The Cozy Cottage Family Daycare

Enrollment Guidelines and Policies

The Cozy Cottage has many Children, families and schedules to consider, communication is very important part of the Cozy Cottage. 

Enrollment spaces vary, depending on spaces available. The Cozy Cottage’s hours are from varied Monday to Saturday. We are closed on statuary holidays. 

A $ 25 dollar registration fee is due upon accepting a space at the Cozy Cottage.  This fee is non- refundable and will assist with administration costs and gradual entry visits for your child. 

Enrollment preference will be offered in this order: Permanent Full Time

 ( 4 to 5 days a week ), Permanent Part Time ( 3 or less days a week ) and Casual Drop In.  Permanent Full Time and Permanent Part Time Clients are required to fill out a “Time Request” form before each month. This secures spaces and times for clients. Clients are required to prepay for those days whether used or not. Any days on the time requested on these forms will not be reimbursed. Please insure you sign these forms also.

Payment is to be paid in advance, by the 5th of each month. There is a $50.00 late fee charge for any payments made after the 5th. Post dated checks are required  for a minimum of 6 months. If a months notice is given, checks will be returned. This includes the parent portion of subsidy.  If the client is applying for day care subsidy, they are still required to pay for the space requested until subsidy is in place. Once subsidy is in place the first month of payment will be credited towards the parent portion for the following months to come. There is a $30 charge for NSF checks. 

A Deposit of 2 weeks is required upon enrollment for permanent Full Time, and permanent Part Time. If permanent part time is requested , half of the requested days over an average month is required. The Deposit will be credited towards the last days that equal the deposit amount once a 30 day termination notice signed in writing on paper, is issued. 

Drop ins are welcome at the Cozy Cottage if space is available. Time requested, is the hours to be paid, even if arrival is later than time first requested. Payment is required at the drop off time. If extra hours are needed and the Cozy Cottage is able to provide care, payment is required for the extra hours at pick up time. 

Initials      Parent/guardian   _____   Date ______

                  Michelle               _____

 If the your child is unable to attend daycare due to sickness, holidays or half used days and the space was prepaid, it will not be reimbursed. 

Day Care Closers Credits or refunds can not be given for days missed due to child illness, or family emergencies or unscheduled closures.  Examples of unscheduled closers are circumstances that make it unsafe for children to attend these are reasons such as natural disaster,  power outage,  severe weather (recommendations to stay off the roads), floods, The Cozy Cottage will follow School closures as announced by District 71. Please listen to local radio station.

If the Cozy Cottage needs to be closed due to , care givers illness or family emergencies and the closed days have been  prepaid the Cozy Cottage will credit days of closer towards the next months days. The Cozy Cottage will try to find a suitable substitute when possible.

There will be a late fee of $10 per every 15 mins after the schedule pick up requested on monthly time request sheet  for  permanent full time and part time and for drop ins if extra time is not requested before pick up time. 

If Michelle is taking a Holiday, a month’s notice will be given. It will be your responsibility to find alternate arrangements. No payment will be expected, for these times. 

If a child is ill and not able to attend Daycare, parents must alert the caregiver Michelle, who may also alert other parents regarding possible infection. A child who has an undiagnosed rash, fever, diarrhea, weepy eyes, head lice or nits (eggs), or who is vomiting and experiencing flu like symptoms will need to be sent home with their parents or emergency care alternative authorized upon enrollment.  Where there have been head lice, the child are only readmitted with documentation from a Doctor or Heath Nurse verifying that there is no evidence of lice or nits.

A child is only to be released to the individuals authorized upon enrollment, or by the parents only.   If the individual is unknown to the Cozy Cottage, the individual picking up the child must present photo I.D. A child will not be released if there is a concern about the child’s safety, such as the individual who is picking up the child is intoxicated, under extreme stress, or if the individual is acting abusive towards the child.

If Abuse of a child is suspected or witnessed it is the Cozy Cottage’s legal responsibility to report the incident to the Licensing Agent and to the Ministry of Children and Family Services and will do so.

Smoking will not be permitted in the Cozy Cottage or in the children play area.

Initials      Parent/guardian   _____   Date ______

                  Michelle               _____

 Please dress the child appropriately for the weather of the day. If raining: gumboots, sweater, rain-jacket :snowing – coat, mittens, winter boots and toque, etc. so that we can enjoy some out door time daily when weather is permitting . 

The Cozy Cottage closes and if the child is unable to be picked up by the individual who is scheduled or an alternative by closing, I will contact the emergency contact, and then the Ministry of Children and Family Development, if the emergency contact can not be found.

  The Cozy Cottage has an open door policy Parents are welcome to visit      during the day. Relatives are welcome with prior notice from the parents. We only ask that the actions and comments of all children at the Cozy Cottage be held in confidence.

Sign-in/Sign-out sheets are at the front door. When you arrive at the door please take a moment to sign in your child in the space beside their name by writing the time from the clock over the sign-in sheet and initial beside it. When picking up the child please sign out with your arrival time of pick up.

The sign-in/out sheet allows us to keep records for billing, subsidy, licensing and Canada Operating Fund; as well as you can see what the kids had for snacks/meals and activities through the day.

In the event that a child was lost while in the Cozy Cottage's care the following steps would be taken 

-the police would be notified immediately

-the parents would be notified immediately

-a substitute would be called to come and help with the other

-Children so I could assist in the search with the Emergency cards and a photo of the child handy, the recovery of the Child should be successful.

-All precautions and safety lessons will be constantly reinforced to

 prevent this from never happening.

Fire Safety Plan In an event that the Cozy Cottage experiences a fire, the following procedure will be taken:

The staff of the Cozy Cottage will evacuate all the children on the premises and we will meet in the sand box in the play area, around back. 

911 will then be called 

Then the parents will be notified and if not available, the emergency contact person will then be contacted. The care giver will have a copy of all phone numbers when evacuating. The children at the Cozy Cottage will be made comfortable as possible and will not be left unattended by an adult. I am sure the children would be very excited and being in the play area behind a fence they will be unable to venture close to the fire. 

Alternative care should be used until the damage at the Cozy Cottage is accessed. 

Initials      Parent/guardian   _____        Date ______

                  Michelle               _____

In the event of a national emergency: 

-earthquake, flooding, etc the following steps will be taken.

-we will be staying at the Cozy Cottage if possible

-if unable to stay at the Cozy Cottage we will be relocating to The Fallen Alders Community Center on Royston Rd. Royston at the intersection of Minto Rd.

-if possible a call will be made to 1(519) 824-6987  this number will be our contact number for you to call for information on our whereabouts and situation.

-the Cozy Cottage is ready for such emergency with fresh water, food, blankets, heat, cooking facilities, sleeping areas, etc.

-the Cozy cottage will do everything possible to ensure the comfort and care of the children during such an incident.

It is the parent’s responsibility to:

-Respect care givers family, home, property and privacy

Bring any complaints problems, or concerns directly to Michelle

Inform Michelle of any changes in address, phone, employment, or emergency information.

-Inform Michelle of any change in time or days of attendance with written notice with one months notice 

-Supply special clothing, food and infant equipment

-Renew subsidy and keep up to date 

-Respect that I am operating a business and follow agreed-upon date of payment

-Inform me of illness or contagious disease that might affect my family or other children in my care

-Respect closing time and / or drop off and pick up times

    It is Michelle’s responsibility to 

-Provide a safe healthy and nurturing environment

-Provide adequate equipment for play and learning 

-Ensure proper supervision of children at all times

-Have an open and positive communication with parent

-Maintain appropriate confidential records and communications concerning your child 

-To supply healthy nutritious meals 

-To supply safe and private sleeping facilities 

· The terms of this agreement are subject to review after 6 months;  both parties as well as Michelle must sign any revisions and/or additions. 

Initials      Parent/guardian   _____   date _______

                  Michelle               _____

The welfare and contentment of the children are important considerations for the parents and the Cozy Cottage, therefore, this agreement may be terminated with out notice by either party in the first 14 calender days from start date and only days used will be charged. After this two week period, 30 day written notice of termination signed on paper must be given by either party. 

Once signed by both parties, this document becomes a legal binding contract to be respected by both parents/guardians, and the Cozy Cottage.

I have read, understand and except the Cozy Cottage Family Daycare Policies

___________________________________

Parent’s signature

                                                                   _________________________

                                                                            Date 

___________________________________

Michelle McMillan owner /operator 

                                                                     _________________________

                                                                        Start Date 

  Parents, please feel free to voice any concerns, or comments on your child’s stay at the Cozy Cottage

