for all outings & present when practicing fire drills.
· Care providers set their own rates and collect the fees (at least one week in advance) from each parent.
· Provide parents with written receipts for payment, and retain payment receipts for income tax purposes.

· Provide at least two weeks’ notice to parents if they are terminating their Child Care Contract with the family.
· Never use corporal punishment as a means of discipline. E.g. no slapping, shaking, spanking, etc. & no shouting or screaming as it is threatening to a child. Care providers must never take food from a child as punishment. Care providers must review & give a copy of the Behavior Guidance Policy to all parents.
· Be aware of children’s dietary requirements/restrictions and allergies. They will post any known allergies/medical conditions of the children in care in the food preparation area.
· Ensure any formula/infant food is labeled with child's name & date, and kept refrigerated.
· Post Menus which must provide 2 nutritional snacks and a lunch for children in care, following the Child Care Nutritional Regulations. Any substitutions must be noted on menu & menus must be kept on file for one year. 

· Provide a Programming Plan and Daily Routine that is developmentally appropriate for the children in care. 
· Complete Semi-Annual Reports (Evaluations) on children under school age, to be kept in their file. 
· Keep a Daily Log and a Daily Record of Attendance to record info about absences/sick days, special instructions/information from parents & any special events or occurrence in the Family Child-Care Home.  

· Prepare Daily Records for Infants and Toddlers to document any special occurrences for children under age 3. These will be made available to parents daily to record any special instructions.

· Advise parents in advance, when possible, when they are not available to provide care as scheduled.
· Only use Substitutes in the case of emergencies, appointments or vacation; no more than 20 times/days per year. Substitute must be 18 or older, and must be approved by the office and parent. Substitute requires Vulnerable Sector Check, Child Abuse Registry check and current First Aid training. Care provider must give notice by submitting a Substitute Form & required paper work to Agency at least two weeks in advance.

· Must complete and submit bi-weekly Subsidy Time Sheets (attendance records), signed by all subsidized parents, to Agency office on time in order to receive the subsidized portion of their fee.
· Complete a Record of Medication Administration & Authorization form with written authorization from a parent prior to administering any medications. Medication must be kept in the original container with a label stating the child’s name, dosage & date.  Medication Administration forms must be kept on file for one year. 
· Ensure home meets Health & Safety Standards, including daily cleaning. High chairs, diapering areas, toys, floors, bathrooms, tables/chairs, high-touch surfaces etc. are cleaned and disinfected regularly. 
· Adhere to Home Safety Policies, e.g. Safe storage of cleaning supplies, insecticides, medicines, etc. out of children’s reach, locks on basement/balcony doors, safety covers on electrical outlets, etc. Safety gates must be used where required; safety belts on high chairs, strollers, car seats, etc. must be used per manufacturer’s instructions. (Agency has an Equipment/Toy Lending Library to properly equip care providers).
· Must provide adequate and age-appropriate toys/materials to the children and inspect/clean toys regularly.
· No smoking or vaping is permitted in the home while children are in care, either inside or outside.
· Have working fire extinguishers and smoke detectors. Display evacuation/emergency plan and procedures for parents and children at all exits. Home must be kept fire safe. Must practice & document monthly Fire Drills.
· Have at least 2 First Aid kits, one for the home and one for outings. (Agency provides initial first aid supplies)
· Must never leave children in the home alone. Care providers ensure that every child is accounted for at all times during operating hours, including during outings and field trips, and that no child leaves the indoor or outdoor play space or family home without the knowledge of the care provider.

· Must have written permission for field trips or extracurricular activities from parent. 
· Must complete Level I Family Home Child Care Training within the first year of becoming a care provider.

· After first year they will attend at least 5 hours of Professional Development workshops/training per year from a recognized training course. Agency will pay for external PD that the care provider wishes to take.
· Attend they Agency’s Play Groups (monthly) whenever possible, or participate in play dates (with another care provider & Agency staff).
· Parent Bulletin Board (or Parent Information Binder to be kept accessible to parents at all times) must have the following things posted/included: Early Learning and Child Care Act and Regulations, copy of the Agency’s license, a Parent Policy Handbook, the last Parent Meeting Minutes and a list of the current members of the Parent Committee, a copy of the most recent Inspection Report by the Department, a copy of the most recent Home Visit/Inspection by the Agency, the Behaviour Guidance Policy, the current Menu, a copy of the Programming Plan and Daily Routine, Licensing Sticker (may be displayed on door), notification of any funding provided to the Licensee by the Department, any additional information required by the Minister, and any program or community information that may be of interest to the parents or benefit families. 
Agency Shall.....
· Be responsible for implementation and overseeing of the Family Home Child-Care Program.

· Be available to communicate with and assist parents and care providers as needed.

· Inspect, assess, and approve Care Providers and their Family Child-Care Homes.

· Orientate new care providers and parents in the program.

· Match parents with approved care providers in their area.
· Ensure they offer Play Groups once a month at an approved play space/venue (and play dates as requested).

· Carry out Monthly Home Visits to each care provider’s FHCC home & keep records of these visits.
· Organize care provider Professional Development workshops.

· Prepare for and attend Parent Committee Meetings.

· Maintain confidentiality.

· Keep care providers and parents informed of programming events and community services.
· Prepare a Family Communication Plan and assist care providers in adding their particular details.

· Maintain records accounting for all children in care in the Family Home Child Care programs.

· Curate and offer an Equipment/Toy Lending Library for all care providers to borrow from.

· Accompany Licensing Officers into the homes for regular Department Inspections. 

· Provide all form templates as necessary to the regulated operation of the programs.

· Receive and report all bi-weekly Subsidy Time Sheets to the Subsidy Officer, and ensure subsidy fee portions are paid out to care providers as reported/claimed.

· Report all Serious Incidents to the Department, while providing support to the care provider and families. 

· Report any significant absences in the Family Child-Care Homes due to illness to Public Health as required. 

· Notify families of any Critical Notifications, i.e. if their FHCC program is being sold or closed, has had its approval suspended or cancelled, or is being investigated by the Dept., police or family services. 
FINAL THOUGHT: The agency and care providers want parents to feel comfortable sharing information, asking questions, making suggestions, discussing your child’s development, and being a part of your child’s learning by giving input, volunteering, and sharing your culture, traditions and community with us. Our family home child-care programs cannot be successful unless relationships between parents and the care provider are mutually respectful and supportive. Communication must be open, clear, honest, and ongoing. We want your family and your children to feel welcomed when you enter our child care settings and have a sense of belonging while in our care. 
Let us know how we can best serve and represent your children and your family! 

Feb. 2021

  Page 1 of 4

