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CONTACT INFORMATION 
 
Mary’s Place Childcare 
Society of Saint Vincent de Paul of Vancouver Island 
4351 West Saanich Rd 
Victoria BC 
V8Z 3E8 
 
Mary’s Place Childcare Manager 
Meagan Kaston 
mkaston@svdpvictoria.com 
Office Line: 250-727-0007 EXT 3203 
Cell number: 250-532-3258 
 
12 months to 36 months Program 
infanttoddler@svdpvictoria.com  
Room Line:  250-727-0007 EXT 3205 
 
3 to 5 year old Program 
preschool@svdpvictoria.com  
Room Line 250-727-0007 EXT 3204 
 
 
 

 
 

mailto:mkaston@svdpvictoria.com
mailto:infanttoddler@svdpvictoria.com
mailto:preschool@svdpvictoria.com
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WELCOME 
Operated by the Society of Saint Vincent de Paul of Vancouver Island, Mary’s Place 
Childcare Centre was opened in February of 2017 as a non-profit childcare facility and is 
licensed through the Ministry of Children and Family Development under license 
#64010324. 
Mary’s Place provides 37 quality care spaces: these spaces include 12 for children 12 
months to 36 months of age and 25 daycare spaces for children ages 3 to 5 years of 
age. The priority of the centre is to provide a safe, supportive, and respectful 
environment for the children with a focus on providing a stimulating early care and 
education experience.  
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PHILOSOPHY (Policy MP001) 
• Children at Mary’s Place are entitled to a safe and nurturing environment with a 

schedule of routines that best meet the individual needs of each child in our care. 
Each child is treated with respect as a valuable individual. 

 
• Parents of children who attend our centre are entitled to individual respect, 

support, and quality care for their children. 
 

• Staff at our centre are entitled to work in an environment which recognizes and 
respects their training, skills, and commitment to childcare. 

 
Mary’s Place Childcare Centre will enhance the lives of the children and their parents by 
providing a caring and supportive service. 
 
 
PROGRAM GOALS (Policy MP001) 
The aims and objectives of the centre are to: 
 

• Provide support for the development of the whole child (physically, socially, 
emotionally, cognitively, and spiritually), recognizing specific cultural diversity 

• Provide support to the mothers residing at Rosalie’s Village with their plan to 
independence for themselves and their children 

• Provide children with a safe respectful, inclusive and diverse environment 

• Provide the children with consistent, quality care 

• Provide developmentally appropriate challenges 

• Model age-appropriate expectations 

• Providing consistent and clear discipline and guidance methods 
 
 
PROGRAM DESIGN AND EARLY LEARNING FRAMEWORK (MP004) 
Mary’s Place will support and supplement parental care for children in a quality setting.  
The program supports the rights of all children, regardless of their diverse abilities, to 
participate actively in a natural setting within their community.  Our caregiving philosophy 
is based on respect.  Each child’s natural pace and level of development is supported.  
Each child is encouraged to learn about their world through play and become a self-
learner. 
Communication, cooperation, and respect between educators and parents is considered 
essential to the well-being of all the children we support, with the goal of ensuring 
consistent care and consideration for the unique needs of each child and their family. 
Mary’s Place Childcare Centre follows the BC Ministry of Education Early Learning 
Framework. 
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The principles of the Early Learning Framework are: 
 Children are strong, capable in their uniqueness, and full of potential. 
 

• Families have the most important role in contributing to children’s well-being and 
learning. 

• Educators are researchers and collaborators. 

• Early years spaces are inclusive. 

• People build connection and reconnection to land, culture, community, and place. 

• Environments are integral to well-being and learning. 

• Play is integral to well-being and learning. 

• Relationships are the context for well-being and learning. 

• Learning is holistic. 
 
More information on the Early Learning Framework can be found here: 
https://www2.gov.bc.ca/gov/content/education-training/early-learning/teach/early-
learning-framework 
 
 
DIVERSITY AND INCLUSION (Policy GOV017 AND MP006) 
The Society of Saint Vincent de Paul (SSVP) is committed to recognizing, respecting, 
celebrating, and supporting diversity among persons served, staff, students/volunteers, 
and the broader community. SSVP strives to provide a diverse and culturally competent 
programs which supports the following principles: 
 

• Inclusiveness - by decisions that include the views, opinions, and perspectives 
from a broad range of interested participants. 

• Community - by reflecting and supporting the diverse community around us. 

• Valuing Differences - by valuing and welcoming diversity among staff, volunteers 
and individuals receiving services. 

• Employment - by working towards a workforce that reflects diversity, and a work 
environment that is free from all forms of harassment and discrimination. 

• Access to Service - by working for equitable access to services for a diverse client 
group. 
 

  

https://www2.gov.bc.ca/gov/content/education-training/early-learning/teach/early-learning-framework
https://www2.gov.bc.ca/gov/content/education-training/early-learning/teach/early-learning-framework
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ACTIVITIES (Policy MP021) 
Educators will adhere to the Community Care Licensing Regulations Section 48. We have 
active play and physical literacy in our daily programs for a minimum of 60 minutes per 
day per program. 
Our centre has been carefully designed to ensure it is a safe, comfortable environment 
that will accommodate the abilities and needs of all children. Our goal is to promote good 
health, safety, and nutrition for all the children at Mary’s Place. 
Educators will provide: 

• a clean, well-maintained, safe environment  
• opportunities for learning how to take care of their bodies and develop self-help 

skills 
• opportunities for both rest and exercise with indoor and outdoor activities daily 
• opportunities for physical, social, emotional, cognitive growth at the child’s own 

pace 
 
ACTIVE PLAY AND PHYSICAL ACTIVITY (Policy MP008) 
The educators, staff and management acknowledge the importance of active play and 
physical activity behaviours that contribute to good health and overall wellbeing.  This 
policy confirms our commitment to: 
 

• encourage children to engage in a range of child-initiated and adult-guided 
physical activities within the educational program 

• Promote the importance of a healthy lifestyle, which includes being physically 
active every day. 

 
As a health promoting service, we will promote active play and physical activity for 
children, educators, staff and families through learning, policies, creating a safe and 
healthy physical and social environment and developing community links and 
partnerships. 
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STAFF QUALIFICATIONS AND RATIOS (Policy MP005) 
 

Mary’s Place Childcare staff are trained and certified as early childhood educators, ECE 
Assistants, infant and toddler Educators and special needs educators, as specified by the 
Child Care Licensing Regulations.   
Staff continue their education through workshops, conferences, and by taking courses 
that enhance their ability to support and educate the children. The Society of Saint Vincent 
de Paul of Vancouver Island supports educators by providing financial support for 
professional development and for enhancing their qualifications. 
All staff employed at Mary’s Place have the following current documentation: 

 
• Ministry of Justice Vulnerable Sector Clearance Letter  

• First Aid Certificate 

• Reference checks and resumes of experience 

• Staff Certificates (located above doorway in the cubby room of each program). 

• Some educators also hold a Food Safe Certificate 
All volunteers, co-op, and practicum students are required to apply to the Society, 
complete a volunteer application, obtain a vulnerable sector clearance letter and 
complete a program specific orientation session prior to working in the centre.  
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RATIO OF STAFF TO CHILD (Policy MP007) 
Children 12 months to 36 months 
In the infant and toddler room, the ratio of qualified staff to children is 1 staff to every 4 
children.  
 
Children 3 - 5 years old 
In the daycare room, the ratio of qualified staff to children is 1 staff for every 8 children. 
 
 
VOLUNTEERS AND STUDENTS (Policy MP005) 
Prospective volunteers are required to apply to the childcare manager for an interview 
and receive a volunteer application form. All volunteers are required to apply for and 
receive a vulnerable sector clearance letter from the Ministry of Justice prior to being 
eligible for volunteering. Once the application is approved the volunteer will complete a 
training session prior to being in the Centre.   
Students who are in an Early Childhood Education Program may have the opportunity to 
do their practicum placement at our centre to complete their certificate.  The students 
would be under the supervision of an early childhood educator and a college placement 
supervisor.  
To maintain the care and safety of the children, the number of volunteers and students 
will be limited.  
 
 
HOURS OF OPERATION (Policy MP003) 
Monday- Friday 7:30 AM - 5:15 PM 
Mary’s Place Childcare opens at 7:30 AM to welcome children and are required to pick 
up their children by 5:15 PM.  Educators have end of day responsibilities and are required 
to leave the building by 5:30 PM.  Children must be at the center by 9:00 am to attend 
care for the day.   
 
Staff leave the building promptly at 5:30 PM every day.  Parents/Guardians need to 
arrive at Mary’s Place Childcare NO LATER THAN 5:15 PM to ensure sufficient time to 
pick up their child, so that staff can lock up and leave at 5:30 PM when their shift ends.   
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LATE PICK-UP (Policy MP015) 
Parents will be charged $10.00 if your child is at the center past 5:15 pm.  An additional 
fee of $10.00 will be charged for every 10 minutes or part thereof. 
 
Parents, please phone if you are going to be late and unable to be here by 5:15 PM. If 
possible, please arrange for your authorized pick-up person to come and pick-up by 5:15 
and if they cannot, due to short notice, you will still be charged a late fee. 
 
 
SCHEDULED CLOSURES (Policy MP020) 
Mary’s Place Childcare Centre will be closed at the following times: 
 

• All Government Statutory Holidays – if the statutory holiday is on a weekend the 
childcare will be closed the following Monday. 

• Good Friday 

• Easter Monday 

• December 24th – January 1st inclusive  
The Christmas holiday season is a special time for families.   Both children and 
staff benefit from a break in the routine.  In order to meet this need, and to allow 
our staff time with their families in recognition of their dedication through the year, 
we will be closed December 24 – January 1, inclusive.  

• The centre will be closed the week before the August long weekend for annual 
maintenance, professional development and cleaning of the childcare.   
 

There will be no reduction or refund in childcare fees for staff professional development 
days, and scheduled closures.  Monthly fees are based on the annual cost to provide 
childcare and equally applied over 12 months.  The closure days are considered when 
the annual fee is determined. 
 
 
UNSCHEDULED CLOSURES (Policy HS200) 
In the event of extreme weather conditions or power outages, the childcare centre may 
be closed or opened later if staff are unable to get to work for opening time.  Some staff 
have a distance to travel, and safety is our priority. In cases where the centre must close 
with short notice the families will be contacted by phone. 
For extreme weather conditions please watch the information posted on the School 
District 63 website as the Centre follows their advisory for parents. 
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FEES, PAYMENTS, SUBSIDY AND REFUNDS (Policy MP017) 
 
On March 1 2022, we were notified that Mary’s Place had been selected to be a 
$10/day Childcare facility.  
This means your fees will be capped at $10 a day, up to a maximum of $200 a month per 
child. Partnering with child care providers and the federal government to offer deep fee 
reductions to families is part of the province’s ten-year ChildCareBC plan to ensure 
inclusive, affordable child care is a core service that families in every part of the province 
can rely on.  
Families with children enrolled in $10 a Day ChildCareBC Centre who qualify for the B.C. 
Affordable Child Care Benefit can further increase their savings. Families earning up to 
$111,000 annually (pre-tax), or higher in some cases, may be eligible. For some parents, 
the combined savings from the benefit and their centre becoming a $10 a Day site will 
mean being able to access child care at no cost. 
 
Full Week and Part Time Childcare 
Due to the high demand for full day care, Mary’s Place does not offer any part time care 
for children.   
 
Payments 
 
Our policy is that fees are charged on a flat rate. If a child misses a day due to illness, 
vacation or statutory holidays, no deductions will be made, as these scheduled absences 
are already factored into our centre’s operations.  
 
When enrolling your child at Mary’s Place there is a $50.00 non-refundable registration 
fee.    
 
 Fees are due on the first of each month and can be paid by using the Parent App or 
paying in the Admin office. Parents will sign a PAD form when they have been accepted 
to the Centre in case there is ever an issue with Parent App. Parents are responsible for 
communicating any issues with fee payments prior to the due date of the fees to the 
Finance Department. 
 
If fees are outstanding after the first 5 business days of the month the child will not be 
accepted at the childcare on the 6th business day or any subsequent days until the fees 
are paid in full.  
 
There is an NSF (Non-sufficient Funds) charge of $25.00 for returned cheques. 
There will be a late charge of $25.00 if the monthly fee has not been paid by the 1st of 
each month.   
 
Yearly receipts will be issued for Income Tax purposes to parents for their net daycare 
fees paid by the family.   
 
It is the parent/guardian’s responsibility to keep all information required by Mary’s Place 
and the Child Care Subsidy Branch (if required), current. This includes such information 
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as: parent contact information, family income and family details.  (i.e.: relationship status, 
work/school status, reason for care, etc.) current with the Child Care Subsidy Branch and 
Mary’s Place Childcare Centre. 
 
Refunds  
 
No refunds will be given of fees paid by parents/guardians when a child is removed 
from the childcare program part way through a month.   
 
There will be no reduction or refund in childcare fees for staff professional development 
days, and scheduled closures. 
 
Affordable Child Care Benefit Subsidy  
 
If applying for Child Care Subsidy from the Province of BC, it is the parent/guardian’s 
responsibility to fulfill all the requirements of the Child Care Subsidy Branch to maintain 
the childcare subsidy. 
If a parent/guardian is eligible for subsidy they must provide Mary’s Place Childcare 
Centre with copies of the applications and supporting documents.  The subsidy 
acceptance letter must be received by Mary’s Place Childcare Centre Prior to attendance.  
If parents wish to start their child before subsidy acceptance, full fees will be required.  
The parents will be reimbursed their fees when the subsidy is received.  
Renewal of subsidy must be started two months before subsidy expires. Copies of 
application forms must be kept on file until the acceptance letter is received.  
The Society of Saint Vincent de Paul, through the accounting office, will give parents at 
least two months’ notice that their subsidy will expire and needs to be renewed, so that it 
will continue without interruption in childcare. 
 
ACCEPTANCE, WAITLISTS AND GRADUAL ENTRY (Policy MP002) 
The number of children in the childcare centre is governed by the Community Care 
Licensing Regulations.  Acceptance into Mary’s Pace Childcare is established based 
upon a commitment to the residents of Rosalie’s Village and after them, the community 
at large.  
 
The waitlist at Mary’s Place Childcare is not ‘first come, first served’. 
Acceptance Criteria (in priority order) from the waitlist 

1. Younger Siblings of children already enrolled in Mary’s Place Childcare  
2. New Children that reside in Rosalie’s Village  
3. Children of staff of the Society of Saint Vincent de Paul of Vancouver 

Island 
4. Children from the community  
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Special consideration will also be made for applicants from the community who 
are: 

• Single parents 

• Young parents (under 25) who are enrolled in post-secondary education 
or returning to full time employment 

 
Please note: Children who are currently enrolled in the 12 months to 36 month program 
will receive first priority in the Daycare 3 – 5 year old program.  Families do not need to 
reapply for a spot in the older program. 
 
Each child will be accepted on a probationary basis for a one-month period, at which time 
the suitability of this centre for your child will be reviewed. If after the review it is 
determined that the child needs additional support outside of what the centre can provide, 
the centre may recommend one or a combination of the following: 
 

• An extension of the probationary period in order to provide time for a child to settle 
in.  A review of the child’s progress will be provided to parents at the end of the 
extended probationary period. 

• An assessment from an outside source to provide additional support to the child. 
 
Wait List  
 
Please note: The Society has determined that at this time, it must limit the number of 
children on the waitlist for both programs.  It is important to be transparent with families 
about the reality of the waitlist situation in both the Toddler and Daycare 3-5 Program.  
This list has been capped to ensure that families on the list have a reasonable chance of 
being offered a spot.   
 
When an interested parent contacts the centre to inquire about an availability the 
Childcare Manager will explain the current enrolment situation.  If the parent is wanting to 
have their child’s name added to the waitlist, they will be asked to provide information 
including the child’s name, birthdate, current contact information for the parents and date 
care is need.  They are advised that being added to the list does not guarantee a spot will 
be made available at the requested time.  Once the family provides the information, the 
Childcare Manager will send an email confirmation that the child is on the list.  
 
The Childcare Manager will contact the parents on the waitlist every quarter and ask them 
to confirm that they want to stay on the list.  
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Children will be removed from the waitlist: 
• At the parents’ or guardians’ request 

• If the family has moved away or the phone number is out of order 

• If the Childcare Manager makes attempts to reach the parents but the parents do 
not return the phone call in a reasonable time 

• If there is a violation of MP035  
When an opening in the childcare program occurs, The Childcare Manager will contact 
the parents or guardians of the first child on the waiting list by telephone. 
The manager or designate will invite the family for an interview.  
 
An offer of acceptance will be provided to the family once all the contract details are 
finalized. 
 
Gradual Entry 
 
When first attending Mary’s Place Childcare we feel it is very important for the child to 
transition into the program and get to know the staff and other children.  Each program 
has a set daily schedule and Mary’s Place has a gradual entry program at the beginning 
of their first month at the Centre. 
 
It is important for the parents to ensure that they have alternate care in place during this 
transition.  The Gradual Entry plan is based on two weeks but that may need to be 
lengthened after consultation between the Educators and parents.  
 
All registration forms and subsidy forms (if required) must be completed before your 
child(ren) can start in the programs.  
 
 
CLOTHING (Policy MP030) 
Children participate in a variety of indoor and outdoor play activities each day. It is helpful 
if your child wears washable, comfortable clothing that is appropriate for the weather.  All 
clothing should be labeled with your child’s name. 
Wet or soiled clothing will be bagged and put in your child’s cubby for you to take home 
and launder. 
Please provide: 

• Two changes of clothes, adequate supply of diapers (if necessary)/underwear and 
non-marking indoor shoes or slippers 

• In the summer, a wide brimmed hat, sunscreen, bathing suit, towel and closed toed 
shoes (no flip flops or strappy sandals are permitted) 

• In the winter; warm coat, mud suit, warm hat, and boots 
 

Emergency clothing will be available, if needed. Please return the item(s) clean to the 
childcare. 
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ATTENDANCE, ARRIVAL AND DEPARTURE (Policy MP003) 
The childcare centre opens at 7:30 AM.  The staff will arrive earlier, so that they can 
set up the program for the day.  
Please let the staff know by 8:30 AM if your child is not attending childcare for the day, or 
if you are going to be late arriving.  
When arriving, Please 
 

• Sign your child in with the time your child arrived 

• Ensure your child is ready for the day by having their breakfast and is dressed in 
a clean diaper (if required) and sunscreen applied (in summer).  Please note that 
children should not be dropped off with wet or soiled diapers. If needed a staff 
person can provide a clean diaper or pullup and the parent can use the change 
table in the hall washroom to change their child before entering the Centre.  

• Ensure the child has a healthy lunch, two healthy morning snacks and two healthy 
afternoon snacks 

• Ensure all your child’s belongings are labeled, including lunch containers 

• Ensure they have appropriate clothing for the day (coats, boots etc. and a change 
of clothes) 

• Put your child’s belongings in the appropriate places 

• Talk to an educator regarding how your child’s evening /morning have been. For 
infants and toddlers complete the daily chart to provide this info. This is very 
important as it helps the staff know and support your child as needed based on the 
circumstances of the day 

• Check for any notices 

• Take time to settle your child and say goodbye 

• Make sure all gates and doors are closed behind you 
 
When picking up your child 
 

• Arrive no later than 5:15 pm please as the educators must do their end of day 
procedures, close and lock up by 5:30 pm 

• Collect your child’s belongings 

• Contact an educator to find out about your child’s day 

• Sign your child out with the time your child is leaving  

• Make sure all gates and doors are closed behind you 
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Attendance 
 

• Parents/Caregivers are required to notify the centre if their child will not be 
attending for the day by 8:30 am. 

• If the centre has not been notified of a child’s absence and they have missed 
three consecutive days, the Parents/Caretakers will be contacted to establish the 
reason for the absence. 

• If after one week the centre has not been able to reach the parents/caregiver the 
Termination of Service policy (MP035) may be enacted. 

Attendance Following Appointment:  
It is important for young children to have predictability and a routine; we ask that 
children be dropped off prior to 9:00am, otherwise they will not be able to join us for the 
day. Special circumstances, such as an appointment or emergency, are of course an 
exception. Appointments should be discussed with your child’s educators at least 24 
hours prior and drop off time must be approved. Cut off time for appointments will be 
10:30am as anything after starts to affect the transitions for the children.  
 
If your child does have a doctor’s appointment and your child receives a shot of any 
kind, we ask that you keep your child home for the remainder of the day and monitor 
them.  
 
WITHDRAWAL FROM THE PROGRAM (Policy MP018) 
One month’s written notice is required when a child is leaving the childcare centre. If 
notice is not given one month before, your childcare fee will be withdrawn for the following 
month.  
 
Where there is an agreement between the Childcare Manager and the parent that the 
childcare centre is not a good fit for the child, then an agreement to waive the next month’s 
fees can be made with the approval of the Director of Finance and Administration.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

19 | P a g e  
Updated August 29, 2025 

MARY’S PLACE CHILDCARE PARENT HANDBOOK 

GUIDANCE (Policy MP009) 
When guiding children’s behaviour, the goals remain constant: 
 

• To assist children in developing respect 

• Self-control, self-regulation, self-confidence, and sensitivity in their interactions 
with others 

Techniques 
Positive guidance techniques will be used to encourage appropriate behaviour. They 
include: 
 

• Establishing clear, consistent, and simple limits 

• Stating limits in a positive way 

• Focusing on the behaviour, rather than on the child 

• Stating what is expected, rather than posing questions 

• Providing real choices 

• Allowing time for children to respond to expectations 

• Reinforcing appropriate behaviour, with both words and gestures 

• Providing self-calming strategies (i.e. Take a few deep breaths) 

• Encouraging children to use the educators as a resource when they cannot 
resolve issues on their own. 

Inevitably there will be occurrences of inappropriate behaviour. It is at these times that 
there may be a need for guidance by the Educator. The following intervention strategies, 
or combination of the strategies, will be used to help ensure that guidance is supportive, 
rather than punitive. 
 

• Gain attention in a respectful way 

• Encourage and model more appropriate behaviour 

• Acknowledge feelings before setting limits 

• Redirect or divert when appropriate 

• Model problem-solving skills 

• Offer appropriate choices 

• Use natural and logical consequences 

• Provide opportunities for children to make amends. Rather than demand a 
superficial apology, encourage genuine opportunities for children to restore 
relationships after an incident of hurt or harm. 
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COMMUNICATION (Policy MP012) 
Mary’s Place Childcare Centre supports an “Open Door” communication policy.  Parents 
are welcome to drop in and observe the program at any time. If consultation with a 
childcare educator is desired, please let us know ahead of time so that the childcare 
educator can give you their undivided attention. Telephone communication is 
encouraged. 
We ask that parents refrain from discussing contentious “adult’s issues” (with the educator 
or with other parents) in front of the children. If there is a private issue that is more 
sensitive, then a meeting can be arranged with the educator off the floor. 
Parents can expect ongoing communication with educators regarding the day-to-day care 
of their child, child developmental milestones observed, any changes that may affect the 
family, program activities and centre operation. 
We must always be able to reach you.  Please let us know immediately of any changes 
in address, phone numbers, class schedule, or place of work; or if there is a change in 
the people who are authorized to pick up your child. 
Parents who have concerns are urged to speak with their child’s educator and if not 
satisfied speak to the Mary’s Place Childcare manager.  If the parent continues to have 
concerns the parent can request a meeting with the Executive Director. 
 
COMPLAINT AND CONFLICT RESOLUTION (Policy HR105) 
The enrolling parent/s is/are encouraged to discuss any questions or concerns about the 
children’s program or our procedures with educators or the manager.  If a conflict arises, 
the goal is to resolve differences of opinion and find solutions that everyone can accept.   
 
We are committed to providing a caring and supportive environment for our children and 
families.  If there is a problem, a meeting can be arranged between parents and staff to 
define the issues, state points of view and identify solutions when possible. The procedure 
for resolving complaints and conflicts within the program is available on the Society 
website at https://www.ssvpvancouverisland.ca/documents under Human Resource 
policy HR105. 
 
In the case of persistent conflicts, when all reasonable attempts to solve problems have 
failed, for the sake of the child, family, and staff, parents will be asked to make other 
childcare arrangements.  We must at times be able to accept that our childcare centre is 
not the right fit for some children and families. 
 
 
 
 
 
 
 
 
 

https://www.ssvpvancouverisland.ca/documents
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NAPPING (Policy MP028) 
Children 12 – 36 months all come with their individual sleep patterns.  Mary’s Place 
Childcare Centre will try to meet the children’s patterns while getting them into the 
routine of childcare.  Toddlers will be put to sleep on their backs until they can reposition 
themselves during sleep. They will be comforted by rocking, singing, and back rubs until 
they have fallen asleep.  Once asleep, there is a baby monitor in the toddler nap room 
and the children will be visually checked every 30 minutes. Mary’s place staff will not 
wake up a child prior to the end of our scheduled naptime, unless for means of pick up. 
Early wake ups can be disruptive to the child and the program. 
Children 3 – 5 years of age rest each day after lunch.  The length of naps depends on 
the individual child.  Naps are not mandatory; children who have outgrown naps will 
have quiet time to read books or do other appropriate quiet activities. Naps will be 
adjusted following mutually agreed-upon discussion with parents and educators. 
 
Blankets, teddy bears and other comfort items may be brought from home to be used at 
nap time to help the child adjust to the centre. 
 
Mary’s place staff are not able to deny a child should they request to lay down.  
 
 
DIAPERING AND TOILETING (Policy MP029) 
As the diapering and toileting of toddlers involves close adult-child contact, a specific 
designated educator will, whenever possible, be responsible for changing your child’s 
diapers and assisting with toileting. This is an opportunity for one-on-one time with the 
child.  The educator will involve the child by explain what is being done and encouraging 
the child to interact/help as much as possible. 
 
The parent, with the childcare centre staff, will decide when the child is physically and 
emotionally ready to start to use the toilet and will develop a plan for initiating this. 
Children must be working toward independently toileting to enter the 3 – 5 year childcare 
program. 
 
WALKS AND FIELD TRIPS (Policy MP031) 
The educators will take the children off premise for walks or field trips.  The childcare 
centre will inform parents and get written permission for all off-site trips. Some of the areas 
that the children visit are the garden area behind Rosalie Village, Brydon Park, 
Commonwealth Pool, and other local child-friendly sites in the community, such as the 
library, pet store, or grocery store. The 3-5-year age group uses the public bus for 
transportation.   
 
Throughout the year opportunities arise that the educators feel would be beneficial for the 
children.  The centre will always notify the parents and ensure that signed permission 
forms are on file prior to taking out the children.     
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LUNCH AND SNACKS (Policy MP019) 
Mary’s Place is a peanut/nut free childcare centre. 
Eating nutritious food is an important part of each child’s day. Food provided by the centre 
will be selected in accordance with Canada’s Food Guide requirements. While parents 
are expected to provide children with healthy lunch and snacks daily.  Occasionally, food 
will be provided to children in care as part of programming, such as but not limited to; 
gardening and cooking programming, celebrations and holidays or special events.  
 
Please inform the educators if any allergies your child has.  A list of all children’s allergies 
is posted in the childcare area for educators. (See allergy policy below) 
Parents are responsible for providing: 

• a healthy lunch and  

• two healthy snacks for morning and 

• two healthy snacks for the afternoon. 

• A water bottle. 
In the Daycare 3 – 5 program, all containers must be taken home daily, washed, and 
returned with food and water each morning.  The educators will replenish water in water 
bottles as children require throughout the day.  In the Toddler program, water bottles stay 
at the centre and the staff ensure they are cleaned daily. 
Please provide an ice pack in your child’s lunch, as the centre may not have space in the 
fridge for everyone’s lunch boxes. We encourage healthy snacks; therefore, we ask 
parents to pack healthy fruit, vegetables, muffins, or granola bars and no sweet treats or 
juice.   
All food that is not eaten will go home each night unless it is extra dry foods like cereal or 
crackers for the 12 – 36 month program. 
All parents will be contacted before any other food is offered beyond what the parent has 
provided to their child.  For example, on occasion a child celebrates their birthday or a 
going-away party by bringing in a small treat to share.  The centre requires that the parent 
notifies the educator of their intent to bring in a treat so that permission is granted by the 
other parents for their child(ren) to participate.   
 
ALLERGIES (Policy MP022) 
Parents/guardians need to inform the centre in writing if their child has any allergies.  
 
The centre will ensure the allergy is posted in the childcare centre for all educators to see.  
In addition, a Care Plan card will be written up documenting the steps to take and 
symptoms observed if the child has an allergic reaction.  
 
Parents will be informed immediately of any allergic reaction and the steps of the agreed 
upon Care Plan will be followed. If a child attending the childcare centre has a serious 
allergy, then all parents/guardians will be informed not to bring in the allergen to the 
daycare centre.   
 
 



 

23 | P a g e  
Updated August 29, 2025 

MARY’S PLACE CHILDCARE PARENT HANDBOOK 

ILLNESS (Policy MP023) 
We value your children’s health, as well as the health of everyone at the centre and 
without healthy educators we are unable to provide effective care. 
If your child becomes ill while at the childcare centre, you will be called to come and pick 
him/her up. All children and staff with the symptoms of the common cold, influenzas, 
COVID-19, or other respiratory diseases must stay home and self-isolate.  The educator 
will make your child comfortable as best as we can until you arrive. If you are unable to 
pick them up, then you will need to phone your authorized pick-up person to come and 
pick up your child.  
The childcare program has a daily component of outside activity, rain, or shine.  Please 
ensure that your child is prepared to go outside every day.  If you feel your child should 
remain indoors because they have a cold or not feeling well, please keep them at home 
so they can get better and join the program when they are healthy. 
 
Inability to participate in the program 
If a child is unwell and is showing signs of lethargy and cannot participate at the pace of 
the centre and its activities or the educator is unable to comfort or help the child, or the 
child shows any of the symptoms of illness below, the parent will be contacted and asked 
to pick up the child. 
You will need to keep your child home from childcare for the following conditions 
according to the guidelines from the Island Health, regarding communicable diseases for 
children in group care.  Decisions as to whether or not children are medically fit to attend 
the program are at the sole discretion of the educators. 
 
Fever—Children with a temperature of 100.4 degrees F or 38.0 degrees C or more are 
considered to have a fever. The cause of the fever could be several things (including 
teething); nevertheless, the child should be monitored at home.  A child may not return 
until their temperature has been normal for 24 hours without the aid of medication and 
the child has not developed a contagious illness. 
 
Acute Cold---   Initially, children are most contagious in the first 2-3 days of a cold.  
Coughing, sneezing, nasal discharge or runny nose, and sick children’s hands all 
continue to spread the cold germs if these symptoms are present.  Each toy that is 
touched must be taken out of play and disinfected to stop the spread of germs.  Each time 
a staff member wipes a nose, we must wash our hands.  Every sneeze blows those germs 
into the air.  Please, please keep your child at home when they are sick. Infected nasal 
discharge (thick and or discolored) could be a sign of bacterial infection.  The child can 
return 24 hours after the symptoms have subsided. 
 
Cough – Difficulty in breathing, wheezing or a persistent cough especially if choking or 
vomiting accompanies the cough.  Child can return 24 hours after the symptoms have 
subsided. 
 
Diarrhea – Diarrhea is a symptom that may indicate a bacterial or viral (gastro-intestinal) 
infection which is very easily passed from one child to another.  If the child has two bouts 
of diarrhea while in care, you will be called to pick him/her up.  The child may return to the 
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center 24 hours after NORMAL BOWEL movements have resumed. If your child returns 
and has one bout of diarrhea you will be called to pick him/her up. 
 
Vomiting – Vomiting is also a symptom that may indicate a bacterial or viral (gastro-
intestinal) infection which is very easily passed from one child to another.  If the child 
vomits while in care, you will be called to pick him/her up.  The child may return to the 
centre 24 hours after the last bout of vomiting.   
 
Antibiotic Treatment ----Children receiving antibiotics may not return to the center for 48 
hours after beginning treatment.  For an example if you start on a Sunday the child will 
not be able to attend childcare until Tuesday. 
 
Infected Eyes – If a rash or pink eye develops while the child is in childcare, the parent 
will be notified immediately and required to pick up your child and asked that they see a 
physician. 
The Child may return after he /she has been examined by the doctor and a note clearing 
the child’s health in the case of Conjunctivitis (pink eye) the child must be treated, and 
eyes should be clear for 24 hours before child may return to the centre. Bacterial 
conjunctivitis must be treated, and a doctor’s note is needed for return.   
 
Infected Skin – If your child has a skin infection, they must remain home for 48 hours.  
They may return to the centre after it has been treated, and there are no open wounds.  
A doctor’s note will be needed for their return.  All skin infections, and abnormalities such 
as warts must be covered while your child is in care to stop the spread of the infection.   
 
Earaches and Infections – If your child has the symptoms of an earache (fever and 
ear tugging etc.) you will be called to pick up your child.  Untreated ear infection is 
potentially infectious and can lead to hearing loss. Children are required to seek 
treatment and must stay home for a minimum of 48 hours with or without antibiotic 
medication for monitoring and assessment.   
 
Diaper Rash – In the event your child has a severe diaper rash with open sores, you will 
be called to pick up your child and see a doctor for appropriate medical treatment.  Your 
child must stay at home until the sores are no longer open.  If any special antibiotic cream 
is needed it must be accompanied with a doctor’s note.  
 
Communicable Childhood Disease – If you find out that your child has a communicable 
childhood disease you should immediately inform the centre so that staff can notify other 
parents with children in the program. Children who contract a communicable disease, 
such as chicken pox, mumps, measles, hand, foot and mouth etc. may return to the centre 
based on the Island Health communicable disease recommendations (which educators 
will provide).  If your child has a communicable disease, they must have a doctor’s note 
providing them with medical clearance to return to the centre.   
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Lice – When a child contracts lice they must be treated with a medicated shampoo (such 
as Nix or Results) and cannot return to the Centre until after they have been treated and 
are free of nits and lice.  Families must inform the staff right away if you find head lice on 
your child.  If head lice are found while your child is at the centre, the parent will be called 
to come and pick up your child. 
 
Rashes - If your child develops a rash while in care, the staff will immediately photograph 
the affected area and contact you.  Several contagious illnesses begin with a rash and it 
is important to document when they first developed.   
 
If the rash appears to be one of the following you will be called to pick up your child 
immediately: 

• Fifth’s Disease (also known as Slapped Cheek due to the appearance of bright red 
cheeks) 

• Chicken pox (small red itchy spots and blisters) 

• Impetigo (red itchy patches and blisters) 

• Coxsackie (also known as Hand-Foot-Mouth Disease starts with blisters in the 
mouth and a non-itchy rash) 

• Scarlet fever (strep throat accompanied by a rash that resembles sandpaper) 

• Molluscum (also called water warts) 
 

To return to Mary’s Place a child requires a doctor’s note stating they are safe to be in 
Licensed Group Care and no longer contagious. 
Children may develop other skin afflictions such as contact dermatitis or hives due to 
stressors in the environment, either through touch or by ingesting.  If a staff notices these 
conditions developing, you will be contacted to pick up the child immediately.  The child 
can return as soon as the cause is determined, and a treatment plan is underway.  
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MEDICATION (Policy MP024) 
Administration of medication in childcare is regulated by the Child Care Regulations.  This 
policy protects children, parents, and educators.  Early Childhood Educators are not 
formally trained or qualified to make “judgement calls” as to when medications are 
appropriate. 
 
Parents need to inform the educator if they have given any medication to their child before 
arriving at the childcare. 
 
SSVP will administer the needed medications (Tylenol and Camilia) to children if they are 
showing symptoms of teething. For the purpose of clarification staff follow Health Link BC 
guidelines when identifying signs/symptoms of teething. As well, SSVP will administer 
prescription medications if prescribed by a doctor. Parents are required to fill out a form 
for all medications. All medications will be kept in a locked container in the refrigerator or 
high in a cupboard out of the children’s reach.  

Parents must inform educators of any side effects or reaction that medication may cause 
in a child (drowsiness, hives, and diarrhea).  A “Medical Consent” form will need to be 
filled out by a parent for each prescription required. 
Medicine must be brought to the centre in its original container and given directly to 
staff. The label must clearly show name of medication, name of child medication is to be 
administered to and dosage. No medication can be left in a child cubby or diaper bag 
that is left in the cubby. Staff will not give a child a bottle or cup if it contains medicine at 
the childcare centre. 
 
 
IMMUNIZATIONS (Policy MP025) 
Mary’s Place Childcare Centre is required by Child Care Regulations to keep an up-to-
date copy of each child’s immunization record in case an outbreak should occur. 
 
Upon enrollment the educators will ask for a current immunization record for every child. 
If a parent has decided not to have their child inoculated, the parent will provide a signed 
and dated letter stating that they have chosen not to immunize their child and that they 
understand the importance of immunizations, side effects and dangers of not being 
immunized.  
 
If an outbreak occurs, the parent will be asked to remove the non-immunized child from 
the centre until it has been determined that the child’s health is no longer at risk. 
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RELEASE OF CHILDREN (Policy MP013) 
Children will only be released to the parent or legal guardian unless otherwise indicated 
on the registration form. The staff must be notified prior to pick up any alternate 
arrangements for picking up your child.  Picture identification will be required if the person 
is not known to the educator. Children will not be released to anyone under the age of 19. 
 

Non-Custodial Parent 
Parents must provide a copy of any custody order and photo of non-custodial parent.  If 
the non-custodial parent insists that the child be released to them, the educator will: 

• Calmly state the Safe Release policy for children at the centre 

• Ensure all children and staff are safe 

• Contact the custodial parent 

• Call police if non-custodial parent tries to leave with the child 

• Staff will not physically intervene 
 

Custody and Related Court Order 
The daycare staff cannot become involved in the marital or custody issues of the families 
that we serve. If a custody or court order exists, a copy of the order needs to be placed 
in the child's file. The guardian is responsible for providing up to date and accurate 
information concerning the legal guardianship of the child. 
 
Without a custody or court order on file, the caregiver cannot deny access to the non-
enrolling parent. If the non-enrolling parent is not listed on the pick-up list, the policy on 
unauthorized persons will be implemented. The guardian will provide all consents. 
 
 
INCAPABLE OF PROVIDING SAFE CARE (Policy MP014) 
If a parent appears to be unable to provide safe care, the educator will advise the person 
of the concern, and that the educator will phone the emergency alternate contact.  If the 
emergency contact is unavailable, the educator can offer to call a relative or a friend to 
pick up both the parent and the child.   
As per Licensing standards “in situations when an individual who appears to be incapable 
of providing safe care or is “not permitted access to a child” attempts to remove a child in 
care from the facility, the licensee/educator is obliged to consider the health or safety of 
all involved including other children in care, staff, and him/herself.” 
If the educator is unsuccessful in suggesting alternative pick-up choices, and the parent 
removes their child from the centre, placing the child at risk, staff will contact 9-1-1 
immediately and MCFD as well.  The educator will take note of the licence number of the 
vehicle if possible.   
 
 



 

28 | P a g e  
Updated August 29, 2025 

MARY’S PLACE CHILDCARE PARENT HANDBOOK 

EMERGENCY PREPAREDNESS (Policy MP026) 
In the case of an emergency, Mary’s Place Childcare Centre has access to an emergency 
preparedness container, this container contains enough emergency supplies to take care 
of all the children in the centre and the staff for at least 72 hours. 
The emergency supplies include an emergency card for each child with the child’s name, 
medical number, and emergency contacts/numbers. 
Parents are asked to provide an Emergency Comfort Pack for their child consisting of a 
family photo, extra set of clothing, formula or food, and a comfort item such as a small toy 
or stuffed animal. 
In the event of a major emergency, the daycare will shelter in the administration offices 
located at 4353 West Saanich Road.  This building is on the same site at Mary’s Place.     
Staff may call parents at any time to pick up their child if their ability to maintain the child’s 
safety is in question.  
 
 
EMERGENCY EVACUATION (Policy MP036) 
In the case of a necessary emergency evacuation of the building that Mary’s Place is 
located the children will be moved to the MUSTER point located by the senior’s 
community garden area.  Once roll call is completed, the children will be moved to the 
SSVP administration building which is located at 4353 West Saanich Road (across the 
parking lot from Mary’s Place).   When you are contacted by the educators will give you 
instructions on where to park and which access to use to enter the building in order to 
pick up your child(ren).  The children will be supervised by educators all times.   
Refer to policies HS300 – HS310 Emergency Response located on the Society website 
at https://www.ssvpvancouverisland.ca/documents 
 
 
EMERGENCY TRANSPORTATION (Policy MP016) 
In the case where a child needs emergency medical attention, the staff at Mary’s Place 
will immediately phone 911 for medical assistance and then call the parents or 
emergency contacts to inform them.  Should the child require transportation to the 
hospital, an educator will accompany the child to the hospital until a family member 
arrives to take over care. 
 
An incident report will be filed with the Ministry of Children and Families (Policy MP010) 
and with the Society of Saint Vincent de Paul.   
 
 
MISSING CHILD (Policy MP027) 
If a child goes missing from the centre the staff will immediately call 911 and give them 
a complete description of the child, along with a photograph and immediately notify the 
Executive Director.  Centre staff will then notify the parent/guardian and inform them of 
the steps that are being taken to locate their child. 
 
An incident report will be filed with the Ministry of Children and Families (Policy MP010) 
and with the Society of Saint Vincent de Paul.   

https://www.ssvpvancouverisland.ca/documents
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PHOTOGRAPHS (Policy MP032) 
You will be requested to provide consent to have your child photographed or videotaped 
by the educators or other authorized persons under contract by SSVP.  Photos or videos 
may be used in the promotion of Mary’s Place in print, web, or video format; however, 
names will not be used.   
If you do not wish your child to be photographed or videotaped regardless of the 
circumstances, please inform the Mary’s Place Childcare manager. 
   
SMOKING (Policy HR302) 
As of September 1, 2016, smoking, vape products, e-cigarettes, or use of smokeless 
tobacco are prohibited on all Rosalie’s Village and Ozanam properties.  
 
 
SCREEN TIME (Policy MP033) 
As of September 1, 2017, all licensed childcare programs must limit screen time (TV, 
computer, electronic games etc.) to 30 minutes or less a day.  

At Mary’s place screen time is not a regular part of the center’s daily routine.  

No screen time will be offered to children under two years of age.   

For children aged 2 to 5, we may occasionally provide videos in support of curriculum.  
Additionally, once a month, we will organize a day to play a movie.  Parents will be asked 
to approve these movies in advance.  

 
 
TOYS FROM HOME (Policy MP034) 
We understand that the children may love to show the other children their toys from home, 
but we ask that toys from home stay home unless they are bringing one in for Show and 
Tell.  Toys from home can get lost or broken and this can cause sad tears for our children.  
Mary’s Place Childcare has a variety of toys and material for your child to play with. 
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TERMINATION OF SERVICE (Policy MP035) 
Mary’s Place Childcare may terminate on a temporary or permanent basis the admission 
contract of a family. 
 
Unfortunately, there are sometimes reasons we have to terminate service and require a 
child to leave the Mary’s Place program either on a short term or permanent basis.  SSVP 
will do everything possible to work with the family of the child(ren) in order to prevent this 
policy from being enforced. The following are reasons we may have to expel or suspend 
a child from Mary’s Place. 

The childcare arrangements will be terminated immediately for any of the following 
reasons (but not limited to):  

• Failure to comply with Mary’s Place policies and/or the parent handbook  
• Failure to comply with the contract 
• Destructive or hurtful behavior of a child that persists even with parent 

cooperation in stopping the behavior 
• Non-payment of childcare or late fees and/or recurring late payment of fees 
• Repeated failure to pick up the child at scheduled times 
• Failure to show up for 5 consecutive days without any communication 
• Inability to meet the child’s needs without additional support 
• Blatant disrespect towards another parent/guardian 
• Refusal to follow procedures within the classroom 
• If a parent knowingly brings their child to the Centre ill or refuses to follow Illness 

Policy 
• Consistent child-rearing style differences between the parent and the childcare 

centre 
• False information given by the parent either verbally or in writing 
• Failure to attend meetings regarding concerns with a child or parental behaviour 

 

There is zero tolerance for disrespect for the staff of Mary’s Place Childcare.  Any of the 
following actions will result in termination 

Blatant disrespect towards the Educators 

Speaking disrespectfully or negatively about or to the staff 

Speaking about other programs or staff members of the Society to the staff of Mary’s 
Place 

Making false accusations about the staff of Mary’s Place, the care shown to the children 
or their commitment to the field of childcare 
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Consideration: 

There may be other circumstances beyond those outlined in the list above that would be 
cause for termination. In any case, prior to termination, a parent will be called and asked 
to attend a meeting with the Childcare Manager who will then outline the problem and 
invite the parent to work with the centre to work with the parent. 

If the termination of service is being considered based on behavioural concerns with a 
child, the following process will be followed: 

A meeting between the Manager, an Educator in the program and the parent will be 
scheduled.  At the meeting the concerns will be outlines and documentation will be 
presented of the behavioral concerns.  Support options such as information about QA will 
be made available.  A behaviour plan will be created which includes reasonable goals, 
attainable outcomes and scheduled dates for review.  Once created, the behaviour plan 
will be signed by the parent, made available to the staff and a copy will be in the child’s 
file.  

If after one month, depending upon the risk to other children’s welfare or safety, behavior 
does not improve and parental cooperation in addressing the issue is not evident, the 
parent will be asked to remove the child(ren).  The parent will be given a minimum of two 
weeks’ notice and care will be suspended permanently.  

If the termination of service is being considered due to actions of the parent/guardian, the 
following process will be followed: 

The parent will be given a letter of warning outlining the concern/detailing the incident, 
noting the applicable policy and informing the parent that should the situation arise again, 
termination of service will be considered.  

If a second incident occurs, the parent will be given a final warning which includes the 
outlining the concern/detailing the incident, noting the applicable policy and informing the 
parent that should the situation arise again, termination of service will be immediate.    

If a third incident occurs, termination of service will be immediate, and the parent will be 
asked to remove the child(ren).  The parent will be given a minimum of two weeks’ notice 
and care will be suspended permanently. 

At the discretion of the Executive Director in cases where of the violation of any of 
the above infringements is considered extreme, the decision could be made to 
terminate service immediately.   
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DUTY TO REPORT (Policy MP011) 
Anyone who has a reason to believe that a child has been or is likely to be abused or 
neglected has a legal duty under the Child, Family and Community Service Act to report 
the matter.  If a child discloses information to an educator that suggest abuse or neglect 
the education will report the disclosure to the Minish of Children and Family Development.   
The educators are not permitted to contact the parent, unless specifically directed to do 
so by the Ministry of Children and Family Development and the RCMP (Police).  The 
reporting procedures are designed to protect the child.  The Society’s concern is the 
safety and well-being of the child.   
 
 
REPORTABLE INCIDENTS (Policy MP010) 
Childcare licensees, such as Mary’s Place Childcare are legally required under the 
Community Care Licensing Regulations to report when a child is involved, or may have 
been involved, in a reportable incident while in care. 
The list of reportable incidents includes aggressive or unusual behaviour, attempted 
suicide, choking, death, disease outbreak or occurrence, emergency restraint, emotional 
abuse, fall, financial abuse, food poisoning, medication error, missing or wandering 
person, motor vehicle injury, neglect, other injury, physical abuse, poisoning, service 
delivery problem, sexual abuse, unexpected illness. 
An incident report will be filed with the Ministry of Children and Families (Policy MP010) 
and with the Society of Saint Vincent de Paul.   
 
 
SSVP AND MARY’S PLACE POLICIES 
A complete set of the Society of Saint Vincent de Paul and Mary’s Place Policies are 
available to the public on the Society website at  
https://www.ssvpvancouverisland.ca/documents 

https://www.ssvpvancouverisland.ca/documents
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