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INTRODUCTION 
 
We are pleased to welcome you to our programs at the BGC Grand Manan’s Early Learning 
Center.  We feel privileged to share the responsibilities and joys of seeing your child develop 
socially, emotionally, intellectually, and physically.   
 
This Parent Handbook is meant to highlight our policies and procedures, as well as outline all 
other pertinent information about our Programs.  Please read the handbook carefully and keep 
for future reference.  If you have any questions, please feel free to contact the associated 
Program Coordinator or Executive Director of the BGC Grand Manan. 

 
 

 
 

BGC VISION 
 
All children and 
youth discover and 
achieve their 
dreams and grow 
up to be healthy, 
successful, and 
active participants 
in society. 

 

BGC MISSION STATEMENT 
 
“To provide a safe and supportive 
place where children and youth can 
experience new opportunities, 
overcome barriers, build positive 
relationships, and develop 
confidence and skills for life.” 

 

BGC CORE VALUES 
 
BELONGING - We welcome everyone in a safe, accepting, 
environment based on belonging and positive 
relationships. 
 
RESPECT - We ensure that everyone – children, youth, 
families, volunteers, staff – is heard, valued, and treated 
fairly.  
 
ENCOURAGEMENT AND SUPPORT - We encourage and 
support every child and youth to play, learn, and grow to 
achieve their dreams. 
 
WORKING TOGETHER - We work together with young 
people, families, volunteers, our communities, and 
government. 
 
SPEAKING OUT - We speak out for children, youth, and 
families so that we can make our world better. 
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OUR PHILOSOPHY 
 

A child’s potential to learn is dependant upon the ability to master developmental tasks related 
to physical, social, and emotional growth.  Our philosophy is to provide the freedom and 
environment in which a child can learn through play, express feelings, and ideas, while developing 
physical awareness through meaningful and stimulating activities.  
 

At the BGC Grand Manan we truly believe that “Opportunity Changes Everything”! 
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CURRENT PROGRAM FEES & INFORMATION 
 

PROGRAM AGE COST 

EARLY LEARNING CARE 2-4 $64/WEEK 

PLAYSCHOOL 3 $7/DAY 

PRESCHOOL 4 $7/DAY 

AFTERSCHOOL 5-12 $48/WEEK 

$40/FULL DAY 

SUMMER DAY CAMP 5-12 $200/WEEK 

 

HOURS OF OPERATION 
 

PROGRAM SCHEDULE HOURS 

EARLY LEARNING CARE MONDAY - THURSDAY 8:00 AM – 5:00 PM* 

SUMMER DAY CAMP MON – FRI (SUMMER MONTHS ONLY) 8:30 AM – 4:30 PM* 

PLAYSCHOOL TUESDAY & FRIDAY 9:00 AM – 11:30 AM  

PRESCHOOL MONDAY, WEDNESDAY & THURSDAY 9:00 AM – 11:30 AM 

AFTERSCHOOL MONDAY – THURSDAY 3:00 PM – 5:00 PM 

*SUMMER HOURS ARE SUBJECT TO CHANGE.  PARENTS WILL BE NOTIFIED PRIOR TO ANY CHANGES. 

 
PICK UP/DROP OFF POLICY 
 
It is the policy of the BGC Grand Manan that children attending full day programming must be dropped 
off no later than 11:00 AM daily to ensure sufficient planning requirements are met.  Children will not 
be permitted to attend programming after this time.   
 

Children must be picked up by the program’s end time listed above. Parents/Guardians who pick up their 
child after the program’s hours are subject to a late fee penalty.  The late fee is $1.00 per minute the 
parent is late, per child.  
 

Persistent abuse of this policy will result in termination of childcare space(s). 
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HOLIDAYS AND FACILITY CLOSURES 

Official Holidays 
All federal and provincially regulated holidays are observed by the BGC Grand Manan.  Programs will be 
closed on these holidays (see chart below – holiday closures/payable holidays are highlighted).  Parents 
and/or guardians of children attending will be required to pay for such days regardless of the facility 
being closed.  Staff Professional Development Days are also considered a payable closure day. 

   
Program Closures 
Unexpected or unanticipated closures, as well as closures due to weather, can happen at any time.  
Parents/Guardians will be notified of any additional days of closure through one or more of the 
following: email, phone, word-of-mouth, and public announcements on social media.  No refunds will be 
given for any unpreventable closures due to weather or unanticipated events.  Please keep tuned to 
local radio stations and follow our official Facebook Page “The BGC Grand Manan” for updates on 
programs and events throughout the year.  

 

Holidays and Breaks Schedule 

 

CHRISTMAS/NEW 
YEAR’S BREAK 

FAMILY DAY MARCH BREAK 

GOOD FRIDAY EASTER MONDAY VICTORIA DAY 

CANADA DAY NEW BRUNSWICK DAY LABOUR DAY 

NATIONAL DAY FOR TRUTH 
& RECONCILIATION 

THANKSGIVING REMEMBRANCE DAY 

 
 

PROGRAM CONTENT 
 
Our programs are evaluated regularly throughout the year to reflect programming initiatives and 
developmental stages, following the New Brunswick Curriculum Framework for Early Learning and 
Childcare - English, a provincially mandated curriculum.  Within each program, creative learning centers 
are carefully prepared with the intention of enhancing and encouraging learning through play philosophy.  
A daily schedule is followed for each program, with each program ensuring all activities encompass gross 
motor, creative, group time and cognitive skills.  These schedules are meant to meet both the children’s 
needs and interests while maintaining a safe, caring, and flexible environment.  While following the New 
Brunswick Early Learning and Childcare Curriculum Framework, all programs have both child led activities; 
each individual child will have the opportunity to learn, grow and develop at their own pace.  Each 
program schedule is flexible for changes depending on factors such as weather, special occasions, and 
specific children’s needs.  
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The New Brunswick Curriculum Framework for Early Learning and Child Care – English values and 
promotes children’s experiences of: 
 

Well-Being:  Safe and caring environments where their emotional and physical health, positive 
self-identities, and sense of belonging are nurtured and protected; 
 
Play & Playfulness:  Open and flexible environments where playful exploration, problem-solving 
and creativity are encouraged and purposefully planned; 
 
Communication & Literacies:  Intellectually, socially and culturally engaging environment where 
their communicative practices, literacies, and literate identities are valued and supported; 
 
Diversity and Social Responsibility:  Socially inclusive and culturally sensitive environments in 
which consideration for others, inclusive, equitable, democratic, and sustainable practices are 
enacted, and social responsibility in nurtured. 

 

 

 
 
 
 
FACILITATING INCLUSION POLICY 
 

Every individual is a valued part of the BGC Grand Manan whose unique strengths, interests, and 
personalities are acknowledged, respected, and appreciated by all.  We believe that everyone can 
benefit from the opportunity to participate and learn in inclusive and diverse communities; therefore, all 
individuals are treated fairly and given the opportunity to participate and learn regardless of their 
abilities, gender, race, religion, culture, sexual orientation, or economic status, in an inclusive and safe 
environment. 
 
The BGC Grand Manan will strive to meet the needs of all children in our care, providing that the needs 
of all children can adequately be met with the personnel and resources available to us, while ensuring 
each child is included as an active participant in all aspects of our program(s).  We also work to develop 
and maintain partnerships with families and collaborate with other community resources to provide 
children and youth in our programs the necessary tools and skills to learn to combat discriminatory 
attitudes while contributing towards building welcoming and inclusive communities. 
 
Our goal is to see that all individuals have access to barrier-free supports and resources that achieve 
positive outcomes.  We empower our participants by encouraging them to develop life skills, healthy 
lifestyles, and a sense of social responsibility.  We also promote growth, positive change, self advocacy, 
and we collaborate with and advocate for our community to create healthy solutions that address the 
needs of children, youth, and their families. 
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We routinely monitor and evaluate our inclusion practices to ensure their effectiveness and to keep our 
practices current.  The children, youth, and families we serve are important to us, so we want to ensure 
we are providing them with the best possible tools for success. 
 
 
To facilitate inclusion at the BGC Grand Manan we will ensure:  

1. No child is refused: Every child is welcome and all reasonable efforts will be given to support 
every level or type of ability, gender, race, economic status, etc.  

2. Naturally occurring proportions: The BGC Grand Manan provides a mainstream setting.  The 
proportion of children with special needs, etc., accepted into the program is roughly that which 
occurs in our community.  

3. Same range of options: All children and families will have the same enrollment options 
regarding days and hours of attendance.  

4. Full participation: Necessary supports will be provided so that each child can participate, in 
some way, in the whole range of learning, play activities and daily routines offered at the BGC 
Grand Manan.  

5. Parent participation: All families are welcome!  The parent’s/guardian’s role in the care, well-
being, and development of their child is honoured and supported.  Parents will be able to 
participate in the program to the full extent of their comfort level.  

6. Leadership: Staff, Board members, and families promote inclusive, accessible, affordable, quality 
childcare.  The BGC Grand Manan advocates for funding subsidies and other resources on behalf 
of individual children and their families to allow for their inclusion in our programming.  

7. Successful Inclusion Process: Inclusion is successful when it is a positive experience not just for 
the child and family but also for educators, peers, and programs.  The BGC Grand Manan will 
actively problem solve with all participants to achieve an inclusion process that is positive for all 
involved and will stive to accommodate participant’s needs including accessing outside 
resources or making appropriate referrals (outside referrals will require parental/guardian 
consent). 

 
Steps to Facilitate Inclusion: 

1. A preliminary meeting between parents/guardians, Executive Director, and educator(s) will take 
place to gather input and plan to support the child’s success in the program(s). 

2. Lead educator will thoroughly and objectively observe and document the child. 
3. The Center will collaborate with the Quality Assurance Monitor, Early Learning Consultant(s), 

and Inclusion Support team to ensure proper supports are in place for the child, their peers, and 
educators. 

4. Educators will participate in professional learning/specific training. 
5. The Center will provide referrals to resources and services for the family if they have not already 

accessed them. 
 
A review meeting will take place within four (4) weeks of the initial meeting.  This meeting will include 
discussions on progress and potential future actions. 

• If all necessary supports are in place and needs are deemed to be adequately met, no future 
meeting is required. 
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• If needs cannot adequately be met after collaboration with the Department, support team 
members, and family, the Executive Director may suspend or terminate services. 

 
The BGC Grand Manan reserves the right to terminate services if all attempts to accommodate the 
participant’s needs are unsuccessful. 
 
Working with Community Supports  
Bearing in mind issues of confidentiality and parental consent, we are open to outside agencies (such as 
F.A.C.E., etc.) visiting our facilities for observation, intervention, and support purposes.  The goal of 
these visits is to increase the child’s chances of participating independently and appropriately in all 
his/her physical and social environments.  Arrangements for visits are made with the Executive Director. 

 
 
NON-DISCRIMINATION POLICY 
 
The BGC Grand Manan will not discriminate against anyone based on: 

• Age, 

• Physical or intellectual ability, 

• Gender, 

• Socio-economic status, 

• Disease (both infectious and non-
infectious), 

• Culture, ethnicity, or nationality, 

• Language, 

• Religion or spirituality, or 

• Sexual orientation and/or gender 
identity. 

 
All staff and volunteers will model honesty, fairness, positive attitudes, professional ethics, cooperation, 
and respect for self and others.  We treat each other as valued colleagues and are mindful in our actions 
and words.  We encourage life-long learning and professional development. 
 
All staff and volunteers will adhere to BGC Grand Manan policies, accreditation/licensing standards, and 
all provincial and federal laws. 

 
 
 
PROCEDURES AND POLICIES 

 
We request that parents report any changes of address, telephone number, employment, doctors, 
immunizations, allergies, etc. to the Administrator immediately.  Current information is kept on file in 
case of emergencies and consent forms must be signed if the Parent/Guardian cannot be reached.  It is 
the parent’s responsibility to notify the Administrator of any changes.  
 
 
To have effective programs, it is necessary to have parental co-operation with the following matters: 
 

Registration and Enrolment 
Please note that “physical” waitlists for childcare spaces will no longer be used at the BGC Grand 
Manan’s Early Learning Center.  Enrolment will strictly be provided through the online Parent Portal. 
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Enrolment at the Grand Manan Early Learning Centre is a two-step process.  In order for children to 
attend any of our programming, the following steps must first be completed:   
 

1. All children must be registered on the Parent Portal in order to be selected for a potential space 
in any program.  To register on the Parent Portal, please visit www.nbed.nb.ca/parentportal/ 
and complete all steps to be added to the Centralized Waitlist. 

 
2. When a potential space becomes available in a program, you will receive an email from the 

Department prompting you to contact the Center.  From here, eligibility for a potential space will 
be determined.  If eligible, intake processes will begin.  A registration form MUST be completed 
and returned to the Administrator along with a copy of the child’s immunization record.  
Incomplete registrations will not be accepted or processed.   

 
Once the form is completed in full and submitted, the parent will receive an emailed Enrolment Code 
Offer to the email they have provided the Administrator.  The email will instruct them to register their 
child online on the Province of New Brunswick’s Parent Portal.  Being registered on the Parent Portal is 
not optional.  Enrolment will not be processed until the parent has registered their child on the portal. 
 
 

Parent Participation 
Parent/guardian participation at the BGC Grand Manan’s Early Learning Center is an integral component 
in enrolment.  By participating in parent meetings, having open lines of communication with Program 
Coordinators and/or Admin staff, parents are kept up-to-date on the various learning opportunities, 
policies and procedures, etc. of the Center and help ensure their child has the best possible experience at 
the BGC Grand Manan. 
 
BEGINNING SEPTEMBER 11, 2023, IT IS A REQUIREMENT OF ENROLMENT THAT A PARENT OR 
GUARDIAN ATTENDS THREE (3) PARENT MEETINGS PER YEAR TO MAINTAIN ENROLMENT. 

 
 
Fees and Payments 

▪ When registering for our programs, parents will be required to set a schedule with the 
Administrator.  This ensures the required staff-to-child ratio can be met daily.  As such, you will 
be required to pay for your pre-booked space regardless of attendance.  If circumstances 
change, you must notify the Administrator at least 7 working days prior to ensure changes are 
made prior to billing.  Refunds will not be given if notice is given less than 7 working days prior 
to the required change. 
 

▪ All fees must be kept up to date to ensure continued enrolment in the program.  After 2 weeks 
of receiving no payment on an account, the Administrator will begin the process of termination 
of services.  Steps will be: 
 

1. Verbal warning 
2. If no progress is made, a Written Warning will be issued. 
3. If no progress is made, expulsion will be issued in writing and child will be unable to attend 

programming.  If upon receiving written expulsion notice parent/guardian does not 
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contact the Center within 24 hours, the childcare space will be forfeited and filled by 
another family. 

 
▪ Fees for all programs are to be paid weekly at the beginning of each week (Monday).  Childcare 

invoices are sent to parents via EMAIL every Monday.  Please be sure to update the office if your 
email address changes – it is the parent’s responsibility to notify the Administrator of any changes 
immediately to avoid disruption in service. 
 

Please check with the Office Administrator to establish your fee payment procedure.  Fees can be paid by 
e-transfer, cash, debit, or credit card (Visa or MasterCard). 
 

Outstanding fees will result in the termination of your child(ren)’s space in that program. 

 
 
Subsidy Programs Available 
A Parent Subsidy Program is available through Service New Brunswick to assist qualifying families with 
financial support to help cover the cost of childcare at designated Early Learning Centres.  For school aged 
children, assistance is also available through Social Development (upon approval).  For information on 
these programs or for application information/forms, please inquire with office staff. 

 
 
Refunds 
There are NO refunds for days missed by a child, including those due to illness or in the event the program 
is closed for reasons beyond our control (i.e. holidays, long disruption in essential services, bad weather, 
etc.).  

 
Cancellation or Termination of Services 
If for any reason your child’s enrolment is cancelled, seven (7) working days notice is required.  
 
Our programs are operated with the interest of the children and staff as top priority.  At least one of the 
following criteria must be met if the program wishes to terminate the services offered to a child or family: 
 

a) The child exhibits behaviour which may be detrimental or bring harm to those around him/her. 
b) The safety and/or health of the children and staff within the program is in jeopardy.  
c) The centre and its’ staff are not able to meet the needs of a child. 
d) Behaviours of parent/guardian are deemed detrimental to the programs and services (i.e. 

bullying, harassment, cyber bullying, hostile behaviour, etc.).  
e) Outstanding fees have not been paid, with no payment procedure established. 

 
 
Absences and Social Media 
In case of your child’s absenteeism, you are requested to contact the BGC Grand Manan by 9:00 AM either 
by sending a message to the BGC Grand Manan Facebook page, emailing the BGC, or by calling the office 
at 506-662-3653 (please leave a message if there is no answer).  Staff are only permitted to access their 
cell phones during work hours, to ensure their primary focus is the children and should not be contacted 
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regarding absences.  Please direct all notices of absence or questions, comments, and concerns to the 
BGC Grand Manan office. 
 
Please note that Social Media pages are monitored during regular business operating hours only and 
responses will only be sent during these times. 

 
 
Child Abuse and Neglect Referral 
All staff at the BGC Grand Manan are educated and trained to recognize signs or evidence of child abuse 
or neglect.  It is the responsibility of the Executive Director, Administrator, and the staff to document and 
report any suspected case of child physical or sexual abuse and/or neglect immediately to the Department 
of Social Development.  Failure to report suspected abuse or neglect is an offence under the Family Service 
Act.  

 
 
Bullying Policy 
The BGC Grand Manan is a zero-tolerance facility for bullying, both by children to others or 
parents/guardians towards staff/the Center.  The following behaviours will not be tolerated and will 
result in immediate termination of services: 
 

• Cyber bullying 

• Harassment – cyber or in-person 

• Hostile behaviour 

• Breach of confidentiality 

• Threats 

• Slander 

 
 
Confidentiality 
Confidentiality is vital to the services we provide to the families in our small community.  All staff sign 
waivers of confidentiality prior to employment.  Staff are unable to discuss or disclose any confidential 
information about other staff, children, or programs with parents/guardians. 
 
We kindly ask that parents/guardians maintain confidentiality and refrain from discussing with anyone 
other than a staff member directly related to their child’s program or Admin staff things such as: 
 

• Incident reports 

• Personal contact information about a child or staff (phone numbers, address, etc.) 

• Medical history/diagnoses 

• Childcare payment information 

• Attendance 
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“Our Model for Success describes the common features and core programming areas 
offered by Boys and Girls Clubs across Canada, and the positive outcomes for children and 
youth that are achieved through them.” – BGC Canada 

Feedback and Complaints 
Children, youth, and families have meaningful input into program planning, and continuous involvement 
with your child’s care is encouraged.  Our “open door” policy allows parents/guardians to speak with the 
Program Coordinator, Executive Director, or Administrator at any time to ensure the needs of your child 
are met.  We believe that families play an essential role alongside educators to ensure all their needs are 
being met while at our Center and have the right and responsibility to make choices regarding their child’s 
growth and development.  We encourage parents/guardians to provide feedback, ask questions, visit the 
centre, volunteer, etc., as this input helps to enrich and enhance our programs for your child and others. 
 
Complaints Procedure 

1. If you have a question or complaint, please speak with your child’s educator/coordinator.   
2. If you feel you do not receive a satisfactory response, please contact the Executive Director – 

Cindy Locke at bgclub@nbnet.nb.ca or 506-662-3653.   
3. If a resolution cannot be made, you may contact our Board of Directors by mail (1021 UNIT 1 

Route 776, Grand Manan, NB  E5G 4E5) outlining the specific compliant regarding to the violation 
to childcare regulations or policy/procedure.   

4. If no resolution is made after contacting the ED or Board of Directors, you may contact our Quality 
Assurance Monitor (contact information is posted on the “Parent Board” in our front lobby). 

 
We also have a short Parent Satisfaction survey available (enclosed at the end of this handbook).  These 
survey results are utilized to develop plans and implement improvements based on feedback for 
upcoming programming.  All answers are anonymous and strictly confidential. 

 
 

 
 
 
 
 
MEDICATION & ADMINISTRATION OF PRESCRIPTION DRUGS 
As per Licensing Regulation 46(1), medication can only be administered to children if the parent/guardian 
has signed the Administration of Medication Consent Form.  Medication (prescription or non) must be 
given directly to the Program Coordinator, Administrator, or Executive Director, where it will be placed in 
a locked medication box and the Consent form will be placed in the child’s file.  

 
 
 
 
 
 
 

 
 

ALL MEDICATION MUST BE PROVIDED IN THE ORIGINAL CONTAINER THAT IT WAS PRESCRIBED IN, 
WITH THE NAME OF THE CHILD AND REQUIRED DOSAGE ON A PHARMACY LABEL. ONLY THE EXACT 
AMOUNT PRESCRIBED WILL BE GIVEN TO THE CHILD. INSTRUCTIONS WITTEN ON THE 
“PERMISSION TO ADMINISTER MEDICATION FORM” MUST MATCH THE PHARMACY LABEL ON THE 
MEDICATION BOTTLE.  
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Anaphylaxis and Allergies 
Anaphylaxis is a severe allergic response to an allergen. It involves several body systems and can lead to 
death if untreated.  Anaphylaxis may be caused by food, insect stings, latex and medications.  
 
If your child has an anaphylaxis allergy, an individual “Emergency Plan” must be completed and signed by 
the child’s physician and parent/guardian.  This form will include a photo of the child and will be posted 
in all program spaces.  All Program Coordinators and staff members are trained and familiar with 
Individual Emergency Plans, First Aid Practices and Epi-Pen use.  
 
*If a child requires treatment for an anaphylactic allergy, program policy is to administer medication 
and immediately call 9-1-1 for the child to be transported to the hospital.  Please ensure 
parent/guardian and emergency contact information is up-to-date with the Administrator in the event 
of an emergency and/or medical transportation is required. 

 
 
COMMUNICABLE DISEASE INFORMATION & ILLNESS PROCEDURES 
The BGC Grand Manan/Grand Manan Early Learning Center has developed a Communicable Disease 
Policy to direct parents and staff in the event of a communicable disease outbreak.  The Grand Manan 
Early Learning Center’s Communicable Disease Policy encompasses the “Guidelines for the Prevention 
and Control of Communicable Diseases in Early Learning and Childcare (ELC) Facilities” created by the 
Department of Health, Public Health NB and the Department of Education and Early Childhood 
Development.  The full Guidelines can be found on the Government of New Brunswick’s website 
(www.gnb.ca) or are available through the BGC office. 
 
If your child is absent from a program due to illness, it is the parents’ responsibility to inform a staff 
member of the associated symptoms.  For an illness requiring exclusion, a “Return After Exclusion Form” 
must be completed before the child can return to the program.  
 
Parents are required to follow the direction of this Center’s policy as well as all guidelines from the 
Department of Health in order to maintain their childcare space.  
 
 
Prevention and control of communicable diseases include;  

• developing communicable disease control plans to be used and understood by staff and 
parents/guardians;  

• identifying illness based on signs (directly noted or observed by staff) and symptoms (self-
reported by child or parent/guardian);  

• reporting specific notifiable diseases and events (illness or cluster of illness) to Public Health 
under the Public Health Act;  

• implementing routine disease prevention, including monitoring for immunization, 
monitoring for illness and properly managing common illness in children;  

• establishing control measures to prevent spread of illness during an outbreak; and  

• the operator and staff self-identifying signs and symptoms of illness as described 
throughout this document and taking measures to prevent disease transmission to the 
children and co-workers.  
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As per the “NB Child Day Care Facility Exclusion Reference Guide”, children who are sick with two or 
more of the following symptoms must stay home from child care: 
 

• Fever above 38.5°C or greater; 

• Diarrhea; 

• Vomiting with two or more episodes of vomiting within the previous 24 hours; 

• Mouth sores causing the child the inability to control their saliva; 

• Rash with fever or behavioural changes; 

• Infections (e.g. infected eyes with discharge) until 24 hours after treatment has begun; 

• Infestations (e.g. head lice, scabies, pinworm, etc.) until after first treatment with a medicated 
product; 

• New cough, or worsening chronic cough; 

• Sore throat; 

• Runny nose; 

• Headache; 

• New onset of fatigue; 

• New onset of muscle pain; 

• Loss of sense of taste or smell;  

• Difficulty breathing; 

• Pneumonia, and; 

• In children, purple markings on the fingers and toes. 
 
*Children who have been identified as having seasonal allergies or who suffer from chronic runny 
nose/nasal congestion will not be isolated or excluded from childcare. 
 
For some illnesses, there is a required period of time where a child cannot attend an Early Learning 
Facility as per the “NB Guide for Exclusion of Children in Early Learning and Childcare Facilities”.  This 
guide is available from the BGC office and is included in your Registration Package. 
 
If a child begins presenting symptoms while at the Center and is subsequently unable to participate in 
activities, the child will be isolated and parents will be contacted to pick up them up within one (1) hour 
of contact. 
 

***If a child is ill at home or becomes ill at the Center and is unable to 
participate in normal activities, they must stay home for 48 hours AND be 

symptom free upon return to the Center.*** 
 
 
Parents/guardians who do not comply with this policy risk termination of their childcare space 
without warning.  If you have any questions regarding this policy, please call the office. 

 
 
 
 
 pg 13 

https://commons.wikimedia.org/wiki/File:Exclamation_flat_icon.svg
https://commons.wikimedia.org/wiki/File:Exclamation_flat_icon.svg
https://creativecommons.org/licenses/by-sa/3.0/
https://creativecommons.org/licenses/by-sa/3.0/
https://commons.wikimedia.org/wiki/File:Exclamation_flat_icon.svg
https://commons.wikimedia.org/wiki/File:Exclamation_flat_icon.svg
https://creativecommons.org/licenses/by-sa/3.0/
https://creativecommons.org/licenses/by-sa/3.0/


 
CHILD GUIDANCE 
When a child is struggling to communicate or incapable of controlling their impulses, we encourage the 
children to express their feelings and solve any social interaction issues constructively.  Our approach is 
to positively influence the children by providing opportunities for them to learn how to express their 
feelings appropriately.  At the first sign of a child who is unable to control his/her impulses, the staff 
members will guide the child toward regaining self control while emphasizing the positive aspect of the 
child’s behaviour.  Physical or harsh verbal punishment is extremely detrimental to a child’s confidence 
and self image; this type of influence is NOT tolerated or acceptable behaviour from a staff member.  
 
If a child cannot control their impulses with guidance from a staff member, or if a child has an ongoing 
behavioural issue, the parents will be consulted to collaborate on the issue.  A shared approach between 
the staff, parents, and consultation with the Department may be used to guide the child through the 
difficult period. In the event of an ongoing, serious, or disruptive behavioural situation, the parent will be 
consulted and asked to remove their child from our program within a two-week period.  

 
Behaviour Prevention 
To support good behaviour and provide a positive learning environment, the Program Coordinators 
prepare an age-appropriate learning atmosphere that reflects the interests of the children. 
 

✓ Children will be guided in a positive manner that is appropriate for their age and developmental 
level. 

✓ We will reflect with a child regarding incidents and behaviour while assisting them to understand 
and learn self discipline and appropriate behaviours.  

✓ We will redirect negative energy by focusing on positive behaviour, using supportive voices and 
vocabulary, model acceptable behaviour and refraining from discussing the child’s misbehaviour 
in front of others.  

✓ We will eliminate potential problems that may cause disruption. 
 

We will communicate and implement rules with children and clearly outline to staff and parents about 
our expectations with these rules.  

 
 
RULES AND REGULATIONS 
If your child has just started a program at the BGC Grand Manan, it may be necessary to utilize a gradual 
enrollment procedure.  This can help the child adjust to the program, schedule, and planned activities.  
Children must be dropped off to a staff member or Program Coordinator, to ensure they have been 
delivered to the proper program/room.  For safety reasons, we are unable to release children to anyone 
other than the person(s) indicated on the Child Profile/Application Form, unless given notice prior to 
pickup.  If the staff is unfamiliar with said person, they will require identification before releasing the child.   
 
Please note that parents are responsible for returning children to programs wherever they are taking 
place upon picking them up early.  Staff are unable to pick children up from attending other programs or 
events.  Staff will communicate with parents regarding outing locations or program changes. 
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The BGC Grand Manan’s Daily Rules: 
✓ Be polite always, use good communication skills and respect one another while using positive, 

encouraging, and supportive speech. 
✓ Stay on the Club’s property always.  
✓ Hands off Policy - this means that children are to refrain from putting their hands on other 

children (within reason).  This eliminates wrestling type games, or any other full contact games.  
✓ No running through the Club.   
✓ Listen to all leaders and try to do as asked. 
✓ Always respect one another’s belongings (do not take without asking). 
✓ Respect all equipment on the property or in the building; if you take it out, put it back.  
✓ Include others in games who would like to participate. 
✓ Please wear proper footwear; indoor shoes for inside the building and outdoor shoes for outside 

the building.  

✓ ALWAYS HAVE FUN!!!         Help others have fun too by including them in activities!  

 
 
Discipline Policy 
To ensure every child is treated fairly and a safe environment is maintained, these are the disciplinary 
steps the staff will take if needed.  
 

Talk it out – Children who are in a dispute will be taken aside to talk out the problem under staff 
supervision.  
 

Walk it out – Children who seem to be “out of control” will walk around the Club (while 
supervised) to help regain self control, then will have the opportunity to talk with staff about the problem.  
 
IF this does not solve the problem or the child’s behaviour is out of control, this can lead to SUSPENSION.  
 

• 1st Offence – Children who are disrespectful to staff or physically violent towards another child 
will be suspended for 1 day and parents will be contacted/notified.  

• 2nd Offence – If the second offence involves physical violence the child may have a pending 
dismissal.  Consultation with the Department will take place.  Parents will be contacted/notified, 
and the child will be suspended for 2 days.  

• 3rd Offence – Parents will be contacted, and possible permanent dismissal will be 
discussed/arranged. 

 
 

The following will NOT be tolerated 
▪ Bringing illegal dugs or alcohol onto the property or into the building. 
▪ Bringing weapons or aggressive toys to the property or into building. 
▪ Intentional maltreatment of facility or equipment. 
▪ Discriminatory remarks and/or continuous disregard for staff instructions.  
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If your child requires a car seat or booster seat for a field trip, you will be required to drop 
off a suitable car seat the day of the outing.  All seats will be checked to ensure they have 
not passed their expiry date and all parts of the seat are working properly.  Staff cannot 
transport children in expired or broken seats.  

Off Site Activities  
Periodically, with the intent of enhancing the children’s experiences within a program, the Program 
Coordinator will arrange/plan a field trip within the community of Grand Manan.  It may coincide with the 
curriculum within the child’s program or spark an interest with the class. Parents will be asked to sign an 
“off site consent form” and will be notified in advance of the planned outing.  Each trip would last for a 
maximum of two hours and parents will be aware of the field trip location.  
 
Any field trips planned by the BGC Grand Manan will include transportation of the children by parents or 
staff in their personal vehicle or by a staff member in the company van (owned by the BGC Grand Manan).  
Proof of proper insurance showing liability of $2 million will be available to all Parents.  

 
 

 
 

 
 
 

           TYPES OF OFF-SITE ACTIVITIES WE OFFER: 
 

✓ FIELD TRIPS TO ANCHORAGE PROVINCIAL PARK  
✓ VICTORIA PARK 
✓ SPLASH PAD 

✓ WHALE WATCHING EXCURSIONS 
✓ BEACH TRIPS 
✓ WALKS/HIKES 

✓ BROOKSIDE GOLF COURSE 
✓ GRAND MANAN MUSEUM 

   AND MORE! 

 

pg 16 



 
HOME ROUTINES 
The BGC Grand Manan will work with families to accommodate, as best as possible, home routines (meals, 
nap schedules, etc.).  Parents should communicate to the Program Coordinator of their child’s room about 
napping schedules, potty training schedules, meal times, etc., with the understanding that these 
schedules must be flexible to allow for planning and scheduling of the programs and may not always be 
able to be accommodated.  If you have any concerns, please call the office to speak with the Administrator 
or Executive Director. 

 
 
REQUIRED PERSONAL BELONGINGS 
The following items are requested to be sent with children daily for all programs, where appropriate:  

▪ Change of clothes 
▪ Seasonal footwear (boots, sneakers, rainboots etc.) 
▪ Indoor sneakers. 
▪ Coat and hat (depending on season). 
▪ Diapers, wipes, and ointments as needed. 
▪ Tylenol or other medications as needed. 
▪ Favourite blanket or soother as required for quiet time ONLY. 
▪ Sunscreen/bug spray (depending on season). 

 
 
Lost Items 
Due to the busy nature of our programs, it can be difficult to keep track of children’s belongings.  We ask 
that parents be mindful of this and recommend only bringing items if they are labelled (ie. clothing, food 
containers, water bottles, etc.).  Toys/personal items from home should be limited as they cannot be 
properly sanitized or guaranteed to return home.  Staff are not responsible for any lost items or 
belongings.  Parents will be responsible for laundering all clothing and replacing items as needed.  
Please check your child’s bag daily. 

 

 
 
Items Not Permitted 
The following items are not permitted: 

 
▪ Candy and food that does not meet nutritional or food safety requirements. 
▪ Sharp objects, pocketknives, or anything that can be considered a weapon. 

 
* Handheld electronics such as iPods, cell phones, DS, Switch, etc., are permitted for use by after 
school/Day Camp aged children only.  These items must be stored in the child’s bag when not in use.  
Use of electronics may take place at designated times with a max use of 30 minutes per day under strict 
monitoring by staff.  
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EVACUATION PROCEDURE 

 
 
Evacuation of the building begins immediately following the sound of the fire 
alarm. 
 
Children will be escorted to the nearest exit with ONE staff member while 
another remains behind locking windows and closing doors behind them. 
 
The staff will conduct a head count when outside, then proceed with the children 
around to the main entrance of the building to await permission to re-enter. 
 
If a child is missing, the staff will inform the senior staff person or fire department 
of the missing child and the last place they were seen.  AT NO TIME will a staff 
member leave the children to go back into the building.  Fire drills are practiced 
once a month, so children become familiar with all exists of the building. 
 
The children will be taught the correct procedures to follow when these situations 
may occur:  smoke in the building, door hot to touch, exit blocked by fire etc. 
 
All staff is fully trained in CPR, First Aid, and proper evacuation procedures for ALL 
emergencies. 
 
Pick up place for the children will be directly across Route 776 at Grant & Deborah 
Avery’s home, 1028 Route 776. 
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ADMINISTRATIVE STRUCTURE 
 

 
    NAME                       TITLE 

 
Cindy Locke        Executive Director 

Tiffany Trecartin                                                                         Administrator 

Ami Brownlee                  Preschool Program, Part-time 

Angie Green           Inclusion Support, Part-time 

Cheyenne Mullen       Early Learning Room/Program Staff 

Star Gardiner     Early Learning/Afterschool Educator 

Arshpreet Kaur       Program Staff, Part-time 

Payal Macchi      Inclusion Support, Part-time 
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