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Welcome to Monarch Child Care Society! Since 1998, we've provided quality child care and are accredited by C.A.F.R.A. We're committed to excellence and provide Licensing Reports to parents. Our Executive Director, Elzbieta Olszewska, won an Alberta Child Care Professional Award of Excellence. This handbook outlines our philosophy, policies, and operations. Feel free to drop in anytime to discuss your child, the program, or suggestions for improvement.


Dedication to Children; Inspiration for Families


Program Philosophy
MCCS is dedicated to providing high-quality child care to Victoria School families, fostering growth and relationships with professionals, students, and the community. We acknowledge and uphold professional ethics, including those of associations like Alberta Teachers, Early Childhood Professionals of Alberta, and Canadian Social Workers.

We believe in fostering self-esteem, physical skills, problem-solving, and social behavior, and offer programming that is intellectually stimulating, creative, and teaches cultural acceptance. Our Centre is a technology free zone: there is no use of computers or visual electronic media in our programming, and no personal portable electronic devices are allowed.

Expectation of Mutual Respect
Mutual courtesy between parents/guardians and staff is expected. Disputes should be directed to the Executive Director, not addressed directly with staff. Discourteous behavior may result in termination of the agreement.

Parental Involvement & Responsibilities
Parents/guardians are automatic members of the MCCS, and are required to participate in the casino fundraiser, and encouraged to volunteer on the board. 

Parents/guardians are responsible for:
· Completing enrolment forms and updating information.
· Providing custody and access arrangements documentation.
· Ensuring current contact and emergency details.
· Not sending sick children to the Centre, and notifying the Centre of child absences and illnesses via email at info@monarchchildcare.ca.
· Informing the Executive Director and staff of any factors affecting their child's behavior or welfare.
Complaints, Grievances, and Appeals Policy
Available to all parents/guardians upon starting care with MCCS, this policy ensures fair handling of issues. Complaints are addressed informally between parties. Unresolved complaints become grievances, handled by the Executive Director or the Board if necessary.

The Executive Director typically handles grievances, aiming for resolution within 10 business days. The Board may be involved if needed. Parents/guardians can appeal unresolved grievances to an Appeal Committee delegated by the Board. An Appeal Notice must be submitted within 10 business days, and an Appeal Hearing may be requested. The final decision is communicated by the Executive Director.


Complaints about non-compliance can be lodged with the Region 6 Alberta Children and Youth Services office in Edmonton.
Edmonton Region Child & Family Services 
J.G. O’Donoghue Building
2nd floor, 7000-113 Street, Edmonton, AB
T6H 5T6 
Phone: 780-427-2250 or 780-422-3355
Email: HS.Reg6CFSA@gov.ab.ca

Communication Policy
Information is shared through:
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· monthly newsletters emailed to parents/guardians.
· notices posted on entrance doors.
· committee meeting minutes posted online.
· communication via emails and/or letters.
· educational posters, documentation panels, and photographic displays in the Centre.
· informal chats with staff.
· A formal report from the Board of Directors presented at the Annual General Meeting.
· annual formal child profiles for Kindergarten students.

External Communication Policy
· The Board Chair and Executive Director respond to media or research requests regarding MCCS operations; they can delegate this responsibility in writing to another Board member or Society member.
· Members should forward external requests to the Executive Director if not delegated.
· While members are not barred from discussing their experiences or their children's experiences with media, researchers, or third parties, they should not present themselves as MCCS spokespersons.

Photo and Social Media Policy
· Private cameras, cell phones, or devices are prohibited from photographing children on Centre premises or during field trips; only Centre staff or authorized third parties may take photos of children.
· Members, staff, and participants must follow guidelines when posting MCCS-related content on personal websites or social media.
Program Policies and Operational Information
Partnership Policy with Victoria School:
· MCCS provides on-site childcare services at Victoria School, including on Professional Development days, Teachers Convention, Spring Break, Days in Lieu, Winter Break, and during the summer months (excluding building closure days).
· Meetings are scheduled with Victoria School as needed to discuss important issues throughout the year.
· MCCS holds an annual meeting with the Principal and Facilities Manager to address mutual concerns and strengthen the partnership.
· Victoria School is invited to be a member of MCCS, attend Board meetings, including the AGM, and has one voting representative if they attend.
Admission:
· Applications accepted from Victoria School students with priority given to full-time care; part-time care accommodated at the Executive Director's discretion.
· Applications accepted when a child begins kindergarten, through Waiting List Form.
· MCCS charges a registration deposit per family ($424 for Kindergarten, and $288 for Out-of-School Care).
· The Executive Director may refuse admission if it significantly impacts program operation.
Withdrawal and Termination:
· One paid month's notice required for withdrawal, with refund of registration fee minus a $50 administrative fee.
· Children may be asked to withdraw if their continuation appears detrimental, after consultation.
· Repeated failure to comply may result in termination, with an appeal option.
Hours and Days of Operation:
· Open Monday to Friday, 7:15 a.m. to 5:30 p.m.
· Childcare offered during school in-service days and holidays.
· Closed on statutory holidays and on a day in lieu of weekend holidays.
· Additional closures may occur based on the school custodian schedule.

Meals and Nutrition:
· Parents/guardians are encouraged to follow the Canada Food Guide and Alberta Food Guide for meals sent with children to Monarch.
· Nut-free meals and snacks required for children attending MCCS.

Fees
Fees are determined by the Board of Directors and reviewed periodically. Changes in fees are communicated with at least three months' written notice if possible.

· Kindergarten: $848.00 minus Affordability Grant
· Out-of-school for grades 1-6 (September – June) $575.00

*Due to extensive programming during the summer, we charge an additional $100.00 per child per month (July and August) over and above the regular childcare.

· Fees for a month of childcare are due on the first working day of that month.
· Penalty fees will be charged for NSF cheques ($20 to cover bank charges with an additional $20 administration fee).
· Parents/guardians may request receipts for tax purposes at the end of each calendar year for childcare payments.
· Parents/guardians facing payment issues should contact the Executive Director immediately; a fee payment plan may be arranged, subject to approval by the Board of Directors.
· If fees aren't paid by the 5th of the month and no payment plan is arranged, or if the parent(s) fail to comply with an accepted plan, the Executive Director will inform the Board of Directors, which may result in service termination.
· [bookmark: _heading=h.2fk6b3p]Subsidized families are responsible for paying the subsidy amount in case of underpayment by Children’s Services.




Supervision Policy and Practices
[bookmark: _heading=h.28h4qwu]The well-being of the children in our care is our number one priority, therefore, educators will closely follow MCCS practices, and always maintain an appropriate staff to child ratio.
[bookmark: _heading=h.jwtct2ywa4g3]
MCCS staff are responsible for:
· escorting Kindergarten children to and from their respective classroom/program; Monarch does not escort or assume responsibility for travel to/from Victoria School/programs for children Grade 1 and above.
· supervising students who have indicated at the start of the school year that they are eating lunch at Monarch.

*MCCS is not responsible for children who do not arrive for lunch.
[bookmark: _heading=h.cfqo6askekzq]
[bookmark: _heading=h.6xebqq4tmdrf]Drop off and pick up:
· Parents/guardians must accompany children downstairs to the Monarch facility for safety; MCCS assumes no responsibility if the child is not signed in by staff.
· Children released only to parent/guardian unless prior written notice given for alternate persons, including stepparents and Emergency Contacts. Person picking up the child will be required to produce picture ID.

[bookmark: _heading=h.t5hr4dqhc527]*Parking is available along the street on 108 Avenue and on 104 Street. 108 Avenue parking gives direct access to the main Victoria School of the Arts doors which are by the General Office. There are three stalls dedicated to MCCS.
[bookmark: _heading=h.vxop9lzckz6e]
Late and no pick-up procedures:
· Pick-up time is 5:30 p.m., with $1.00/minute surcharge for late pick-up.
· Late attendance sheet signed to verify late pick-up to licensing authorities.
· If a child is not picked up, staff contact Emergency Social Services (After Hours) and place the child in their care.


	Please visit our website at https://www.monarchchildcare.ca/.

If you have any questions, or require further details, contact the Executive Director at info@monarchchildcare.ca or 780-392 3547.
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