School Age Care
(SAC)

Parent Handbook



This handbook was designed to give new parents to The Cridge Centre for the Family’s School

Age Care Program some general information regarding the program’s policies and procedures. Please

take the time to familiarize yourself with this document, and feel free to speak with the Coordinator or
staff members regarding any questions you may have.
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The Cridge Centre for the Family — A History

The Cridge Centre is a Non —Profit Society (the oldest in B.C.) that was founded in 1873
as The B.C. Protestant Orphan’s Home. It was founded by Bishop Edward Cridge and his wife,
Mary, and served as both a temporary and permanent home to hundreds of children during its
time in this function.

In the early sixties, children without homes began being placed into Foster Care homes
and the “institutional” environment was gradually phased out. The Society, wishing to remain a
useful and supportive tool for the community, re-shaped its purpose and goals to fit the
changing social dynamics.

The Cridge Centre For The Family — Purpose

The purpose of the society is to manifest the love of Jesus Christ by rendering aid and
service to children, adults and families, to maximize their opportunities
i) To participate and grow in the responsibilities and enjoyment of family life and
loving relationships; and
i) To achieve spiritual, intellectual, emotional, physical and social potential

The manner in which The Cridge Centre for the Family will pursue these purposes will
include:

a) Offering support, counsel, education and training

b) Receiving into its facilities or otherwise helping those who, for a time, have special
needs;

c) Providing residential and/or institutional care for minors and others;

d) Being a resource to individuals or organizations that minister to families, their members
and those deprived of family relationships.



Funding

Funding for the Cridge Centre’s Childcare Programs is provided primarily through parent
user fees, provincial government grants from various ministries, and Board fund raising efforts.
These monies are used for staff salaries and benefits, program related expenses, equipment
purchase and upkeep, playgrounds and administrative costs including rent, utilities and
janitorial.

Families may qualify for financial assistance via subsidy. See Financial Information.

Description of The Cridge’s Child Care Services

The Cridge offers many services to children and families. At The Cridge Child Care
Centre, located at 1309 Hillside Ave, we operate a Nursery (for 16 children ages 6 months to 36
months), a Daycare program (for 58 children from ages three to five, and 16 children who are
under three), a Preschool program, and a School Age Care Program (for 75 children aged 5- 12).
We also operate a daycare for children whose parents are students at Victoria High School. This
program is located at the high school and is licensed for 15 children.

All of the childcare programs at the Cridge Childcare Centre are open from 7:30am to
5:30pm, Monday through Friday, with the exception of statutory holidays.

*** In order to keep children as secure as possible, the Childcare is NOT a public building.
Enquiries, payments and registrations can be made through our administration office, located
in the Senior’s Centre at 1307 Hillside Ave, or by phoning 384-8058 for an appointment.

Other Services Offered through The Cridge Centre for the Family

In addition to child care, The Cridge Centre offers many other services to individuals and
families in the community. The Cridge operates 27 townhouses for families in transition. There
are many support services available to the tenants, offered through the Cridge’s Dovetail
program. The Cridge also operates Hill House, a transition home for women and children
experiencing relationship violence and abuse. MacDonald House is a residential facility for men
who have sufferered a head injury.

Additionally, in the Fall of 2006 a Senior’s Centre was opened in the beautifully
renovated Taylor Building, located at 1307 Hillside Ave. This facility offers independent living
services to seniors, including 77 rental suites, a dining room with a professional chef, and many
activities and special programs.



S.A.C. — Description of Full and Half Day Programs

List of Schools Serviced by the SAC Program. The SAC Program provides transportation
to and from the following schools:

Oaklands Elementary Lansdowne Middle School
Quadra Elementary Cloverdale Traditional School
George Jay Elementary Discovery School

Elizabeth Buckley School

Morning Care — Kindergarten through Grade 7 (up to and including age 12). The SAC
Program opens at 7:30am. Children must arrive no later than 8:15am to receive transportation
to school. The opening room is Room 202, located on the top floor of the Child Care Centre.
The early mornings are generally quieter times, when the children are able to choose from less
structured activities.

After Kindergarten Care: The Kindercare program offers care to 20 children, with 2
trained staff-members. Children will be picked up by our Cridge van when their morning
Kindergarten class ends. If the school your child attends is not open on any regular day, please
speak to the Coordinator about whether a full day of care is available at the centre. Also, it is
VERY important that you keep us apprised of any changes to your kindergarten child’s regular
schedule.

After all the children are picked up, they will return to the Cridge and have their lunch
(please prepare a NUT-FREE lunch for your child!). Following lunch, children participate in quiet
reading/resting time, followed by outside play on the playground. Later, the children
participate in more structured activities, including circle times, crafts, and games. Toward the
end of the day the children will choose an activity centre for a free playtime.

* Depending on staff shifts, at 5pm your child may be moved to the neighbouring classroom.

After School Care — Grades 1 —7: We presently send out three vehicles every day to
pick up these children from school. Some of the vehicles go to two schools, so please speak
with the Coordinator regarding the specific time of pick up for your child’s school.

Upon their return to the center, the children break into their age groups and go to their
classrooms with their leaders. Once in their rooms, children will have snack (we provide
afternoon snack — for menu information, please speak to a staff member) and then participate
in a variety of afternoon activities, which may include: crafts, games, field trips, playground
play, sports activities, etc. Generally activities wind up at approximately 5pm, and all out trips
return at 5pm (3:30pm on Pro-D Days, during Sunfun, and school holidays). If this time is
inconvenient for you, please let the staff know and we will keep your child back from after
school field trips. If you will be picking up your child during this activity time, please see the
doorway of your child’s homeroom to find your child’s location.




Spring Break & Christmas Holidays. We are always open for the school holidays —
Christmas and Spring Break. To register for Christmas or Spring Break, please locate the sign up
sheet and indicate which days of the holiday that you need care for. Sign up sheets are
generally posted one month before the holiday. There is an additional charge of three dollars
per family per day, for these days.

*Please note the following information: 1) if you do NOT sign your child up for care, we may not
be able to provide care for him/her on the day(s) of the break, 2) Children MUST arrive no later
than 9:30am in order to receive care for a full day. They will not be accepted after 9:30 unless
previous arrangements have been made and agreed upon.

Pro-D Days or Early Dismissal Days. When schools are closed for Professional
Development days, and Early Dismissal Days, we are USUALLY open for care. Please let staff
know as soon as you are aware of such a closure and we will advise you if we will be open.
These days are included in your childcare fees, so there will be no additional charge. To receive
care, please register your child with any staff member, on the Parent Board, or the Coordinator.
*Please note: The SAC Coordinator requires at least 2 days notice in advance of the early
dismissal day or Pro D Day in order to make necessary arrangements for staffing.

Clubs. During the course of the school year, we offer children an oppourtunity to join an
extra-curricular activity. Each class is offered an extra-curricular activity at twice per year.
Parents receive registration forms well in advance of these activities, and can choose whether
or not they would like their child to participate. Some examples of what we have offered in the
past are: art classes at the Greater Victoria Art Gallery, swimming lessons at Crystal Pool, and
choir instruction with the Church of our Lord music director. As much as possible, we try to
subsidize the cost of these activities using funds received through grants and donations. Yet, we
do ask that parents contribute a small portion of the overall fee (eg. Art Class costs $110 per
child, we ask parents for a $30 contribution).

The Sunfun Program: Sunfun is the summer day camp operated by the Cridge. Itis a
varied and active program for children between the ages of 5 and 12 years old. The children
are divided into groups according to their ages and have their summer planned based on their
ages, abilities and interests. On Wednesdays and most Fridays we go on a large group out trip
to various parks and beaches around the Greater Victoria area, including Gyro Park, East Sooke
Park, Witty’s Lagoon, etc. Parents are provided with a calendar outlining the following week’s
events on the Friday prior. For more information about Sunfun, please phone 995-6407.

*Please note: your child is NOT automatically registered for Sunfun — it is an independent
program and your child must be registered separately.




Safety

Transportation: Only staff members who have their Class 4 or 2 driver’s license may
drive any Cridge vehicle. Children may not be driven in personal staff vehicles at any time,
without that vehicle being insured for that purpose. If for some reason there is an emergency
and we need to transport your child to a clinic or the hospital, we will call an ambulance, call
your emergency numbers, use a Cridge vehicle, or call a taxi.

The van or bus will remain at your child’s school for approximately 15 minutes (this time
frame is slightly less for children who attend Discovery, Lansdowne, and Cloverdale as these
schools are the second on the pick up route). After this time frame, the driver will leave the
school, continue with remaining pick ups, return to the Centre, and phone the emergency
contact numbers of any child who did not arrive on the bus. Often, the driver is NOT able to
leave the vehicle to look for children, as there are other children present as well. For this
reason, please make sure you phone the SAC office if your child will be away. Also, please let
your child’s teacher know that they will be coming to the Cridge and need to be at the van by a
specific time. Advise the teacher that if your child needs to serve a detention, or do any
additional work, it must be done during recess or lunch to accommodate the childcare
arrangements you have made.

Car and Booster Seats: As of July 1, 2008, ICBC has mandated that all children under the
age of 9 must be seated in a car or booster seat while riding in the 15-passenger vehicles.
Children under 40lbs are required to be in car seats, while those who are over 40lbs may be in
booster seats (the only exemption to this is if your child reaches the height of 4’9" before they
reach the age of 9). For this reason, it is very important that we receive accurate information
regarding your child’s current height, weight and age. If there are changes to these factors, it is
important that we area aware of them asap so that we can be in compliance with safety
regulations.

*Please note: The Cridge SAC Program will supply the car and booster seats for children in our
program. The Cridge bus is exempted from this regulation (as are ALL large school buses).

Authorized Pick Up Person: When you register your child in any program at the Cridge,
there is a space to provide the names and phone numbers of those adults able to pick up your
child. If you would like to make a change or addition to that list, please send a letter with the
new name and number to the office. If someone arrives to pick up your child who does not
have ID and is not on your list, we will not release your child. ANYONE picking up a child
should be prepared to show ID to any staff member who asks. Our mandate is to keep your
child as safe as possible, so please be patient with any inconveniences this may cause.

If someone arrives to pick up your child who is on the list, but whom staff deem to be
intoxicated, we will not release the child. We will call you immediately and ask you to make
other pick up arrangements. If a parent arrives to pick up their own child, and staff deem that
parent to be intoxicated, we are required to release the child, but will call the police
immediately if we see that the parent intends to drive a car with the child.




Sign in/out: There is a sign in/out book located across from the elevator in the top floor
hallway. Please ALWAYS sign your child both into care and out of care. This is a licensing
requirement. For more information, you may speak to the Coordinator. If your child arrives on
their own, please instruct them in sign in/out procedures. According to Licensing regulations,
no child is ever permitted to sign themselves OUT at the end of the day. They must be released
from care to an authorized adult.

Late Pick Up: The Centre closes at 5:30pm. If your child is picked up after this time you
will be asked to sign a “Past Five Thirty” form. You will be billed a late fee of ten dollars for
every ten minutes (or portion thereof) that you are late, per child in care. At 5:40pm we will
begin calling people on your emergency pick up list. If we reach someone on this list, we will ask
him or her to come and get your child. If, at 6:00pm, we have not been able to reach you or
anyone on your pick up list, we will call the Ministry for Children and Families and have them
pick up your child. There will be a message on the front door of the center alerting you to
where you may get information on your child’s whereabouts. In order to avoid this, PLEASE call
the center if you will be late to pick up your child. You will still be charged the late fee, but we
will not be required to involve the Ministry if we know you are on your way.

Earthquake/Fire Procedures: In accordance with government regulations, there is an
Earthquake and Fire Evacuation Procedure posted in each childcare room at the Cridge. Fire
and earthquake drills are conducted regularly and are regulated by the Cridge’s maintenance
department.

*Note: It is imperative that we are always able to reach you in case of an emergency. Please
let our office know if you will not be at your usual place of work/school.



Communication

General Communication. Communication is very important to us, both at the Cridge and
in the childcare field in general. If you have any questions, suggestions, concerns or comments,
please speak with any one of our staff members. We will endeavor to communicate with you
via newsletter, calendars, and conversation when you pick up your child. There is also a Parent
Bulletin Board in the SAC hallway where information will be posted regularly.

If you have a specific question regarding your child’s day, please feel free to ask any staff
member, whom your child was with. For example, if you have a Kindergarten child, their day is
primarily spent with K — Staff. Any staff member can direct you to the person who can answer
your questions, but may not have the information to answer your question themselves.

Some communication is required to be in writing. For example: if you would like to add
or subtract someone from your child’s pick up list, if you are giving notice of no longer needing
care or if you would like to change arrangements regarding your child’s sign in/out procedure
or emergency information. The staff will let you know if something needs to be in writing. Once
written, you may hand this note to any staff member, who will direct it to the SAC Office.

Telephone messages may be left on the SAC Direct Line (995-6407) 24 hours a day, 7
days a week. This line is checked regularly, and messages are returned and/or directed to the
appropriate staff member.

Concerns, Complaints & Grievances. If you have a grievance regarding the care your
child has received, there is a posted Grievance Procedure in the SAC foyer. Please speak with
the staff member involved first, then the Coordinator for School Age Care. If you feel your
concerns are not resolved, or have not been heard, you may call the main Cridge office and ask
to speak with the Manager of Human Resources. If you still feel your concern has not been
heard or addressed, the Manager of Human Resources will refer you to the Executive Director.

As a VIHA Licensed facility, you are always welcome to voice any comments or concerns
to the Licensing office (at 475-2235). We would greatly appreciate being given the opportunity
to address your concerns directly, however, before you notify licensing. Once a complaint has
been made to licensing, we are no longer able to follow our Grievance Procedure, and must
allow the VIHA Licensing Office to proceed with their complaint process.




Withdrawing your Child from a Cridge Program

In all cases, written notice is required if you plan to withdraw your child from the
program. From the School Age Care program, one month’s notice in writing is required. From
Sunfun, we ask for two weeks notice in writing. If you do not notify us at least a month in
advance you will be charged one month’s fees in lieu of notice.

*Note — the above notice in writing also applies to any reduction in care (ie. moving from
afternoon and morning care to just afternoon).

Staff Ratios, Qualifications, and Supervision

Ratios. Our staff is hired to provide a one adult per ten-child ratio of care for all children
ages 6 and under. Those children ages 7 and up may have one staff member for every 10 — 15
children in care, depending on attendance. In addition to this, we frequently have practicum
students and volunteers who are able to provide support to the staff. All volunteers and
students have completed a Criminal Record Check.

Qualifications. All of our staff are required to do the following: a)submit to a Criminal
Record check, b) be 19 years of age, have a valid Standard First Aid Certificate, c) provide a
medical certificate stating that they are physically and mentally healthy, d) sign a pledge of
confidentiality, e) have a Class Four or Two Driver’s license, and f) have at least one year of
experience working with this age group of children. In addition, the Cridge requires that our
staff have an educational component that applies to the job — for example, some of our staff
are working towards teaching degrees, recreation diplomas, psychology degrees etc.

The childcare staff are unionized with the BC Government and Service Employee’s Union
(BCGEU) and have a Collective Agreement describing their rights and benefits.

Supervision. Government regulations require that your child be supervised with

appropriate adult/child ratios at all times. For this reason, if you do not see a staff member
when you arrive in the early morning, please do not leave your child unattended.

10



Health

Prescription Medication. Whenever possible, please arrange with your doctor for a
medication schedule that permits your child to have his/her medication at home. If meds are
given at home, please write this on the registration form so that this information may be
passed on in a medical emergency. If prescription meds must be given to your child while they
are in our care, please bring them to a caregiver in their original prescription bottle. Staff will
then give you a form to fill out which tells us the times, dosage and has your signature.

Non-Prescription Medication may NEVER be given to your child by a staff member
without a doctor’s note.

Children who are injured. Should your child receive an injury that we believe requires
medical attention we will call you, or the emergency contact persons if you are not available,
for direction. If the injury requires immediate emergency medical attention we will call for an
ambulance or transport your child to a hospital or clinic. We will simultaneously be trying to
contact you or the emergency contact persons. Any injury that we believe requires emergency
medical care will be documented and reported to the parent, program Coordinator and VIHA
within 24 hours. Minor injuries such as bumps, bruises, small scrapes or surface cuts, etc, will
be tended to by the staff and brought to the parent’s attention at the time of pick up.

Is your child well enough to come to childcare? A general rule of thumb is that if your
child is not well enough to participate in the usual program, including being out doors, then
he/she should be at home. For the health of all, including your child, staff are unable to provide
care to children who are unwell.

It is our policy to send a child home if they exhibit any of the following:
e Afever of over 100 degrees Fahrenheit
e Vomiting or diarrhea within the previous 24 hours
e Been on prescribed medication for less than 24 hours
e A communicable disease or infection (including head lice)
e A sore throat, watery eyes, sneezing, or coughing with a consistently runny nose
e Anundiagnosed rash, skin infection, eye/ear discharge

*Note: in some cases a Doctor’s note may be required for the child to resume care.

11



Coming to the SAC Program Prepared

In preparation for sending your child to the Cridge SAC Program, it is important that you
are aware that outside play time is an important part of our activity planning. Please try to send
your child with the necessary clothing and gear for the weather, as we will attempt to go
outside rain or shine. This includes sending your child with durable, weather-appropriate
footwear, a hat in times of particularly cold or sunny weather, sunscreen (especially during the
summer months), a warm coat or sweater, and clothing that may get dirty.

Personal Belongings & Toys from Home

The Cridge Centre is unable to take responsibility for your child’s belongings. For this
reason, we ask that you help us to encourage your child to take responsibility for their own
belongings by doing the following:

e label ALL your child’s belongings (this cannot be stressed enough)
e ensure that your child’s belongings are placed in their cubby at the start of their day
e do NOT send toys to S.A.C., or allow your child to bring them

*Note: The SAC Lost & Found is located in the hallway by the elevator. Please check this
regularly as unclaimed items are donated to the Women In Need Store.

Guidance and Discipline

We are required by Licensing to have a Guidance and Discipline statement available to
parents in the center. For this reason, we have made this statement available online at
www.cridge.org under the Applications section. Please read this over carefully and speak with
the Coordinator if you have any questions.

Behavior: IMPORTANT NOTE: Our staff work on a1 to 10 or 1 to 15 ratio with the
children. If your child is behaving in a manner that puts the other children in the group, or the
staff member, at risk, you will be phoned and expected to make arrangements to pick up your
child immediately. At that time, you will be advised of a meeting to take place between
yourself, the caregiver involved and the Coordinator to discuss future childcare arrangements.

Confidentiality

All information that you provide to the center will be held in the strictest of confidence
by its staff members. Everyone associated with the center is required to sign a pledge of
confidentiality, and we take this very seriously.

This policy does not preclude caregivers from reporting abuse or neglect to the appropriate
authorities, or from providing medical information in the event of an emergency.
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Financial Information

As a VIHA Licensed facility, parents who qualify are able to apply for subsidy to their
nearest ministry office. Our administration office can advise you regarding this process.

All fees are due IN ADVANCE of the first of each month. If you know that your fee
payment is going to be late, please let the accounting office know as early as possible to make
other arrangements. A DNA (Do Not Admit) notice will be sent to parents who have not paid
fees or made other arrangements with our office by the 5th of the month (this also applies to
situations involving subsidy —i.e. if a subsidy has expired, please make an appointment to
renew it and let the office know when this appointment will be).

The Cridge Accounting Office is located in the Senior’s Centre (1307 Hillside Ave). Barb
Middleton or Linda Zwick, our administrative staff, will be happy to help you with any financial
guestions or concerns that you may have. The office is open from 7:30am- 5:30pm, Monday

through Friday.

Useful Phone Numbers

The School Age Care Office: 995-6407
The SAC Cell Phone: 213 5074 (do not leave messages at this number)
The Cridge Centre for the Family Reception: 384-8058

The Cridge Accounting Office: 220-2306

Welcome to our program!
I f you have any questions that haven’'t bee
ask any of our staff members, or phone our office at any time.
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