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Preface 

 

The purposes of this manual are:  

 to be the definitive source of philosophy, policy and procedure in the Corporation thus to preserve the 

integrity of the goals and values of those who established the CPE;  

 to provide a resource manual for the Board of Directors, the educators and the members of the CPE;  

 to serve as a model for others who seek to establish their own CPE charters; and  

 to provide a sound base upon which to build. It is expected that future changes will take into 

consideration the philosophy inherent in this document.  

 

 

 

 

History and Acknowledgements 

 

In 1984, staff members of Concordia University felt the University needed a CPE to serve the needs of 

parents on the Loyola campus. The University responded by providing space in an annex on West Broadway.  

 

Josée Garneau was hired as the first Director on February 29, 1988 and Garderie les P'tits Profs/The Wee 

Professors‟ Daycare opened on May 2, 1988.  

 

By the spring of 1991, the Daycare had moved to its current residence on Belmore and had expanded to 48 

children and eight educators.  

 

Susan Evans followed as Director from 1991-1997. Brenda MacDonald and Sandra Chang served as Co-

Directors between 1997 and 2003. Joy Fyckes was the director between 2003 and 2004, and Lisa Comerford 

became the director in August 2004.  

 

The Daycare also underwent a name change in 1998 when it became known as Centre de la Petite Enfance les 

P'tits Profs.  

 

We would also like to express our gratitude to those people who worked so hard to start it all so many years 

ago: Marie-France Sampson, Danuta Gajeusbi-Weston, Marion Hughes, Kathy McDonald, Elizabeth Morey, 

Shari Notorangelo, Sharon Rankin, Kathe Shannon, and Nancy Torbit.  
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1  MISSION  

The primary purpose of C.P.E. les P'tits Profs is to provide a quality childcare service for parents originating 

from the Concordia University community. C.P.E. les P’tits Profs fosters positive and open communication 

among all members. This will enable the CPE to act as an informed partner in the shared task of shaping and 

maintaining an environment favourable to a child's development.  

 

The centre is committed to offering the highest standards in childcare provided by the best qualified staff. 

C.P.E. les P‟tits Profs aims to be a model in the field of Early Childhood Education.  

 

2  ADMINISTRATIVE POLICIES  

C.P.E. les P'tits Profs is a non-profit corporation.  

 

2.1  Clientele  

The daycare offers fifty-four (54) places for the Concordia University community, approximately half the 

places are to be allocated for the children of staff and one quarter (1/4) each for children of faculty and 

students. All placement decisions are made at the discretion of the daycare Director. The CPE follows a quota 

system to ensure all areas of the university are represented and that the original intent of the CPE is 

maintained. When a child is registered in the CPE, the child’s family joins the corporation. As long as the 

child continues to attend the CPE, the family will remain a member of the corporation even if their status 

within the University changes. All members of the corporation are equal regardless of their status within the 

university. Registration of a special needs child is considered on an individual basis by the Board of 

Directors, in co-operation with the Director(s), taking into account the special needs of the child.  

 

The CPE accepts children from three months old to five years old (i.e. if they turn five after September 30: 

otherwise they are eligible to go to Kindergarten). Although the minimum acceptance age for children is three 

months, in order to provide quality care for seven babies with two educators, the number of babies under six 

months of age will be limited.  

 

2.1.1 Registration Process  

An application form will be filled when the parents contact the CPE centre and the name of their 

child will be placed on a waiting list. Please note: Applications will only be accepted once a mother 

is pregnant. Families cannot apply for a place at the CPE before a child is conceived. Applications for 

adopted children will be accepted once either a home study is complete, or there is a formal 

registration with an adoption agency. Adopted children will be given the same priority on the waiting 

list as birth children. As soon as there is a place available, parents are invited to visit. If the parent(s) 

decide to register their child (or children), a full registration takes place. The following documents 

must be filled out:  

 general information form  

 medical information and immunization record  

 emergency procedure sheet  

 pick-up authorization sheet  

 permission slip for outings  

 a fixed annual contract  

 $7.55/day ($7.75 as of January) application and supporting documents 

 

Corporation membership fees are $100.00/family per year and are non-refundable.  In addition, upon 

acceptance of their child in the CPE, a parent will pay the first month's fees. For existing families the 

membership is due each September. 

 

Any information in the child's file is confidential and no one, other than the Director(s) and the 

President, has access to this information without authorization from the official parental authority.  
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As spaces in the CPE become available, children within age-ranges appropriate for the spaces are 

registered while maintaining targeted ratios of the three categories of parent (50% for staff, 25% for 

faculty, and 25% for students).  First priority for registration is given to children of families with 

another child currently attending the centre and to children of permanent daycare staff members.  

Second priority is given to previously-registered children whose family has returned from an 

extended (six to twelve month) leave.  Then, other children on the waiting list are considered.  

Positions on the waiting list within these levels of priority are determined by when the CPE received 

the Priority Application Forms.  Registration applications will only be accepted for children who 

meet the eligibility requirements outlined in section 2.1.2.  

 

2.1.2 Eligibility Requirements  

The CPE was established to meet the needs of Concordia University staff, faculty and full time 

students. The CPE is supported by the university and therefore has eligibility requirements for the 

limited places at the daycare. The following eligibility requirements must be met at the time your 

name comes up on the waiting list and on the date the child begins at the CPE.  

 

Staff: In order to be eligible for staff spaces at the CPE priority will be given for full time permanent 

staff. It places are still available, then staff on contract, and part-time staff will be given 

consideration.  

 

Faculty: In order to be eligible for faculty spaces at the CPE priority will be given for to full time 

faculty in either tenured, tenure track, or extended term appointment positions, or part-time faculty 

with 90 credits or seniority (or equivalence of 1170 teaching contract hours for Continuing Education 

faculty) or over. If places are still available, then limited term appointments and part time faculty 

with less seniority will be given consideration.  

 

Students: In order to be eligible for student spaces in the CPE, students must be enrolled in a degree 

or certificate program and be registered for a minimum of 12 credits each semester for 

undergraduates and a minimum of 6 credits for graduate students. Students must verify registration at 

the time of acceptance at the CPE and must show verification of full time status at the end of the first 

year of their child’s CPE. 

  

Siblings: Siblings of eligible parents will be given priority for spaces in the CPE. Siblings of children 

whose parents are no longer affiliated with Concordia (see eligibility requirements) are not eligible to 

attend the CPE unless a place becomes available where there is no one on the waiting list.  

 

2.2  Administration  

2.2.1 Licenses  

The centre has:  

 an operating license from the Ministère de la Famillefor 54 places: 7 infants from 3 months old to 

17 months old and 47 children from 18 months to 5 years old;  

 an occupation license from the City of Montreal; 

 a certificate in accordance with the Ministère du Travail, concerning security in public buildings.  

 

2.2.2 Insurance  

The CPE centre has a comprehensive insurance policy.  

 

2.2.3 Calendar  

The centre is open year round based on a September 1 to August 31 calendar, and generally follows 

the Concordia holiday calendar. The first day of the new contract will be September 1st of each year. 

The centre will be closed for 13 of  the following days:  

 Labour Day  

 Thanksgiving  
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 University Staff Christmas Break  

 Rector's Day  

 Good Friday  

 Easter Monday  

 Victoria Day  

 St-Jean Baptiste Day  

 Canada Day  

 

There may be special events days when parents will be asked to pick up their children earlier than 

6:00pm.  

 

2.2.4 Sickness and Vacations  

Parents are required to inform the CPE by telephone when their child is absent. No reimbursement is 

given for these absences.  In case of fever, the child must remain at home for a minimum of 24 hours 

or present a letter from his or her doctor indicating that the child may return to the centre.  

 

2.2.5 Integration  

The transition from the summer programme to the fall programme is an important one for the CPE 

and is approached with care.  The children in the infant room will be integrated during the first week 

of the new session, once the previous group has moved up to the toddler groups.  All other new 

children will have two scheduled visits to the CPE before the fall programme begins. These visits 

will introduce the child to his or her classroom and educator(s). It is hoped that through this gradual 

integration, these children will be prepared to attend on a full-time basis once the new session begins.  

 

2.2.6 Temporary Closure  

In the event of closure caused by a factor that the centre cannot control (e.g., storm, heating failure, 

etc.) parents receive a notice in writing, if time permits, or by phone. If an emergency closure is 

necessary during the day, the centre will communicate with the parents by phone.  

 

If the parents have more than one child attending the CPE, the educator of the youngest child will 

contact those parents. In the event of a closure of more than three days, the Board of Directors will 

decide upon a course of action and notify parents as quickly as possible. Decisions to close the 

Daycare due to poor weather conditions will be taken at the discretion of the Director of the Daycare 

in consultation with the President of the Board of Directors. On potential snow days, parents are 

advised to consult CJAD radio for announcements of CPELPP closure.  

 

In case of evacuation all the children at the CPE will be brought to the upper level of the SC building, 

in the space known as “The Hive”.  In the event of an evacuation off-campus, the children will be 

taken to the Sainte Catherine of Sienna church located at the intersection of Somerled and Belmore.  

The parents will then be contacted through our emergency telephone chain.  

 

The parent only pays for the first day of closure. 

 

2.2.7 CPE Rules  

It is strictly forbidden to smoke at the CPE. 

It is strictly forbidden to bring nuts or peanuts to the CPE.  

 

2.2.8 University Resources  

In order to enhance the quality of the centre, the children will be in contact with students from 

different faculties: music, art, drama, creative dance, and early childhood education.  

 

Certain departments within the University may wish to conduct research with pre-school children. 

All research suggestions will be made to the Director(s), who will judge the pertinence of the subject 
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and consult the staff as needed. All concerned parents will be notified and will be required to fill out 

a permission slip before the child can participate in the research.  

2.2.9 Complaints  

Any person may make a complaint when he or she has reason to believe that a staff member of the 

CPE or a person acting for the director of the CPE has failed to meet an obligation or responsibility 

imposed on that person by the law or rules and regulations of the CPE or believes that he or she has 

not been treated fairly. 

 

Any person may make a complaint to the “Ministere de la Famille” if he or she believes that the 

director of the CPE has failed to meet an obligation or responsibility imposed on that person by the 

law or rules and regulations of the CPE. 

 

The CPE encourages parents who wish to communicate their dissatisfaction to contact the educator 

concerned or the director of the CPE according to the nature of the complaint. A “formulaire de 

plainte” can be submitted at any time, but the CPE encourages the person making the complaint to 

discuss the situation with the other party to try to come to an agreement first.  The CPE offers its 

services as a mediator to facilitate discussions between the two parties. The CPE can also refer the 

person making to the complaint to the “services des plaints du MF” if the complaint concerns the 

services offered by the CPE, in accordance with the law and regulations governing day cares. 

 

2.2.9.1  Reception of Complaints 

A complaint may be made in either oral or written form.  The person making the complaint is asked 

to communicate with the President of the Board of Directors of the CPE.  The President must then 

evaluate the complaint and transmit his or her recommendations to the Board of Directors.  The 

President may also choose to designate a committee that will undertake to review the situation and 

submit its recommendations to the board. 

 

The person making the complaint may remain anonymous.  If the person making the complaint does 

wish to remain anonymous, the President of the Board must ensure that the identity of the person 

making the complaint remains anonymous.  The President may encourage the person making the 

complaint to identify himself as it may be useful to contact him in order to clarify information in the 

course of dealing with the complaint. 

 

For every complaint received, the President of the Board of Directors will open a file using the 

complaint received form (annexe 1) in order to collect pertinent information concerning the 

complaint. If the complaint is in written form, the President of the Board of Directors will 

acknowledge reception of the complaint if the person making the complaint provides his or her 

contact information. 

 

If the President of the Board of Directors is absent for less than 24 hours, he or she will offer the 

person making the complaint to make arrangements to contact him or her at another moment in the 

day, and will take note of the complainant’s coordinates so that the President of the Board of 

Directors make contact the complainant at another moment in the day. If the complaint is urgent, the 

President of the Board of Directors may hand over the complaint to the next most appropriate person 

on the Board (usually the Vice-President). 

 

The President of the Board of Directors will be available during business hours in order to receive 

and deal with complaints.  In the case that the President of the Board of Directors is absent for a 

period of more than 24 hours, the person making the complaint should address his or her complaint to 

the Vice-President. 

 

2.2.9.2   Examination and Treatment of the Complaint 
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When the President of the Board of Directors receives a complaint, he or she must first determine the 

nature of the complaint in order to identify which procedure to follow. In all cases, he or she must 

note all observations and conclusions in the Complaints Received form. 

 

Any complaints concerning abuse, mistreatment, aggression or other event of a similar nature in 

regard to a child: 

The President of the Board of Directors must immediately contact the “Directeur de la protection de 

la jeunesse” for the region (DPJ) according to the procedure outlined in the guide “Négligence et 

mauvais traitements envers les enfants: prévention et intervention en service de garde”. The President 

of the Board of Directors will then collaborate with the organism to follow up on the complaint. 

 

Complaints not related to the competency of the CPE: 

The person making the complaint will be referred to the appropriate organism that has jurisdiction 

over the area of complaint. 

 

Complaints concerning the CPE or a member of its personnel: 

The President of the Board of Directors will transmit the file immediately to the other members of the 

Board in order to determine the foundations of the complaint and the procedure to follow.  The 

President will advise the person making the complaint of his or her right to contact the “ministère de 

la Famille et des Aînés” 

 

If the complaint concerns a fact or situation at the CPE that constitutes an infraction of the law, or if 

it concerns a situation where the health, safety or well-being of the children are endangered, the 

President of the Board of Directors will prepare a written report, and according to the situation and 

the recommendations of the CPE director, he or she may: 

- communicate with the person who is the subject of the complaint in order to identify ways to 

correct the situation and to ensure it does not occur again in the future. 

- call a meeting of the Board of Directors where the Board will determine the appropriate action to 

take to address the complaint. 

 

To clarify the situation, the President of the Board of Directors may, if needed, ask for a second 

meeting with the person making the complaint, or may ask to speak directly to the person who is the 

subject of the complaint. 

 

The President of the Board of Directors will communicate with the person making the complaint in 

order to transmit the conclusions and course of action taken in regard to the complaint. 

 

2.2.10 Loss of Place  

The philosophy of the CPE is to support the children and their families. However, in extraordinary 

circumstances, it may become necessary for the safety, well-being, and smooth running of the centre 

to remove, or refuse, a child a place in the CPE. Loss of place may be based on any of the following:  

    Negligence of the parents to respect the rules and regulations of the CPE as contained in the 

      Policy 

Manual and/or the Health Protocol;  

 Dishonesty related to the eligibility requirements contained in art. 2.1.2;  

 Repeated late arrivals to pick up a child as per art. 3.2;  

 Repeated late payments or NSF cheques as per art. 2.3.1;  

The CPE reserves the right to refuse or dismiss a child for any reason that it deems valid. 

Any dismissal is final and not subject to dispute by the parent, regardless of the reason for 

dismissal. Any procedures leading to a loss of place shall be brought forward by the Director 

for the Board’s attention.  

 

2.3 Finances  
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2.3.1 CPE Fees  

The fees for all children will be $7.55/day ($7.75 as of January 2017) based on the MF's 261-day 

calendar (exceptions in some years).  

Fees are payable in twelve post-dated cheques dated the first of each month. The final remittance of 

all cheques is September 15 of each year.  

 

If a parent is two months in arrears, the director(s) will notify the Board of Directors and the Board 

will decide on a course of action. Parents who do not respect the payment policy will lose their place 

at the CPE.  

 

2.3.2 Income Tax Receipts  

A federal income tax receipt will be given to parents by February 28 of each year. $7.55 ($7.75)  per 

day fees are not deductible on Provincial taxes.  

 

2.4 Police Background Check  

Since June 2004 all childcare services registered in Quebec must ensure that police impediment checks 

(attestations) are carried out at regular intervals (every 36 months) on all those individuals who come into 

regular professional contact with children. The following people are subject to an impediment check:  

 Board members  

 Permit holders, directors, (as well as their assistants and replacements), permanent and non-

permanent staff members (either salaried or unsalaried)  

 Student interns  

 Volunteers who visit on a regular basis  

 Persons who live in a centre where childcare is provided  

 

In the event that there is a change of directors, the CPE has 60 days to provide the Ministere with an 

“Absence d‟empechment” for the new director. Only volunteers who are regularly in contact with the 

children must obtain an attestation. Parents who occasionally accompany the children are not so required.  

 

The center has an obligation to inform any candidate of their intention to carry out this police check. The 

candidate cannot legitimately submit their own form to the police. The candidate gives their consent by 

signing the consent portion of the “Absence d’empechment” form.  

 

2.5 Staff Children Attending the CPE  

The CPE has a policy of welcoming its staff's children. Supportive and constructive communication from all 

professionals will be essential to facilitate the successful integration of a staff member’s child:  

 age restrictions for staff children are identical to those for other children in the CPE;  

 placement of staff children in the parent/educator's classroom will be avoided;  

 following completion of an application form staff children will be prioritized on par with siblings on 

the waiting list for placement;  

 only children of permanent staff of the CPE will be considered eligible for the CPE; and  

 if a staff member leaves the CPE, siblings of the staff children in the CPE are ineligible to attend.  

 

3  DAILY OPERATIONS 

The CPE centre is open from 7:00 to 18:00, Monday through Friday. The pedagogical activities mentioned in 

the “Educational Program” begin around 10:00 a.m. and the ratios mandated by the MF are observed 

throughout the day. Parents are requested to pick up their children at 17:50 at the latest. 

 

3.1 Schedule of Activities 

7:00am – 9:30am    Opening routines (greeting of children, communication with  parents)  

                                Free play (which may consist of the following) 

 Painting and collage art 
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 Block play  

 Dramatic play  

 Table toys (puzzles, manipulative, lotto games) 

 Books and puppet play  

 

9:00am – 9:30am   Snack and routines (toileting, diapering, and hand washing)  

 

9:300am – 10:00am Circle times  

 Thematic based story read by educators in French and/or English  

 Theme related songs  

 Familiar finger plays  

 Action songs  

 

10:00am – 11:30am Daily activities 

 Creative activities (painting, collage, coloring, water and sand play, musical 

instruments, listening to music, pretend play with items from dramatic play center) 

 Physical activities (Outdoor play with riding vehicles, climbing structures, balls and 

hoops,  

 Social activities (small group time, family grouping, circle times, cooperative games) 

 Cognitive activities (books, puzzles, story tapes, lotto and bingo games, block play, 

table toys, computer) 

 Language activities (books, music, circle time, creative activities and social 

interactions) 

 Emotional/moral activities (group activities, circle time, songs, encouraging 

independence positive role modeling) 

 Fine motor activities (beading, manipulative toys, play dough, finger plays) 

 

11:30am – 12:30pm Lunch and routines (toileting, diapering and hand washing) 

 

12:30pm – 1:00pm  Quiet time (reading books, cuddling time, preparing for nap) 

 

1:00pm – 3:00pm    Rest time (quiet activities available between 2pm and 3pm for non-sleepers) 

 

3:00pm – 3:30pm    Wake-up routines, small free play time  

 

3:30pm – 4:00pm    Snack and routines (toileting, diapering, and hand washing) 

 

4:00pm – 6:00pm    Free play, outdoor play  

 

3.2 Procedures for Arrival and Departure  

The CPE’s objective is to ensure a safe and secure arrival and departure of all children. Children must be 

accompanied by a parent or authorized guardian (14 years or older), and left in the care of an educator. When 

the child leaves for the day the parent must notify the educator. It is very important to indicate on the sign-

in/sign-out chart the arrival and the departure of the child. This is our only complete record of how many 

children are in the building at any given time and will be referred to in the event of an emergency.  

 

The CPE is not responsible for lost articles. In order to identify your child’s belongings, all items should be 

labeled. Any borrowed clothes must be returned.  
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3.2.1  Pick-up arrangements 

Parents are asked to make arrangements that will allow them to leave the daycare no later than 6:00 

p.m. It is therefore recommended that parents arrive early enough to dress their children and pick up 

their things. Parents leaving the daycare later than 6:00 p.m. are asked to sign a late form and are 

charged a penalty as follows: $20.00 for all departures between 6:01 p.m. and 6:10 p.m. and $1.00 

per minute for each minute thereafter. It should also be noted that abuse of the policy will be brought 

to the board’s attention for decision. Parents who are late on more than 3 occasions in a thirty day 

period, or 6 times in a year, risk losing their place at the center.  

 

3.2.2 Parking  

When parking their cars, parents are asked to be aware that all areas around the CPE may have young 

children walking. Their safety is our first priority.  

 

Three drop-off parking spots are available behind the CPE. These are free of charge for one half 

hour. Parents are asked to park only in front of the signs (marked "1", "2","3") on the fence. When 

parked in these spots, parents must turn off their car’s ignition.  

 

Parents are asked not to park in the two driveways along the CPE, as these parking spots are reserved 

for the staff.  

 

3.2.3 Authorized Pick-Up  

Parents are asked to fill out an authorisation form specifying the persons authorised to pick up their 

child. Parents are asked to notify an educator or director(s) by phone or in person when a person 

other than the parent is to pick up their child. If the person is not on the authorisation form, the centre 

will only release the child to that person if the parent informs an educator or director(s) in writing of 

this authorisation and receives confirmation.  

 

3.3 Routine Activities  

These are activities that fulfil the basic needs of the children. Activities such as snack time, lunch, naptime 

and hygiene are as important to the development and well-being of a child as any other. The child is learning 

new and exciting skills with regard to healthy eating habits, manners, toileting and self-help skills. Time has 

been allocated within the schedule of daily activities to permit such activities to take place at the children's 

pace. Hand-washing is practiced as a way of significantly preventing any contamination.  

 

3.3.1 Snack  

Snacks are given twice a day (morning and afternoon). Time allocated is 30 minutes per snack 

including hygiene tasks. Snack time takes place in a relaxed, calm atmosphere that allows for verbal 

interaction between educators and individual children. It is a goal to teach the children about 

nutrition. These times will serve to teach the children to be autonomous as they will be eating 

unassisted. The children, on occasion, make their own snacks as a cooking activity.  

 

3.3.2 Lunch  

Lunch will be served between 11:30 and 12:00. The time allocated is one hour. The children follow 

the same hygiene tasks as snack time. Lunches are generally served to the children in their room. In 

case of severe, life-threatening food allergies, as identified by a physician, the CPE will withhold 

serving specific foods for the duration of a particular child's stay at the CPE.  

 

3.3.3 Nap  

Excepting infants, the length of time for naps is approximately two hours for children under three 

years old and one to one-and-a-half hours for older children. However, the times may be adjusted 
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subject to observation and recommendation by the educator and subsequent collaboration with the 

parents. Infants sleep in cribs and are on individual sleep schedules.  

 

3.4 Health, Hygiene, and Safety  

The CPE maintains a rapport with both Concordia University Health Services and CLSC-NDG. The 

following are emphasized to the children:  

  the importance of hand-washing after using the washroom, playing in the sand, doing arts and 

crafts, playing outside, as well as before and after all meals and snacks;  

  good nutrition;  

  issues concerning health consciousness.  

Staff ensures that:  

  all potties are cleaned after each use;  

  all mattresses are disinfected when necessary (e.g. if a child has urinated on it);  

  sheets are washed weekly;  

  they wash their hands after each diaper change or after helping a child go to the bathroom or 

blowing noses;  

  all tables are washed before and after each meal;  

  all toys are disinfected when necessary;  

  the CPE is adequately ventilated to maintain air quality;  

  appropriate safety measures are taken when handling bodily fluids. 

As well, all the recommendations of the MF concerning hygiene are observed.  

 

3.5 Illness and Medication  

Administration of Medication: 

No medication (including vitamins) may be administered to a child by the daycare without both a prescription 

for this medication and a signed and completed form by the parent authorizing administration of this 

medication.  The daycare is not responsible for sick children and is subject to the rules and regulations of the 

Ministere de la Famille which limits the right of the daycare to administer medication. 

 
116. A childcare provider must ensure that no medication is administered to a child without the written authorization of 

the parent and a member of the Collège des médecins du Québec. 

 

In the case of prescribed medication, the information given by the pharmacist on the label describing the medication is 

proof of the physician's authorization. 

 

Despite the first paragraph, acetaminophen may be administered and insect repellent applied without medical 

authorization, provided it is done in accordance with the protocol set out in Schedule II. Saline nasal drops and oral 

hydration solutions may be administered and zinc oxide-based cream for the seat area, calamine lotion and sun cream 

may be applied without medical authorization to a child, provided the child's parent has given written authorization. 

 
118. Except for acetaminophen, oral hydration solutions, insect repellent, calamine lotion, zinc oxide-based cream for 

the seat area and sun cream, a childcare provider must ensure that only medication provided by the parent may be 

administered to a child. 

 

The label of the medication container must indicate the name of the child, the name of the medication, the expiry date, 

the dosage and the duration of the treatment. 

 

All medications must be stored in a special locked box in the refrigerator or the medicine cabinet in the 

child's room. Medication must never be left in the cubby room.  Tylenol / Tempra medication is kept in the 

pharmaceutical cabinet at the daycare and is only administrated when the child has a high fever (38.2 

°C/100.7 °F) under the arm. The parent is contacted before or immediately after the administration of the 

medication. 

**For all prescription medication administered to children, it is recommended that parents ask their 
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pharmacist to prepare two separate containers: one for the home and one for the daycare** 

 

3.6 Articles that Parents Should Bring  

The following articles, which should be clearly labelled with the child's name, are necessary for the good 

functioning of the CPE and the well-being of the children:  

Infants:  

  disposable diapers  

  formula (if needed) in individual bottles  

  baby food  

  a comfort toy or stuffed animal  

  2 pacifiers (if used)  

  2 complete changes of clothes  

Children:  

  disposable diapers (if necessary)  

  a pillow (optional)  

  a comfort toy or stuffed animal  

  a complete change of clothes  

Summer:  

  a towel  

  a sun hat  

  a bathing suit  

Winter:  

        a second pair of mittens & snow pants  

 

Children must be dressed appropriately. There should always be an extra complete set of clothing for the 

children stored in their bins.  

 

3.7 Biting Policy  

The CPE recognizes that biting is, unfortunately, not unexpected when toddlers are in group care. The CPE‟s 

policy is that biting incidents are approached from a developmental standpoint and with the goal of changing 

the biting behavior. 

  

It is very upsetting for children, staff and especially parents when children are bitten. The staff is expected to 

respond to biting incidents quickly and seriously. The educators express timely, clear and strong (but not 

frightening) disapproval of biting. The specific response varies depending on the circumstances, but the basic 

message is that biting is the wrong thing to do.  

 

Toddlers bite for a variety of reasons, for example: teething, sensory exploration, frustration, excitement, 

under or over-stimulation. The daycare‟s infant/toddler program focuses on providing: 1) appropriate 

programming to help prevent biting and, 2) when biting does occur, effective techniques that address the 

specific reasons for the biting. In the event of a biting incident, the staff have three main responses:   

1. Caring for and helping the child who was bitten.  

2. Helping the child who bit to learn other behaviors.  

3. Examining the environment and program to stop the biting.  

 

If a bite does occur, the child who was bitten will be reassured, comforted and provided with the necessary 

first aid. If the skin is not broken and the child allows it, a cold pack will be applied. If the skin is broken, the 

staff will follow medical advice; the area will be cleaned with soap and water, and covered if the area may get 

dirty. The parent(s) will be notified, an incident report will be filled and a copy given to the parent(s).  

 



CPE Les P’tits Profs Policy Manual         August 2016 

15 
 

Educators work to help the child who bit learn different, more appropriate behaviors. Techniques such as 

time-out or lecturing do not work with toddlers because their reasoning has not developed to a level where 

they can connect the punishment to the behavior. It is important to say briefly and clearly to the child who bit 

what happened and that the biting was not okay. The verbal response almost always includes an action 

response, that is, telling or showing the child what you do want him/her to do (ex, “You bit Jenny and hurt 

her. She was trying to get into your chair. You can tell her, “No, Jenny!” “But there is no biting” or “You bit 

Johnny and hurt him. You can use your hand to touch Johnny‟s cheek if he wants you to. There is no 

biting.”).  

 

When biting becomes an ongoing problem, the staff will develop a plan of specific strategies, techniques and 

timelines based on observations of the child (children), the environment and the program to determine as best 

as possible the reasons for the biting. Based on these findings, as well as consultations with the parent(s), 

changes to the environment and/or program are implemented and progress is followed. When such a plan is 

needed, the details will be shared with parents so that they will know specifically how the problem is being 

addressed.  

 

Unfortunately, because biting is a behavior related to toddler development, a guarantee that biting will not 

occur in the daycare’s infant/toddler programs is not possible. It is our goal to respond to biting incidents as 

effectively and appropriately as possible for the safety of all the children.  

 

3.8 Head Lice Policy  

The CPE observes a “no nits” policy whereby the parent(s) of the child effected will be asked to remove the 

child from the CPE setting upon discovery of nits. A child who has been treated and has had all nits removed 

can return to CPE. In addition, the CPE will institute weekly checks when lice does appear in the CPE, and 

bed sheets and blankets will be systematically sent home at the end of the week for laundering.  

 

4 POLICY CHANGES AND MODIFICATIONS  
Modifications to existing policies and/or creation of new policies take effect immediately upon approval by 

the Board of Directors.  

 

All CPE documents are available in French, upon request.  
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APPENDIX A: CODE OF RIGHTS AND RESPONSIBILITIES  

 

A.1 Rights  

Our primary responsibility is to provide safe, healthy, nurturing, and responsive settings for children and to 

recognize and respect the uniqueness and the potential of each child.  

 

All children, parents, and staff of C.P.E. les P’tits Profs may reasonably expect to use and participate in the 

services offered in a safe and civil environment. C.P.E. les P’tits Profs therefore does not condone 

discrimination, harassment, sexual harassment, threatening or violent conduct or offences against property.  

 

Definitions:  

I. Discrimination is defined as treatment which:  

1. has the effect or purpose of imposing burdens, obligations or disadvantages on members or groups of 

members; and  

2. for which there is no bona fide and reasonable justification; and  

3. when such treatment is based on one of the prohibited grounds specified in the Quebec Charter of  

Human Rights and Freedoms, that is; race, colour, ethnic or national origin, sex, pregnancy, sexual 

orientation, civil status, age, religion, political convictions, language, social condition, handicap or 

the use of a means to palliate a handicap.  

 

II. Harassment is defined as:  

1. unwelcome, vexatious conduct, directed towards a member or group of members; and  

2. which may or may not be based upon one of the prohibited grounds specified in article I(c)); and  

3. when such conduct has the effect or purpose of unreasonably interfering with a member's work or  

of creating an intimidating or hostile environment in the CPE.  

 

III. Sexual Harassment is defined as conduct of a sexual nature such as, but not limited to, sexual assault, 

verbal abuse or threats of a sexual nature, unwelcome sexual invitations or requests, demands for sexual 

favors or unwelcome and repeated innuendos or taunting about a member's body or appearance when:  

1. submission to such conduct is made, whether explicitly or implicitly, a term or condition of a 

member's employment; or  

2. submission to or rejection of such conduct is used as the basis for an employment; or  

3. when such conduct has the effect or purpose of unreasonably interfering with a member's work or  

of creating an intimidating or hostile environment.  

 

IV. Threatening or Violent Conduct is defined as:  

1. assaulting another member; or  

2. threatening another member or group of members with bodily harm or causing another member  

or group of members to have reasonable grounds to fear bodily harm; or  

3. creating, or threatening to create, a condition which unnecessarily endangers or threatens the  

health, safety or well-being of another member or group of members or threatens the damage or 

destruction of property.  

 

V. Offenses Against Property are defined as willfully or recklessly taking, having unauthorized possession of, 

damaging or destroying any property belonging:  

1. to the CPE; or  

2. to any member when such property is on CPE premises or on other premises during the course of  

a CPE-sponsored activity or event  

 

A.2 Responsibilities  

All parents and staff are expected to refrain from violating this code and are responsible to promote and 

uphold it. The Director and Board of Directors bear a particular responsibility to act in a timely and effective 

manner if they become aware of any violation of this code.  
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A.3 Jurisdiction  

Complaints with respect to a violation of this code may be made by members of the CPE in relation to the 

conduct of other members where the complainant is directly affected by the conduct in question. As well, the 

CPE, through its designated members, may make a complaint on its own behalf. The alleged violation must 

have taken place on the CPE premises (including the parking area) or on other premises of any CPE-

sponsored activity or event. Exceptionally, complaints may be made regarding an alleged violation that has 

taken place at another location, where the potential consequences of the violation may adversely affect the 

complainant’s involvement at the CPE.  

 

A.4 Visitors and Contractors  

Visitors and contractors to the CPE are expected to conduct themselves in any CPE-related activity in a 

manner consistent with this policy. Violations of this code by such persons may be dealt with as breaches of 

contract or may result in suspension of CPE privileges, such as access to the premises.  

 


