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Introduction

Paragon Kids Inc. was created by Ashley Hendriksen, a passionate Early Childhood Educator with a keen
desire to make a difference in the early education of young children. Ashley has worked with in every
classroom age group, as an Assistant Director, Director and has opened several large daycares for big
daycare companies. Ashley designed the curriculum and environment to specifically cater to children’s
emotional development with the knowledge that developing these skillsets at a young age is what truly
sets children up for success in all aspects of life.

Programs & Curriculum
Paragon Kids Inc. brings nature indoors and focuses on a nature-based learning environment.
We emphasize our learning around an Emergent Curriculum, allowing children to learn through
play and their interactions with their peers. We foster building a child’s emotional 1Q as a
foundation to lifelong learning. Interpersonal and intrapersonal are key factors in strengthening
a child’'s emotional IQ. When we look at a child with strong intrapersonal skills, we see them able
to self-regulate, having initiative and curiosity about the world around them. They have positive
ideas about themselves as an individual and understand their strengths and weaknesses while
feeling confident about both. When we look at a child with strong interpersonal skills, we see
conflict management, teamwork, listening and strong communication. Both inter and
intrapersonal skills play a huge role in the developing minds of young children. They learn skills
to navigate social situations and develop curious learning behaviours that strengthen their
creative and critical thinking skills. This foundation they will carry with them throughout
childhood and into their adult lives promoting success in academics, careers and relationships.

Paragon Kids Inc. offers additional programs such as yoga, meditation, drama and music to
further support the development and strengthening of their emotional Q. These programs will
enhance children’s gross motor development, body awareness, sensory exploration and build
self-confidence. Paragon Kids will foster school ready academics by providing children the
knowledge base to set them on the path to success when entering elementary school.

Care & Supervision

Teaching Philosophy
Paragon Kids Inc. believes in providing children the tools they need to make effective and thoughtful
choices. Our Teachers use a calm and open approach to learning and help children to understand their
wants and needs and how to communicate them effectively. We believe in allowing children to work
through struggles independently or with gentle guidance to foster the development of conflict
resolution. We use a progressive approach to behaviour guidance where children are encouraged to
express and explore their strong emotions while being taught how to do so safely. Our Teachers seek
first to understand and help our children to understand as well. Our Teachers follow an Emergent
curriculum by observing and discovering the interests of each child to plan and implement their
programming to then elaborate and explore those interests further. Paragon Kids Inc. expands children’s



Paragon Kids Inc. Parent Policy Manual
March 2024

creative boundaries, encouraging curiosity in their play, learning, relationships and the world around
them.

Behavioral Guidance
Our progressive behavioral guidance approach is designed to develop children’s self-esteem and
promote the development of self-control, problem-solving skills and conflict resolution. Our goal is to
help children understand their strong emotions and manage them effectively. This is achieved by using
a proactive approach based on an in-depth knowledge of child development, the learning environment,
age and developmentally appropriate programs. Paragon Kids Inc. implements programming by
Second Step which teaches children emotion management, friendship skills and problem solving,
listening, focusing attention and communicating wants and needs. Teachers of Paragon Kids Inc. are
trained to use a pro-active approach to behavior guidance by anticipating potential problems and gently
providing guidance to assist children with positive communication tools. When children are experience
strong emotions and may be struggling to manage them, our Teachers will guide or assist children in
accessing the PK Toolbox. The PK Toolbox provides children with a tangible tool kit to walk them
through understanding and coping with their strong emotions. Furthermore, Paragon Kids Inc. regularly
implements and provides the following in efforts to mitigate frequent conflicts within the classrooms and
outdoor play area.
o Provide a sufficient number of activities that peak, stimulate and challenge children’s interests
and abilities.
o Provide ample opportunities for children to independently make their own choices and problem
solve on their own.
Teacher use positive directions and language within the classroom
Clear, consistent, developmentally appropriate boundaries and Expectations are set.
Teachers and all employees model appropriate behaviors such as saying please and thank you.
Teachers provide acknowledgement and understanding of children expressing their wants and
needs.
Provide real choices to children throughout the day.
o Listening to the child's feelings and offering suggestions to manage the problem effectively. In
accordance with the provincial daycare act, Paragon Kids Inc. will not permit any of the following:
o Corporal punishment including, but not limited to, striking a child directly or with any physical
object, or shaking, shoving, spanking or other forms of aggressive physical conduct.
Require or force a child to repeat physical movements.
Use harsh, humiliating, belitting or degrading measures of any form, including verbal,
emotional or physical, that would humiliate the child or undermine his or her self-respect.
Inflicting any bodily harm on children including making children eat or drink against their will.
Confine or isolate a child using a locked or lockable room or structure, chair, car seat, stroller,
or other device for the purposes of discipline or in lieu of supervision, or deprive a child of basic
needs including food, toilet use, shelter, clothing or bedding.

O O O O

PK Toolbox
The PK Toolbox provides children the tools they need to recognize and manage strong emotions and
fosters healthy neurological pathways to solving problems, conflicts or managing emotions in the future.
Inside a PK Toolbox you will find a selection of labeled images of emotions and tangible coping
mechanisms. Coping mechanisms are a variety of sensory activities from feathers, counting tools, balls,
rain makers etc. Every classroom has their own toolbox that teachers can customize as they see fit to
meet the individual needs of their group of children. Personalized toolboxes can be created as part of a
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child’s care plan when and if needed. Infant toddler and 3 to 5 groups have age appropriate Toolboxes.
Teachers will explain and teach the children how to access and utilize their classrooms toolbox regularly
during circle time.

How is a PK Toolbox used?

1. Children recognize the need to access the toolbox or can be gently guided to it. Teachers
may sit with children if the child needs support.

2. Children Identify their emotion(s) either on their own or with support from their teacher.
Teachers will use the “seek first to understand” approach before assuming a child’s
emotions.

3. Children will then choose their coping mechanism. Children and teachers will learn to
understand which coping mechanisms work best for them over time so using the Toolbox
will become easier and more effective.

4. Children choose when they are ready to re-enter play. Teachers will allow children the
time they need and the decision to choose how they re-enter play.

When children are first learning to use the toolbox, teachers will give them suggestions and
choices that may be helpful.

Safe Release of Children
Children will only be released to authorized individuals indicated on your child’s admission forms.
Parents and guardians must notify their Director or caregivers if they will be picked up by one or more
of these individuals. If notification is not given prior to an authorized individual arriving for pick up, the
Director or caregiver may choose to keep your child on site until they are able to contact the primary
guardian. In the event that a parent or guardian requires pick up from an alternate person not listed as
an authorized individual, the Director will require in writing, the first and last name of the person to be
picking up along with a description or photo of the individual and ID must be presented at the time of
pick up. Staff may ask any individual, guardian or parent to show their ID at any time. Staff also may ask
for ID if they do not recognize a child’s caregiver to make sure they are in their file. We will not release a
child to anyone (other than a parent/guardian) under the age of 16 including siblings. Written
permission will be required if a parent requests a youth under the age of 18 to pick up.

When an authorized person arrives to pick up a child and a staff member suspects that the person is
unable to provide safe care (for example, is under the influence of alcohol).
1. The staff member will attempt to engage that person, as a means of further assessing his/her
condition.
2. During this time the staff member and the person can develop strategies to minimize risk: e.g.
calling a friend or relative or arranging alternate transportation.
3. Should that person persist in taking the child and the staff member feels the child is in danger;
the staff member has the legal obligation to inform the Ministry for Children and Families.

Further, if unsafe operation of a motor vehicle is involved, the staff member
will report to the RCMP with a description of the vehicle and its probable destination if
possible.
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Emergency Drrills, Training & Equipment

Fire Drills
As mandated by BC Childcare Licensing Regulations and the local Health & Fire Authorities, Paragon
Kids Inc. practices monthly fire drills. Practicing these drills monthly allows staff to safely evacuate
children in a timely manner in the event of a fire. The Director logs and evaluates each drill to address
the effectiveness and safety of the evacuation. If the Director feels it is necessary, these drills may be
practiced again within any given month. You will be notified of fire drills by your Director. In the event
that you are dropping your child off or picking them up during a drill, we ask that you wait until the drill
is over and your child is back in their classroom or you may stay with your child within their class group.
When removing children off site to practice these drills it is essential that teachers are able to accurately
count the number of children in their care before, during and after the drill is complete. Once your
teacher has advised you that it is safe to do so, you may continue with your drop off or pick up. The fire
drill evacuation site is located in a safe area within close walking distance to Paragon Kids. Please ask
your Director if you wish to see the Fire Safety Plan, outlining the location of your center’s evacuation
site.

Emergency Plan
In addition to our monthly Fire Drills, Paragon Kids Inc. practices lockdowns as part of our emergency
planning and preparedness. Our teachers are trained upon hire and practice emergency procedures
regularly. Some emergency situations may require that information be withheld until a situation is
resolved. Our caregivers will implement lockdown and call police if there is any reason to believe that
imminent danger to children and caregivers may exist. In this event, everyone will move to a designated
location. Police will respond to the caregiver or Director and no one will enter or leave the building until
the situation is resolved. It is crucial that parents and guardians keep their mobile phone numbers and
email addresses are up to date at all times in the event Paragon Kids must contact you. The first instinct
of parents is to either phone the centre directly, try to contact their child, or to go to Paragon Kids facility.
Parents are asked to refrain from doing any of these. Roadways need to be kept clear for responding
emergency vehicles and other emergency responders. If you receive a message that a lockdown is
occurring, do not travel to your child’s centre. Instead, you will receive a message to tell you where our
designated location is and where you will be able to pick up your child if different than Paragon Kids
centre. At this location you will receive information which will be provided by police and Director or
caregiver. This location is far enough from our location to maximize your safety and that of others. Be
assured that every effort will be made to keep you informed as to what is happening during the event.
After a lockdown, you may be asked to go to Paragon Kids Inc. or to wait where you are until your child
is brought to your location. If your child has a mobile phone, we also ask that you not attempt to phone
your child. During a lockdown situation, everyone must remain quiet and a ringing cell phone may draw
undue attention to the secure location where your child and his/her classmates are located. Aside from
lockdown procedures, we will also implement a precautionary shelter in place if there is an unrelated
emergency situation occurring outside the building or in the neighborhood that could potentially
present a danger to the children or caregivers. In this situation all doors will be locked and monitored
to control entry. We also ask that you do not arrive at our location unless asked to do so by the Director
or caregiver during a shelter in place lockdown situation. Our facilities are equipped with emergency
kits to provide the essentials of food, water and emergency supplies for all children and staff for up to
72 hours. In the event of an earthquake, staff will be trained to direct themselves and children into save
positions within the centre. Staff will regularly perform drills to ensure the children can navigate these
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drills in the event of a critical emergency. Teachers will call out their earthquake command where
children will then be directed or assisted to drop, cover and hold until the shaking stops. Staff and
children will stay away from windows, shelves and other hazards. If staff and children are outside, they
will stay clear of overhead hazards. When able to safely do so, your Director will contact you to notify
you of the situation and its outcome. You may be instructed to pick up your child from the centre in the
event that the environment is no longer safe or if your child is in distress. In the event of a minor
earthquake and the centre remains a safe environment and the mental well-being of your child(ren) has
been addressed, a notification will be sent out to parents and guardians and care will continue. If at any
time, your centre experiences a power outage your Director will notify BC Hydro and follow steps in
place designed to navigate the safety and ability to provide care to your child(ren). In the event where
power is, or if known to be out for an extended period of time, the Director may decide to temporary
close the facility until power is regained. In this event, the Director will contact parents or guardians to
pick up their children and notify their Licensing Officer of the temporary closure. You will be notified
when your facility is able to continue providing care for your child(ren).

Health

Incident Reports
Caregivers of Paragon Kids Inc. use incident reports to document all minor and major incidents.
Caregivers diligently document any and all accidents or injuries as we understand some injuries can
occur without being visible. Incidents can involve but are not limited to; minor scrapes and bumps,
aggravation of existing minor or major injuries, falls, trips or bumps with no visible or expressed injury,
choking or major injury such as deep lacerations or broken bones. Furthermore, indecent reports will
be completed in the event where a child has experience emotional distress. Parents and guardians will
be notified of any emotional distress or incidents where an injury involves broken skin, broken bones or
bumps or injuries involving the shoulders and up. We aim to keep you informed on your child’'s day and
eliminate any surprises at pick up which is why you will receive phone calls from your Director even in
the event of minor incidents. Some incidents are reportable to Child Care Licensing, in the event your
child is involved with a reportable incident, your information will be provided to the Licensing officer
assigned to your center and they may contact you to follow up. For more information on reportable
incidents by Child Care Licensing, please speak with your Director.

Inclusion
At Paragon Kids Inc. we welcome diversity and focus on inclusion. We believe it is our job to provide all
children a safe, accessible environment that meets the individual needs of each child. Upon registration,
notify your Director of any additional support your child or family may require during your time at
Paragon Kids Inc. We will make every effort to make changes or adjustments where possible to serve
your individual needs. Ensuring we offer inclusion to the physical and mental requirements of your child
and family will be a continued effort and your feedback and suggestions will foster that progression. To
ensure your child’s mental needs are being met equal to their physical needs, our teachers will regularly
assess and document your child's development through developmental checklists. In some events, our
teachers may feel it necessary to document behaviours of your child which will be done in the form of a
behavioural report. These reports are a tool used by Paragon Kids and our teachers to appropriately
documents behaviours and evaluate potential triggers to better support your child’s needs. You will be
included and notified on any behavioural reports written relating to your child. In some cases, we may
recommend additional support within the classroom. We understand that early intervention is the key
to your child’s success and that working together as a team with parents and caregivers will set your
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child up for a bright future. In the event that additional support is suggested for your child, your Director
will ask for your permission to connect you with our local family outreach team, from there, they will
discuss with you what the best supports for your child may be. If you think your child would benefit from
additional supports and you have not been approached by your Director or caregiver, please reach out
and we are happy to connect you.

Medications & Allergies
Unexpired and age appropriate non-prescription and prescription medications, ointments, and creams
can be administered to your child by caregivers if needed. You are required to fill out the proper consent
forms as supplied by Paragon Kids Inc. and must supply all medications in their original containers. All
written instructions shall be valid for six months unless a shorter time period is designated by the
physician, dentist, or parent/guardian. Non-prescription medications must be accompanied by
authorization from a doctor even if it's to be administered according to the product label. The
instructions from the parent cannot conflict with the product label and must be filed with the child’s
records. Allergy and Asthma medications must be readily accessible to caregivers and inaccessible to
children. A child shall be permitted to carry his or her own asthma medication or emergency allergy
medication in accordance with established written procedures. For administering prescription
medications, we must follow the prescription instructions and the child’s name must be indicated on the
prescription. Send proper and accurate measuring utensils along with your child’s medication. For safety
reasons, all medications are to be given directly to the Director and not left with your child’s belongings.
We are required to have all medications in locked storage away from children as per our licensing
guidelines. If you have given your child any medication prior to bringing them into our care during a
time frame that may affect the timing of the next dosage, you must notify us. If your child has a physical
condition that requires specialized personal care, these needs will be discussed with the Director and
arrangements made within your child’s individual program plan. If your child has allergies, these are to
be noted in your admission forms which are to be complete prior to your child being left onsite. If these
documents are not completed prior to five days before your child’s first day, you may be asked to wait
on site until your Director has entered your child's information and provided it to your child's caregiver.
In the event where your Director is not able to enter your child’s information on the day it is received and
create appropriate postage of your child’s allergy or medical alert, you may not be able to drop your
child off for up to five business days following the date of when the Director received your child’s
admission forms. No reimbursement of fees will be provided so please ensure your admission forms are
completed within the requested time frame.

Training
All caregivers are certified in Emergency First Aid and CPR. If a child requires medical attention,
caregivers will handle emergency medical treatments for which they are trained. If the situation is more
serious, we will immediately contact 911 and/or inform you. If you are unavailable, we will contact your
designated emergency contact. In the rare event that you or your designated contact is unavailable, or
your caregiver deems it immediately necessary, your signature on your child’s admission forms gives
Paragon Kids Inc. and its caregivers permission to transport your child by ambulance or a staff's personal
vehicle to an emergency center for treatment. Any costs incurred in the event that a child has to be
transported by ambulance to a medical facility are the responsibility of the parent or guardian. Your
admission forms also authorize Paragon Kids Inc. or its caregivers to authorize emergency medical
treatment, if deemed necessary by a medical professional.
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lliness
If your child is going to be absent due to illness, you are required to call your Director and notify them
of the condition of your child. We are required to document children’s symptoms for the appropriate
provincial regulator so it is appreciated if you can be as specific as possible. Do not send your child in if
there is any question of iliness. Children must be able to actively participate in the daily routine. We are
not equipped to accommodate sick children. Children who exhibit any of the following symptoms will
not be accepted for care: Fever, diarrhea, vomiting, infection, persistent coughing, swollen glands,
unidentified rash, pain/aches, chicken pox, etc. These symptoms are reflective of a possible contagious
or transmittable illness and are the exclusion criteria set out for daycare facilities by the appropriate
provincial regulator that we are required to enforce and must be reported to the appropriate provincial
regulator. If your child has been diagnosed with a contagious condition by a medical doctor, they must
be excluded from our care until they are past the incubation period. Prior to your child's return we will
require a note from your child’'s physician stating that they are no longer contagious and are able to
participate in regular activities. If your child becomes ill while attending Paragon Kids you will be notified
immediately and will be expected to have an authorized person pick up your child within a reasonable
amount of time. If children are sent home ill with any of the above noted symptoms, we require that they
be kept out of our care until they have been symptom free for a period of 24 hours without the aid of
medication, such as fever reducers. This may be extended to 48 hours at the discretion of the Director if
deemed necessary. It is our policy that any child who has been prescribed an antibiotic takes it for a
period of no less than 24 hours before returning to our care. If we are informed that any other child at
Paragon Kids Inc. has come into contact with a contagious condition that your child may have been
exposed to, a notification will be posted or emailed and a fact sheet will be provided describing the
condition in detail including symptoms to look for, contagious period and exclusion criteria as set out
by Public Health Services.

Lice
Paragon Kids is committed to working with families and British Columbia Health Services to prevent and
control head lice infestation. The following procedures are intended to provide direction to parents,
students and staff in the identification, treatment and protocols for dealing with incidents of head lice.
This approach will provide consistency and support and ensure the confidentiality of the affected child
and family. It is understood that parents have the primary responsibility for this issue. Parents have the
primary responsibility for performing regular lice checks for their children. If lice are found on a child
during a home check, the parent must inform Paragon Kids by contacting the Director or letting their
teacher know. If lice or nits are found on a child while in care, Paragon Kids and their staff will respect
the dignity and confidentiality of the child and their family. The Director will contact the affected child’s
parents and information will be forwarded to them on recommended treatments and Paragon Kids'
procedures. If a case of lice is discovered, the child is to be returned to their class and the teacher must
be informed about the situation so any necessary adjustments can be made for program to continue
with alterations to ensure no other child is within close proximity and the child’s belongings will be kept
separate. The Director will send a notice out to all parents of children in the affected child's class. The
notice will inform them of the presence of lice and ask them to check their child. The affected child is to
return to care after the appropriate lice treatment has been administered. The Director will determine
what further action(s) may be required to support the child, family and program.
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Sun Safety
Outdoor activities provide fresh air and exercise that is important for children's health. However, too
much sun can cause dehydration or heat exhaustion and may lead to sun burns, eye damage, and even
skin cancer if the proper measures are not taken to protect children. At Paragon Kids Inc., we help
prevent these problems by teaching and practicing sun safety with children. Our outdoor times are
scheduled around peak sun hours and there are a number of options on our natural playground for
children to play in the shade. Sunscreen (minimum SPF 30) is applied prior to children going outside
and is reapplied for afternoon outdoor activities. Parents and guardians are required to provide this
sunscreen to the centre while being aware of a nut derived ingredient contained in some sunscreens
called “arachidyl oil”. Please ensure your child's sunscreen does not include this ingredient to protect
the safety of children with nut allergies. If your child’s sunscreen contains arachidyl oil, it will be sent
home and not applied to your child. Our caregivers encourage children to practice sun safety by acting
as positive role models for them and wearing light clothing to cover up, sun hats and sunglasses for
outdoor play. All children are provided with drinking water while outside and water play activities are
also available to help keep children cool. There are occasions when it is too hot or humid for children to
be safely outside and we listen carefully to advisories put out by Health Canada with this regard to
keeping children inside if necessary.

Pandemic & Sanitation
Paragon Kids Inc. maintains strict cleanliness/hygiene standards. Caregivers and children practice
proper hygiene and universal precautions on a daily basis in an effort to prevent the spread of germs.
Hands are washed thoroughly with warm water and soap before and after meals, before and after
administering first aid, after toileting, before and after sensory play activities and throughout the day as
required. Individual paper towels are used for drying hands. Each child has a separate crib, cot or mat,
with bedding that is washed and sanitized weekly. In some cases teachers may feel it necessary to
increase sanitation of bedding to twice per week. Parents are responsible for washing blankets and
pillows as necessary, if your child’s bedding is placed in their cubby, please ensure they are washed and
brought back for their next day of care. If a child has an accident, we will provide extra bedding and
linen. Each classroom is equipped with a spill kit in any event where bodily fluids are spilled. Spill kits
contain gloves, garbage bags, bleach containing a higher ratio of bleach to water, paper towel, face
masks and small pilons to deter children from accessing that area until the spill is cleaned and sanitized.
Spill kits allow teachers to react quickly to the potential spread of germs and illness. All cups, plates,
bowls and eating utensils as well as children’s toys are sanitized daily. Tables are disinfected with a
bleach/water solution before and after each use. Classroom floors are washed with a disinfectant
solution on a daily basis. Kitchen and bathrooms are cleaned and sanitized daily. Garbage is taken out
daily or more often if necessary and placed in an outside sealed garbage bin and picked up on regularly
scheduled garbage days. In addition to these regular cleaning and sanitizing routines, Paragon Kids Inc.
employs professional cleaners who come every evening to ensure the highest standard of cleanliness is
maintained. Universal precautions adopted by Paragon Kids Inc. are: Hands are washed immediately
after exposure to blood and all other bodily secretions. All cuts are covered with a sterile bandage until
healed. Disposable impermeable gloves are worn by staff treating open cuts. Blood-soiled surfaces are
disinfected with bleach/water solution or equivalent. Laundry stained with blood and other bodily
secretions is washed separately in hot soapy water. Materials stained with blood and other bodily
secretions are placed in sealed garbage bags and discarded in a lined covered plastic container. A spill
kit, as mentioned, is kept within each classroom and outdoor play area in the event of an accident
involving any bodily fluid. In the event of a pandemic, Paragon Kids Inc. will follow the instructions and
recommendations as set out by our local health authority. Hand sanitation stations will be placed
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throughout the centre and scans will be made on each person entering the facility. We will only allow
one parent from each classroom to enter the facility for drop off at a time and at the time of pick up, your
child will be brought to you at the front door. Paragon Kids regularly makes every effort to minimize foot
traffic within the centre and only allows tours for prospective clients to be done outside of regular
operating hours before our cleaners have come through. Registrations are designed to be easily done
online to minimize outside visitors from spending time within the facility. If a child, family member or
other person residing with a child comes into contact with a known case of COVID-19, the child must
not attend care for 14 days from the date of contact. The child may return to care if cleared by a medical
professional and documentation is presented.

Fees, Cancellations & Closures

Waitlist
Once Paragon Kids Inc. has reached full licensed capacity of a full-time enrolment, a waitlist will be
created. The waitlist procedure will be as follows:

1. The child’s name, name of parent/guardian, child’s date of birth, email and telephone contact
information will be added to the waitlist according to the date of initial inquiry.
2. The Director will maintain the confidentiality of all families on the waitlist at all times.
3. An enlisted parent/guardian may obtain information regarding their child’s position on the tracking
sheet by contacting the Director via telephone or email. The Director may not be able to give a
timeframe for when your child will have a space available as there are many unknown variables the
Director is not able to consider.
4. When a childcare space becomes available, the child’s parent/guardian will be contacted by the
Director via email or phone call. In the case where a child’s parent/guardian cannot be contacted by
telephone, and no response is received through email within 24 hours, priority will be given to the next
child on the waitlist.
5. In the case where a parent/guardian cannot be contacted, and they fail to respond within 24 hours,
their child will maintain their position at the top of the waiting list. Once a new space becomes available
the Director will attempt to contact the child’s parent/guardian again.
6. Upon accepting the offer for childcare space, parent/guardian(s) are required to secure their space
and start date with payment of their deposit amounting 50% of their first month’s fees.
7. Children will be removed from the waitlist for the following reasons:

a) Parent/guardian requests to be removed from waitlist

b) Child obtains a childcare space at Paragon Kids Inc.

c) Child exceeds 60 months of age

d) Director has attempted to contact parent/guardian regarding space availability three times

without response.
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Registration & Fees
Parents/guardians are required to complete a detailed admission form when registering their child at
Paragon Kids Inc. These documents will serve as a contract of care between you and Paragon Kids Inc.
for the care of your child and will be placed on file at the facility. All registration forms must be completed
and submitted no later than five business days prior to your child starting with us including immunization
record, emergency contact information and consent forms. In the event where the Director has not
received your admission forms within the proper time frame, you may not be able to drop off your child,
or you may be asked to wait with your child until your admission forms have been properly entered into
our system and given to your child’s classroom and any necessary medical alerts are created and posted,
if needed.
Registration Fee and Deposit: There is a non-refundable and non-transferable registration fee of
$200.00 per child payable to Paragon Kids Inc. prior to enrollment and/or to be placed on our waitlist.
We require a deposit equivalent to 50% of your first month'’s fees as your enrollment deposit and to
confirm your offered spot at Paragon Kids Inc. This deposit is refundable at your last month of care,
provided that one full calendar months’ notice has been provided in writing advising of termination of
care. Paragon Kids Inc. shall provide a receipt for payment to a person who pays the licensee for child
care, free of charge.
Fee Payment: Fees can be paid by pre-authorized debit or credit through our online daycare app. We
do not accept cash or cheque payments. Payments are due on the 1% day of every month by 12pm. A
fee of $25 will be charged for each day that a payment is late. This will be added to the following month’s
fees or removed from your deposit.
Late Payments and NSF Charges: Any payments which are returned due to NSF will be considered a
late payment and shall be subject to a minimum $35.00 NSF charge that is payable in addition to monthly
child care fees to bring your account up to date. Late payments and NSF fees are due immediately upon
request from Paragon Kids Inc. If payment has not been made in full to Paragon Kids Inc. within ten
calendar days from the date the funds were first attempted to be withdrawn from your account, Paragon
Kids Inc. may terminate your child care services and may pursue legal action for collection of fees owed,
as well as any additional costs as allowed by law.
Part Time Fees & Drop-In: Paragon Kids Inc. offers full time, part time and drop-in care for children.
Options for part time days are either Tues & Thurs or Mon, Wed & Fri. Drop-in days can be booked with
as little notice as the day of and are based on availability. Full or part time registrations have priority over
drop-in’s and so drop-in days can be canceled at any time at the discretion of the Director.
Late Departure Fee: Children must be picked up before Paragon Kids Inc. closes. Parents/guardian will
be charged $2.00 for every minute their child is left in our care after closing.

Fees are still payable for days that your child is sick, storm days, family vacation days, holidays,
emergency evacuation days, statutory holidays and sudden program closures out of our control unless
otherwise stated by the Director. Paragon Kids may from time to time assess their fees and determine
that an increase may be warranted. Notice of any fee changes shall be provided to the parents or
guardians in writing at least 60 days prior to the fee change taking effect. All rate changes shall start on
the first calendar day of a month. When a child turns 3 years old, their new rate will be effective the
following month of their birthday.

Attendance & Absences
We expect that all children who are enrolled with Paragon Kids Inc. are prepared and well enough to
participate in all aspects of our program. We expect parents to respect our health guidelines and to not
bring your child if they are ill. Your child will be sent home at the discretion of the Director or present
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caregiver if it is felt that your child is not well enough to participate in our programs or poses a threat to
the overall health and safety of everyone at Paragon Kids Inc. A doctor’s note may be required for your
child to return. See “"Health” for more information.

Schedule Changes
Notification of any schedule changes must be delivered in writing to the Director at least 30 days in
advance of the requested date. Upon notification of a change, you are obligated to continue to pay for
existing services until the last business day of the following month. Schedule changes will be assumed
to be effective as of the first business day of the month after the notification period unless otherwise
requested. All schedule changes must be approved by the Director. If you wish to increase your number
of attending days, please follow these instructions and your Director will notify you of availability.
Schedule changes to increase attendance cannot be guaranteed.

Withdrawal & Repayment
Notification of withdrawal must be delivered in writing or by email to the Director with at least one full
calendar months' notice in advance of the termination date. Upon notification of withdrawal, you are
obligated to continue to pay for services until the last business day of the following month. Withdrawal
date is effective as of the last business day of a month. Following proper notice, your registration deposit
will be applied to your last month'’s fees.

Hours of Operation
Paragon Kids Inc. is Licensed to provide childcare between the hours of 7:30 AM and 4:30 PM, Monday
through Friday.

Holiday Closures
Paragon Kids Inc. recognizes all national statutory and provincial holidays and is closed on the days
indicated online at www.paragonkidschildcare.com. If any day designated as a holiday falls on a
Saturday or Sunday, then the holiday will be observed on the Monday following. Paragon Kids also
closes for a week during December and August, these dates will also be posted on our website and
updated annually.

Storm Days
Paragon Kids Inc. will not close for winter storms unless traveling is deemed dangerous by local police,
the Department of Transportation or other such officials. If it becomes necessary to close the centre
throughout the operating day due to power outage or other unforeseen circumstances, parents will be
contacted for pickup of children as deemed necessary. We ask that the emergency contacts provided
in your registration be available and up to date in the event that you cannot be contacted.

Operations

Active Play
The purpose of this policy is to ensure that children in our care are supported and encouraged to engage
in active play and develop fundamental movement skills. We encourage all children to participate in a
variety of daily physical activity opportunities that are age appropriate, fun and offer variety. In order to
promote physical activity and provide all children with numerous opportunities for physical activity
throughout the day Paragon Kids will:
o Encourage a non-restrictive safe environment for the children at all times.
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o Provide safe, developmentally appropriate outdoor areas for infant toddlers (ages 12-36
months) and for those age 3-5 years.

o Provide all age groups the opportunity of at least 60-120 minutes of daily outdoor active play
across 2 separate occasions.

o Increase indoor active play time so the total amount of active play time remains the same, if
weather limits outdoor time.

o Provide a variety of safe play materials and safety equipment for both indoor and outdoor that
promote physical activity.

Role of Caregiver
o Encourage children to be physically active indoors and outdoors at appropriate times, with both
facilitated and free play and movement.
o Provide 10-20 minutes of indoor physical activities at least 2 times daily for all age groups.

Examples of Active Play
Active play is physical activity which includes moderate to vigorous bursts of high energy, raises
children’s heart rate and may make them ‘huff and puff’ such as running or jumping. For an infant or
toddler, active play may include reaching out for a toy, rolling over, balancing in a sitting position and
crawling/walking. Fundamental movement skills are gross motor skills that involve different body parts
such as feet, legs, trunk, head, arms and hands. Fundamental movement skills include:
o Balance skills - movements where the body remains in place but moves around its horizontal
and vertical axes.
o Coordination skills - involves gross motor manipulation of objects - catching, throwing, or
kicking a ball or beanbag; balloon batting; scarf tossing.
o Loco motor skills - running, jJumping, hopping, galloping, skipping and leaping.

Food & Drink
Infants and children are born with the ability to regulate how much food and drink they require for
healthy growth and development. Caregivers are responsible for when children eat, and children are
responsible for how much they want to eat. Respecting the children’s ability to determine when they are
hungry and when they are full will promote healthy eating behaviours that will have long lasting effects.
It is important that caregivers sit with the children as they are important role models during meal and
snack times. We celebrate the many cultures within our community and encourage discussions around
different foods and menu items either provided to the children or broughtin by families. Meal and snack
times provide excellent opportunities to foster children’s self-help and social skill development. For all
snacks and meals, classroom settings provide safe and sanitary seating and table arrangements with
tables, chairs and table settings that are appropriate for the children’s ages and competencies. As
children grow and become more active, the quantity of food they eat will increase so be sure to prepare
your child enough food for their lunch and afternoon snack. Caregivers will encourage children to
respond to hunger and feelings of fullness and children are not forced to finish food that has been
served. Each child will have a placemat with their photo on it where any allergies or food restrictions will
also be posted in addition to the classroom and centre allergy alerts. Parents are required to provide a
morning snack, lunch and afternoon snack that follow the Canada’s Food Guide and are readily
prepared. Please ensure your child’s meal does not require preparation as the teacher's main focus
during meal and snack times is to role model positive table interactions and eating habits.
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Outings
Children will have regular opportunities to explore the community and surrounding resources such as
playgrounds, libraries, parks and trails as a part of our curriculum. Outings are planned in accordance
with individual program plans and parents will be informed of these special outings. Parental consent
for outings is acknowledged in the registration forms when enrolling your child at Paragon Kids Inc. with
the understanding that all outings are very carefully planned.

Screen Use
Screen time is not part of Paragon Kids Inc. programming. Tablets are used within the classrooms to log
child attendances, daily reports and developmental checklists but are not permitted to be used by the
children. Teachers may use their classroom tablets to play music. If at any time a teacher wishes to
incorporate a developmentally appropriate activity that incorporates the use of the tablet, it must be first
approved by the Director.

Rest Time
Children sleep according to individual needs. Paragon Kids offers a two-hour rest period after lunch.
After 30 minutes the children who are not asleep may engage in quiet activities for the remaining rest
period. For children who may require an additional nap, arrangements can be discussed with your
Director.

Serious Occurrence
Paragon Kids Inc. is responsible for delivering services that promote the health, safety and well-being of
the children. We are accountable to the public and to the Ministry to demonstrate that our services are
consistent with relevant legislation, regulations and policies. We will also post or send out notifications
of any serious occurrences that may occur at the centre. We ensure that there are written policies and
procedures with respect to serious occurrences to help support the children in our care and provide
greater transparency for parents regarding serious occurrences. We will report Serious Occurrences
online to the appropriate provincial daycare act.

Confidentiality
Paragon Kids Inc. strictly adheres to confidentiality practices. Any information received is for Paragon
Kids Inc. purposes and will not be shared with anyone who is not authorized, unless required by law.
Records are updated regularly and securely stored for a period of two years after children leave our
program in accordance with provincial regulations. Children’s records will be destroyed after this
period. Parents/guardians have access to their child’s records at any time. The Director will be happy to
assist you in this manner upon request.

Smoking Policy
Paragon Kids Inc. is a smoke free premises and smoking of any kind is strictly prohibited within the facility
or on the property. Be aware that parents or visitors are not permitted to walk onto the property while
smoking. Failure to follow this policy will result in the individual being asked to leave the premises. If
continued violation of this policy persists, appropriate action will be taken as decided by the Director.

Changes to this Manual

Changes to this Manual From may occur from time to time, Paragon Kids Inc. may choose to make
changes or enhancements to this Manual. In the event that a change is made, we will provide 45 days'’
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notice, in writing, of any changes or enhancements. Continued enrollment at Paragon Kids shall be taken
as consent to any changes or enhancements.

How to Make a Complaint

Any concerns may be brought to our attention in the following manners:
1. To the Director at a scheduled time when he or she is available to meet with you
2. By telephone
3. Via email to the Director or owners at:
info@paragonkidschildcare.com

4. By letter to:
Paragon Kids Inc.
PO Box 3874
Garibaldi Highlands, BC
VON1TO

If you are contacting us via letter or email, provide the best way to contact you to discuss the matter. The
Director or owners will review your concerns with you and gather relevant information if needed. You
will receive a response from the Director or owner in a timely manner. If a complaint is being made in a
disrespectful manner whether in the presence of children or not, you may be asked to leave the
premises. If you do not leave the premises immediately when asked the caregiver or Director holds to
right to contact the police. The well-being of the Director and teachers greatly impacts the well-being of
our children, furthermore, we recognize the impact of positive role modeling and interactions on the
children in our care. In the event where you are asked to leave the centre, the Director will make every
effort to contact you within 24 hours to discuss your concerns or have your concern addressed by an
owner who will then follow up at their earliest ability to do so. Your concerns, feedback and suggestions
are crucial to our mission in working within a team for your child’s development, so every suggestion is
taken into consideration and taken with appreciation.

Personnel

Director: The Director will oversee the operations and administration at Paragon Kids Inc. The Director
is responsible for ensuring all practices are in line with the appropriate provincial daycare act and all
policies, permits and licenses are up to-date.

Caregivers/teachers: Paragon Kids Inc. caregivers who will have direct contact with your child will be
screened through Child Abuse Registry and Criminal Records Check and have a current First Aid/ CPR
certificate, including infant CPR training and up to date qualifications to work as an Early Childhood
Educator.

Applicable Provincial Daycare Act: Each province is regulated by its own specific legislation. Paragon
Kids Inc. will ensure all regulatory requirements are met and/or exceeded.

British Columbia: Community Care Facilities Act
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Applicable Provincial Health Regulator: Health is provincially regulated. Paragon Kids Inc. will ensure
all regulatory requirements are met and/or exceeded.
Regional Health Authority British Columbia: Ministry of Health
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We look forward to getting to know you and your family and are excited for the role we will play in
fostering your child’s growth and development.
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