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For the purpose of this document, “parent” shall be used 
To designate “parent(s)” and/or “guardian(s)”. 

 
 
 
 
 
 
 
 
 



 Welcome to the toddler program! This handbook is designed to compliment the 
Parent Handbook which you read upon joining Colonel By Child Care Centre. The 
following information deals specifically with the toddler program. 
 
 There are 15 children in the toddler program ranging in age from 18 months to 
30 months. There are 4 teachers in the program. At times, we may also have students 
from Early Childhood Education programs doing practice teaching placements with us.  
 
Integration into the Toddler Program: 
 If your child is moving up from the infant program, she/he would begin to visit 
with us, with one of the infant teachers, about a week before the actual start date. The 
first visit is typically an hour or so, depending on the child. Gradually over the week, the 
infant teacher would stay for shorter and shorter periods of time, leaving the child with 
us, and the child’s visit would extend over lunch and sleep. All visits depend on ratios in 
the room and whether or not our graduating toddler can visit the preschool room. 
 Toddlers who are new to the centre need at least one week to become settled 
into the program. The first day, you would visit for an hour with your child. You would 
be expected to remain with your child through the entire visit. The second day we 
would ask you to leave the child with us for a short period of time if your child is not too 
upset. You would need to stay in the building during that visit. On the third day, we 
would try to keep the child through lunch (again, you would need to remain in the 
building).  

The fourth visit to the centre would probably include sleep/rest time. On the first 
“sleep” day, we ask that you come back to the centre no later than 1:00 p.m. (Sleep 
time is from 1:00 – 3:00 p.m.). Sleep time is typically the most difficult part of the 
integration process. A soft toy or cuddly blanket from home may help. If a child wakes 
early from sleep (after the required one hour rest period) she/he will be offered a quiet 
activity on her/his bed and supervised by a teacher. This enables the other children to 
complete their sleep. The child who is awake would not be kept on her/his bed for more 
than one hour. A child who is unable to sleep during the rest period is not kept in bed 
for longer than one hour. After the required one hour rest period, the child is offered a 
quiet activity until the other friends wake up. A Sleep/Rest Supervision Checklist is 
maintained on a daily basis and posted for parents to see. 

We do not have bottles in our toddler room at any time during the day. We can 
offer your child a cup with a lid if that helps. If your child has a pacifier, it will be 
offered at sleep time only. It is important to stress that each child is unique and will 
adapt to the environment in different ways. Our aim is to make the transition as smooth 
as possible. In order to do this, we need you to be available on short notice during that 
first week. Ideally, the child’s first days would be no later than 3:00 or 4:00 p.m. 

Again, we must stress that it is our goal to make every child’s transition to the 
toddler room as pleasant and as “stress-free” as possible. While it may initially be more 
difficult for some children and take longer than a week to settle in, all children 
eventually become very comfortable in the program. A child who is feeling anxious 
about the separation needs lots of encouragement and support. This helps to alleviate 



any anxiety. Leaving Mom and Dad is not easy for any child and can be particularly 
difficult for a toddler-aged child. They understand more about what is happening 
around them and react to the changes in many different ways. 
 We hope you and your chid have a wonderful experience in the toddler room. 
The information in this handbook will help to explain about our program. 
 
Proper Summer Footwear: 
 
 The staff at our centre are required to wear footwear that covers the toes and 
has a strap around the heel. We would like toddlers to follow the same rule for safety 
reasons. Toddlers run on pavement and climb stairs; open-toed shoes leave the toes 
vulnerable to injury. 
 
Learning Objectives in the Toddler Program: 
 
 The toddler program is based on the theory that children learn best in a play-
based environment. Children are given the opportunity to develop and master skills at 
their own rate and capability by participating in activities which promote social, 
emotional, physical, and cognitive development. 
 Routines are an integral part of the day, and are also viewed as important 
learning experiences. Children develop a sense of security and form good habits through 
regular exposure to routines. 
 Our room is divided into areas called learning centres. These centres are 
designed with specific goals in mind and are changed regularly according to the 
children’s needs and interests. The following is a list of the various learning centres and 
the skills your child may develop: 
 
  The House Centre 

- social skills 
- language 
- the ability to role play 
- self-help skills 

 
The Block Centre 

- an awareness  of cause and effect 
- spatial awareness 
- recognition of basic shapes 
- tactile awareness 
- the ability to complete a task 

 
The Cognitive/Language Centre 

- basic colours and shapes 
- exposure to numbers 
- pre-reading skills (matching, grouping, sorting, sequencing) 



- new vocabulary 
- auditory development 

 
The Quiet Area/Book Centre 

- an appreciation for literature 
- the ability to relax 
- exposure to  different kinds of story telling (felt  board, flash 

cards,  cassette tapes) 
 

The Creative Centre 
- awareness of texture, shape and colour 
- fine motor development 
- a sense of creativity and originality 
- sensory awareness 
- therapeutic release 

 
Toddler Program Expectations of Parents 
 

As stated in the Parent Handbook, children arriving in the toddler room must be 
in the room by 10:00 a.m. We are strict about that drop-off time due to the fact that 
toddlers thrive on consistency and routine.  
 We request that all parents come directly into the room when dropping off their 
child as opposed to opening the door and letting your child in without informing a 
teacher of your arrival. Often important information needs to be exchanged between 
teacher and parent. Also, it is more reassuring to your child that the teacher is aware of 
her/his arrival. 
 At times, parents want to chat with other parents. We request that you drop 
your child off first and then meet with the other parent in the hallway. 
 We request that you do not pick your child up during sleep time (except in the 
case of an emergency) as it can be very disruptive to the other children who are 
sleeping. If your child has an appointment in the afternoon, we ask that you pick 
her/him up before 1:00 p.m. or after 3:00 p.m. 
 The ringer on our phone is turned off between 12:30 p.m. and 3:00 p.m. every 
day. Please do not phone into the room during that time. A message can be left at the 
front desk (520-2715). 
 It is very important that we be able to contact you at all times. If you know you 
will be away from the office or not at school and do not have a cell phone or pager, it is 
extremely important that we have up-to-date emergency phone contacts. Again, we 
cannot stress enough how important it is to be able to reach someone at all times. 
 Toddlers are still struggling with the concept of sharing. In order to avoid 
possible confrontations, we ask that your child does not bring in toys from home (with 
the exception of a soft sleep time toy if desired). A book which we can share at circle 
time or a music tape or CD is more manageable at this age. Occasionally the children 



come into the room with pennies or small toys in their pockets. Please remove such 
small items and keep them at home as they pose a serious choking hazard. 
 We are a nut-free centre. Also, there are children with other food allergies, some 
very serious. As a result, we must insist that no food whatsoever come into the centre 
from home. This includes any snack you may pack for the ride home (juice and other 
drinks included). Children cannot come into the centre with food in their hands such as 
toast from breakfast, etc. Please leave all food and/or drinks in your car.  
 If you have given your child any type of medication before coming to day care, 
please let us know as some medications can make a child drowsy and lethargic. 
 If you have any concerns or questions about our program, please approach one 
of the teachers for assistance. Our phone number into our room is: 520-2600 ext. 8904. 
The only time we ask that you do not call directly into the room is between 12:30 – 3:00 
p.m. You can reach the front desk during that time to leave a message at 520-2715. We 
encourage open communication with all parents. We strive to maintain a positive, 
cooperative approach to problem solving, so we rely on you as parents of the children in 
our program to inform us in a timely manner of any concerns you may have. 
 
Anaphylaxis 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. 
 
 
Behaviour Management in the Toddler Program: 
 
 Inappropriate behaviour is any behaviour that interferes with children’s learning, 
development and success at play. It is behaviour which can be harmful to the child, 
other children or adults. 
 In toddlers, social and communication skills are just beginning to develop which 
can result in some inappropriate behaviours. Although aggressiveness such as hitting, 
pushing, scratching, pinching, yelling and occasional biting can sometimes be daily 
occurrences in the toddler room, repeated aggressive behaviour will not be tolerated. 
Please refer to the Children’s Code of Conduct in the Parent Handbook.  
 The toddler room uses the following strategies which benefit all the children – 
not just those demonstrating challenging behaviours. 
 

- be affectionate with the children and nourish self-esteem 
- encourage appropriate behaviour and minimize opportunities 

for challenging behaviour 
- create an environment where the children can succeed 
- plan activities around the children’s needs 
- create regular routines 
- recognize anxiety in individual children 
- offer limited choices when appropriate 



 
 
The toddler room practices ‘STOP, LOOK, LISTEN’ to manage inappropriate behaviour. 
 
 

1. STOP The child is approached by a staff member and simply told  
  to “stop”. It is effective and concise. Attention is not being  
  given to the behaviour. The child may be redirected to  
  another area or activity. 

 
2.  LOOK The teachers will assess the occurrence and determine  

  why it happened and what can be done to prevent the  
  behaviour from repeating. 

 
3.   LISTEN    The teacher will always listen to what the child is saying. 
 

Toilet Learning: 
 

Please note: In order to have success with toileting it is very important that 
parents are completely “on-board” once their child is ready for toilet learning. It 
generally takes about 3 months before a child becomes proficient at using the toilet 
and is considered “toilet trained”. It will be important for you to know where all the 
washrooms are in any stores that you frequent in the evenings or on the weekends!  A 
good plan is to have your child use the washroom as soon as you get to the store and 
then take them again just before you leave the store. Teaching your child to use the 
toilet is time-consuming and sometimes takes a lot of pre-planning. Make sure you tell 
friends and family that your child is learning to use the toilet and apologize ahead of 
time for possible “accidents”. 

  
Toilet learning can be a very emotional issue for parents and children. 

Consistency between home and day care is the key. All children in the toddler program 
are given the opportunity to sit on the toilet at all regular diapering times. Older 
children who are asking to use the toilet will be allowed access to the toilet at all times. 
 There is no magic formula when it comes to toilet learning. Signs of readiness for 
toilet learning include: 
 

- staying dry for longer periods 
- recognizing  and mentioning  when wet or soiled 
- using words or gestures to communicate the need to urinate 

or have a bowel movement 
- demonstrating an interest in the toilet and a willingness to sit 

on it 
- ability to  pull her/his pants down 



 
We strongly discourage the use of “pull-ups”. A child cannot tell if she/he is wet 

in a pull-up as they are just as absorbent as a diaper. They are also very expensive. Once 
your child turns two, we will be asking you to provide us with thick, cotton training 
pants, and several changes of clothing for your child including socks and shoes. The 
training pants are available in all department stores. Please buy the biggest size as they 
tend to shrink. If your child is younger than 2 years of age and is showing good success 
at home, please tell us and we will coordinate our routines with yours at home (within 
our existing program). Keep in mind we cannot accommodate “potty” type of training or 
special toilet seats.  

In the toddler room we are down to 2 staff members at 4:00 p.m. but could still 
have 15 children. In order to maintain the safety of the program, all children will be put 
in a diaper for the afternoon unless they are able to use the toilet on their own or can 
ask to use the toilet.  

 
With the help of parents, we make a concerted effort to have children toilet-

ready before they move to preschool. In the not so distant past, Colonel By had a policy 
that children had to be toilet-ready by the time they moved to the junior preschool 
room. Currently, children who are admitted to the junior preschool room from outside 
the centre must be toilet-ready or they cannot enrol in the program. At the moment, 
the junior preschool room will accept a child from our toddler program who is not toilet-
ready but meets all the other requirements of the preschool program. This procedure is 
being seriously reconsidered because the large number of children moving from the 
toddler program to the junior preschool program who are not yet toilet-ready has had a 
negative impact on the program. 

The teacher/child ratio in the preschool program is 1:8. Diapers/pull-ups  are not 
allowed in the junior preschool program except if a child is using one for sleep time. 
Ideally there would be no diapers/pull-ups in the preschool room at all. The preschool 
washroom does not have a change table because it is a preschool room. The expectation 
is that children in the preschool program do not need to be changed (except for the 
occasional accident). If a preschool teacher is in the washroom assisting a child with 
wet/soiled clothing, she/he cannot see the children in the rest of the room. In the past 
the junior preschool teachers have had to dramatically restrict programming 
opportunities because they were spending so much of their day in the washroom 
changing wet or soiled clothes. 

With this in mind, we IMPLORE the parents of our toddlers to be completely “on 
board” with the toilet learning process. Please do not hesitate to talk to the toddler 
teachers if you would like suggestions. 

We know that children develop at different rates and the even toilet competent 
children have the occasional accident. Consistency, patience, gentleness, reassurance, 
praise and, above all, as sense of humour will help you and your child through this 
important stage in their development.  


