
 

 

 

 

 
COLONEL BY CHILD  

CARE CENTRE 
 

INFANT  
HANDBOOK 

 
For the purpose of this document, 

“parent” shall be used to designate 
“parent(s)” and/or “guardian(s)” 

 
 
 
 
 
 

 
 
 
 



Welcome to the infant program!  We hope the following information will be helpful in 
answering some of the questions you have about our program. Please feel free to call us at 
520-2600 ext. 8431 if you have any questions or concerns. We are always available to talk to 
you during your pick up and drop off times. 
 
We have 10 infants from 6 to 18 months of age nurtured by four (4) experienced Registered 
Early Childhood Educators. We believe that infants need a safe and loving environment where 
they can feel secure and learn to trust. They thrive on encouragement, freedom and 
developmentally appropriate experiences which challenge them. We nurture and foster this 
growth in all domains at a relaxed, comfortable and individual pace. We are responsible not 
only for providing quality care for the infants but for supporting parents in their role and 
promoting continuity between home and the centre.  
 
Occasionally Early Childhood Education and high school co-op students are placed in our 
program so that they will have the opportunity to practice teach.  You will find the student’s 
names posted on the door to the room with a short biography of the student. 
 
Parent Participation in the Infant Program 
 
Parents are able to fulfill their cooperative obligation in a variety of ways. We have tidy days on 
weekends, on-going toy disinfecting and maintenance of equipment. Please let us know if you 
have any special skills to share. 
 
Infant Room Transition 
 
PLEASE NOTE: 
The infant room transition schedule is a minimum guideline only and may be extended to 
meet the needs of the child. It cannot be shortened. This schedule must be followed for the 
five (5) consecutive days leading up to the first full day of care to help prepare the child and 
family for the normal daily routine of the infant room. We are firm on this schedule. An extra 
day or 2 may need to be added when a weekend falls in the middle of the transition. 
ALL THE REGISTRATION FORMS MUST BE COMPLETED AND IN THE CHILD’S FILE BEFORE THE 
CHILD CAN BE ON HER/HIS OWN WITH THE TEACHING STAFF. 

 
DAY 1    - Parent and infant visit the program  
   (9:00 a.m. to 10:00 a.m.) 

 
DAY 2    - Parent visits for two hours with the infant. The parent may leave the 

infant with the teachers for up to one hour during this visit but must 
remain in the lobby area. 

  (9:00 a.m. to 11:00 a.m.) 
 
 
 



 
 
 
DAY 3    - Parent visits for three hours with the infant. The parent may leave the 

infant with the teachers for up to two hours during this visit. Providing all 
registration forms have been completed and are in the child’s file, the 
parent may leave the building. The parent must be available by phone or 
pager at all times. 

  (9:00 a.m. to 12:00 p.m.) 
 
DAY 4    - Infant may be left with the teachers for up to 4 hours. The parent must 

be available by phone or pager at all times. 
  (9:00 a.m. to 1:00 p.m.) 

 
DAY 5    -    Infant may be left with the teachers for up to six hours. The parent must 

be available by phone or pager at all times.  
  (9:00 a.m. to 3:00 p.m.) 

 
 
 
Arrival/Departure and Communication 
When you arrive in the morning, please remove you child’s outdoor clothing in the cubby area. 
Organizing extra clothing and diapers in the diaper storage area before bringing your child into 
the play area will be less distracting for them. We also ask parents to remove their shoes 
before entering the room to keep our play area clean. 
Mornings can be a hectic time as babies arrive and parents and staff exchange information. It 
would be helpful if you could check your child’s diaper and, if necessary, change her/him into a 
fresh diaper to start the day. Knowing about changes in diet, sleep, medication and other 
pertinent information will help us to care for your child in the best possible way.  
The infant room is not very big so we ask that older children wait by the door rather than 
entering the play room.  
Communication is the key to a successful day care experience. All the teachers are here for the 
infants and their families. Please approach any of us with comments, concerns and questions. 



Personal Belongings 
Please keep the following belongings on hand for your child: 

· two or three complete changes of clothing appropriate to the season 

· a supply of diapers and any special creams for diaper changes 

· a daily supply of formula or alternate; the centre provides homogenized milk 

· an empty bottle for milk 

· a special blanket for sleep time (optional) 

· appropriate seasonal outdoor clothing 
 
Recommended Outdoor Clothing 
Winter 
Please note: No mittens on strings; make sure the mittens have thumb holes 
No scarves; neck warmers only 

 Waterproof snowsuit 

 Balaclava-style hat 

 Two pairs of mittens 

 Properly-fitted winter boots 
Spring/Fall 

 Waterproof splash suit 

 Hat that ties under the chin 

 Light mittens  

 Properly-fitted rubber boots 
Summer 

 Sunhat 

 Properly-fitted shoes or closed-toed sandals – sandals must have a strap around the 
back of the ankle 

 
Please make sure your child’s belongings are labeled clearly. 

 
We have a limited supply of day care clothes available should your child run out of spare 
clothing. If your child goes home in our clothes, please ensure the clothes are laundered and 
returned promptly. 
 
Your Child’s Day at the Centre 
The developmental ability of children between six and eighteen months varies significantly. 
Our curriculum has been designed to address the developmental needs of each child. Children 
are natural learners and they will seek out and participate in activities that contribute to their 
development. The infant staff act as facilitators of the children’s learning by creating 
opportunities for each child to interact with materials, equipment, space and people. The 
activities provided in the infant program are broad-based, open and interactive. A balance of 
experiences is available including both planned and spontaneous, child-initiated and adult-
directed, solitary and social, active and quiet, indoor and outdoor. Walks on campus are a 
regular part of the infant program. Please take time to read our activity schedule. 



Our Daily Schedule 
A flexible framework has been set up to provide continuity and routine for the children to give 
them a greater sense of security.  When children experience a similar sequence of events from 
day to day, they come to anticipate what is next and develop trust in the adults who care for 
them and in their environment. With regards to sleep/rest, the educators will follow each 
child’s schedule for sleep. There is no standardized sleep schedule in the infant room. A daily 
Sleep/Rest Supervision Checklist is completed by the educators and posted for parents to see. 
 
The following schedule provides some structure to the children’s day but includes enough 
flexibility to accommodate individual needs.   
 

Daily Schedule 
   8:00  Arrival 
 

8:30  Morning Snack 
 

9:00  Diaper Check 
 

9:30  Free Play Indoors and Outdoors 
 
10:00  End of drop-off period 
 
11:15  Lunch 

 
12:00  Diaper Check 

 
12:15  Quiet Play/Nap Time 

 
2:30  Afternoon Snack 

 
3:00  Free Play/Diaper Check 

 
5:50  Teacher will wait in the front lobby with any remaining 

children 
 
6:00  All children must be picked up by 6:00 
 

All the infants must be in the program by 10:00 a.m. The only exception will be if you have 
informed the teachers ahead of time that your child has a medical or dental appointment. In 
that case, the cut-off time for dropping off your child is 12:00 noon. You must pick-up your 
child before 6:00 p.m. in order to be out of the building by 6:00 p.m. If you are still in the 
building past 6:00 p.m. it is considered a late pick-up. 
 
Health and Safety 
Health is a primary concern in our infant room because of the young age of the children. The 



possibility of the spread of infection is increased in a group setting and prevention is key to 
limiting the spread of illness. As some childhood illness is inevitable, the centre has developed  
specific policies to protect your child as much as possible. 
 
Anaphylactic Allergens Policy 
 
Our centre’s Anaphylaxis Allergens Policy is designed to ensure that children at risk are 
identified and strategies are in place to minimize the potential for accidental exposure.  
 

Prevention 
 
Prevention is one of the most effective methods of controlling the spread of illness, therefore 
standards of hygiene are maintained in the infant program that include frequent hand 
washing, regular disinfection of toys and equipment and the use of gloves. 
 
In spite of our efforts, it is not unusual for children who have recently been introduced to the 
group setting to become sick more frequently during the first six months.  
 
Your child should stay at home when experiencing one of more of the following symptoms: 
 

· a cold that interferes with daily functioning (including outdoor play) 

· a sore throat 

· any discharge from eyes or ears (we require a note from your child’s doctor that the 
condition is not contagious before your child can return to day care) 

· swollen neck glands 

· a fever of 37.6 degrees C (99.6 F) or higher -  (axillary – under the arm)(may not return 
until 24 hours symptom free) 

· vomiting or diarrhea (may not return until 24 hours symptom-free; 48 hours symptom-
free if an outbreak has been declared by the Public Health Department) 

· an unexplained rash (we require a note from your child’s doctor stating that the rash 
is not contagious before your child can return to day care) 

· requires one-on-one care although no obvious physical symptom is apparent 
 
Please inform the staff if you observe any of these symptoms.   
If any of these symptoms appear while your child is in care, we will contact you to pick up your 
child or your emergency contact will be called if you cannot be reached. As a sick child often 
needs one-on-one attention, we appreciate your prompt response. It is a good idea to make 
plans now for emergency back up care for your child in the event of illness. 
 
After starting an antibiotic, a child must remain home for 24-hours to give the medication time 
to take effect and relieve symptoms. In the event on an outbreak or a diagnosed 
communicable disease, a health alert will be posted for parents on the door to the infant room 
and the centre will observe the recommendations of the City of Ottawa Health Department. 
 



 
 
Safety 
 
Safety is a primary concern for the infant staff and the children are supervised carefully both 
indoors and outdoors. Floor areas are tidied on an ongoing basis to prevent mishaps and both 
the indoor and outdoor play environments are continually scanned to ensure safety.  
 
As infants grow from crawlers to cruisers to walkers, there will be falls, bumps and bruises 
along the way. Whenever your child has an accident that requires first aid, an injury report will 
be completed and you will be asked to sign it. You will be offered a copy of the injury repot 
once the Coordinator has signed it. If the injury is serious, the staff will secure medical 
treatment and notify parents. 

 
Nutrition 
 
Good nutrition is an essential part of infant growth and development and an integral part of 
our program.   
 
The centre provides a morning and afternoon snack and a full course meal at noon. Please 
note: The morning snack is not a full breakfast. Our menu, based on the Canada Food Guide, 
is planned and prepared by a qualified cook. The menu plans are posted in the infant kitchen 
and on the parent bulletin board. Cereals and some jarred baby food complement the food 
that is prepared in our kitchen. A vegetarian alternative is provided for children with diet 
restrictions.   
 
The staff encourage the children to try the variety of foods that are presented to them but 
they are not required to eat anything they do not like.  Children may eat as much as they want 
at mealtime. 
 
Please complete a diet information sheet for your child listing everything that your child can 
and cannot eat. As your child’s nutritional intake changes, please keep the menu cards up to 
date so the staff are kept informed about what new foods have been introduced at home. No 
new foods will be given to a child until the food is introduced and tolerated at home. 
 
A Few Final Words. . . 
 
This handbook has been prepared as a complement to the centre’s Parent Handbook to 
address the special issues and concerns that are particular to the infant program. Please refer 
to the Parent Handbook for more comprehensive information about the centre and the 
centre’s policies and procedures. If you have any questions about our policies, please speak to 
one of the staff. 
Once again, welcome to the infant program. We are looking forward to the time you and your 
child will spend with us. 


