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Introduction: 
Welcome to the Nak’al Bun Child Care.  This handbook will outline our program 
goals and policies.   
 
Registration: 
Children are admitted to the Nak’al Bun Child Care on a first-come, first-served 
basis.  If you wish to have your child admitted to any of the programs offered or 
added to the wait list you must fill out all necessary documentation prior to the 
child being allowed to attend or be added to the list.  This way we can ensure a 
smooth transition into the program should a spot become available.   
 
Along with the registration for your child, you should receive the following: 
• Emergency Consent form 
• Consent for walks and photos 
 
Program Philosophy: 
At the Nak’al Bun Child Care, we believe that: 
 
Children are entitled to a safe and healthy environment from which they can grow 
and develop.  Activities and interactions with all individuals should contribute to 
the child’s emotional, physical, mental, cognitive, and social well-being.  The daily 
schedule will incorporate the child’s physical, mental, emotional and cognitive 
needs. 
 
Children learn through encouragement, respect, responsibility, and affection.  Staff 
commit themselves to providing a healthy, safe environment for learning.  Social 
interactions are learned through role-modeling and direct and indirect guidance. 
Parents are the child’s greatest teachers and Nak’al Bun Child Care believes that 
parent involvement is key to a successful enrollment.   
 
Culture is an important part of a child’s experience.  We recognize that many 
cultures may be represented in the program and each culture will be respected.  
Staff is committed to promoting the Carrier language and culture as part of the 
regular daily activities. 
 
Staff is entitled to a work environment which recognizes and respects their 
training, experience and skills.   
 
Ethics and confidentiality are an integral element in the workplace.  Information 
will be kept confidential and staff will maintain the Nak’al Bun Code of Ethics.  All 
children’s records are kept confidential and only staff have access to these records 
on a daily basis.     
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Our Programs: 
• After School Care 
 
Program Goals: 
The goals of the Nak’al Bun Child Care are: 
• To ensure that each child is provided with an opportunity to develop their 

physical, emotional, cognitive, social, and cultural growth in a safe, healthy 
environment. 

• To promote healthy choices by role modeling and encouragement.  
• To assist each child in their development with age appropriate activities and 

experience 
• To keep parents informed on their child’s daily activities. 
• To provide an environment free from any type of racism, marginalization or 

discrimination 
 
Our Staff: 
The staff at the Nak’al Bun Child Care are dedicated individuals with varying 
educational backgrounds.  All are trained in Child Safe First Aid.  Staff are licensed 
Early Childhood Educators.  The Manager and Staff of the Nak’al Bun Child Care 
has their Early Childhood Education Certificate have many years’ experience in 
the school. 
 
All full-time staff are encouraged and supported in the development of their skills 
as they relate to the well being of the students.   
Manager    Mrs. Tania Julian    
After School Care   Mrs. Tania Julian 
     Mrs. Myrna Thomas 
 
After School Care: 
The After-School Care Program is licensed for twenty (20) children. Due to the 
demand for the program, registration will be open to Nak’al Bun students from 
Kindergarten to grade seven (7). The staff ratio is 1:10.  This ensures all children are 
provided with quality care and attention that the children need. The staff will 
organize and monitor many age appropriate physical activities and will introduce 
various arts and crafts for the children to enjoy. Our intent is to make available 
activities that will keep students active while having fun. For more information on 
the After-School Care program please feel free to contact either Tania Julian at 
250-996-8441. 
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Hours of Operation: 
September to June:     
Monday – Friday:   2:50 pm – 5:00 pm              
PLC:     12 noon – 5 pm 
Pro D Days:    8:00 am – 4:00 pm 
 
Licensing:  
All programs at the Nak’al Bun Child Care are licensed by the Northern Interior 
Regional Health Board and comply with the health and safety regulations outlined 
in the Child Care Licensing Regulation and Assisted Living Act.  
 
Wait List Policy: 
There is a greater need for spots than those available.  If you wish to be put on the 
wait list, you will need to contact the school and a file will be opened in your 
name.  If a spot becomes available the first person on the list will be contacted.  
The Manager will phone your last known number on file, so it is your 
responsibility to inform the Manager if you change your address or phone number. 
 
If you cannot be reached by phone the Manager will send out a letter notifying you 
of the availability of a spot.  You have one week from the date the letter is mailed 
to confirm your acceptance.  You must call the Manager to let him/her know that 
you will take the spot.  If the Manager does not hear from you within the one week 
period the opening will be offered to the next candidate.  Your name will then be 
moved to the bottom of the list.  If another spot comes open when you have once 
again reached the top of the list, the Manager will again attempt to contact you 
using the above process. If he/she is unsuccessful, your name will be removed from 
the list.   
 
If you are on the waitlist and no longer require care, please contact the school 
either by phone or preferably in writing and the list will be updated.      
 
Arrival and Departures: 
After School Care staff will meet students at the front foyer.  It will be the 
responsibility of the parents to pick their child up before 5:00 pm.  Children will 
be required to be picked up from the program, and a parent or a person authorized 
to pick up the child must be written on the registration form.  A child will not be 
released to anyone not on the registration forms, unless a parent has contacted the 
school ahead of time.  
 
We will refuse the release of a child to any parent or designate if the staff member 
believes he/she is under the influence of drugs or alcohol.  We will offer to call 
someone else to pick up your child.   If the child is taken in a vehicle and the 
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operator is suspected of being under the influence, we will notify the RCMP.  Our 
responsibility is to the child to ensure that they are not placed in a dangerous 
situation.   
 
No one under the age of fourteen (14) will be allowed to pick up a child.  If the 
staff doubts the age of the person picking up the child, they will request photo-id 
to verify the age prior to releasing the child.  If the person picking up the child 
cannot prove their age or are not old enough, the staff will call someone else on the 
child’s alternate list.  
 
Suspicions of Abuse: 
All staff are required by law to report any suspicions of physical, sexual, or 
emotional abuse.  If abuse is suspected the staff member will inform the Manager 
or Principal.  The Manager or Principal will then do any reporting or follow-up 
with the Ministry for Children and Families.  Any investigations including 
interviewing the child, physical exams etc. will be done by the Ministry for 
Children and Families. It is Nak’al Bun Child Care’s obligation to report, not to 
investigate.  
 
Vacations:   
If you are planning a vacation and your child will not be attending for a period of 5 
days or more you must notify the Manager of the dates you will be away.     
 
Clothing and Personal Belongings: 
Please send your child in comfortable, washable clothing.  Some indoor and 
outdoor activities are messy.   
We recommend the following articles to be left at the school: 
• A pair of indoor shoes 
• Appropriate outdoor clothing for the seasons 
 
Please label all articles of clothing and any backpacks or lunch containers.  We are 
not responsible for lost articles. 
 
If your child borrows any article of clothing from the school, please clean and 
return the article of clothing as soon as possible. 
 
Please avoid sending your child with any of their personal toys or treasures. 
Children may want to bring their own toys but staff cannot ensure the item will 
not get broken or lost. 
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Medication: 
Staff cannot administer any medication to your child without a Medication 
Administration Consent Form being filled out and signed by a parent/guardian.  
Please do not ask the staff to break this rule.   If you would like your child to have 
any non-prescription medication, the parent must call the Manager or Staff of 
After School Program stating you give them permission to administer non-
prescription to your child.  Do not leave any medication in your child’s possession.  
Please make arrangements to give it to a staff member upon arrival.   
 
Head Lice: 
Head lice is a common problem.  Although some people assume that head lice are a 
result of poor hygiene or poor house keeping this is not true.  Lice are an equal 
opportunity infestation and actually prefer clean heads.   
 
If your child has head lice you will be called to inform you that your child has head 
lice and will need to be treated.   If a child gets lice, a notice will be sent home to 
all the parents to check their child’s hair and treat if necessary.   
 
Nutrition: 
We promote good eating habits.  It is encouraged that parent or guardian provide 
their child with a small snack.  We ask that you consider snacks that are 
considered healthy according to the Canada Food Guide. Snacks will be eaten 
between 3:30 and 4:00.  We do not allow pop, chips, candy, or gum to be eaten at 
the program. 
 
If your child has any allergies, please inform the staff.  We try not to serve any 
products that may have nuts but occasionally a parent may bring in a special treat 
for the children.  We would appreciate informing the staff beforehand if you 
would like to bring in a special treat for all the children.  We will be able to tell 
you if the item is unsuitable because of allergies.  
 
Please prepare any snacks ahead of time for your child (e.g. cut oranges, etc.).  
Children will wash hands before eating and only eat in designated areas of the 
building. 
 
Children’s Physical Health: 
Good health and safety practices are the heart and quality care for your child.  
Young children are susceptible to many colds and flus that come around each year.  
These diseases are easily spread in a childcare setting.  
 
All children attending the Child Care programs, must under section 21(1) of the 
Child Care licensing have a record of their immunization on file.  A current 
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photocopy of the child’s health passport is also acceptable.  Although, 
immunization is voluntary and a personal choice under our license we encourage 
parents to have their child immunized.   
 
You are the best judge of your child’s health.  If you feel your child is unable to 
participate in any part of the daily activities, he/she is probably too ill to attend 
and should stay home.  We will use the following criteria to determine if your 
child should go home: 
a) Any complaints of unexplained or undiagnosed pain 
b) An acute cold with fever, severe runny nose and eyes, cough, or sore throat 
c) Fever of 100F/38.3 C.  
d) Diarrhea 
e) Known or suspected communicable disease 
f) Undiagnosed rash 
g) Severe itching of body or scalp 
h) Difficulty breathing or wheezing 
i) Children with untreated head lice 

 
If a child gets sick, the staff will notify the parent as quickly as possible and will 
expect your prompt compliance in order to protect the health and well being of all 
the children.  If there is a fever or diarrhea, the staff member will ask you to pick 
up your child immediately.   If you cannot be reached, we will call one of your 
alternates.   
 
Tables and chairs are disinfected daily and all toys are disinfected weekly.  
 
Children will be encouraged to use healthy hygiene practices such as hand 
washing, safe coughing, and other preventative measures. 
 
Guidance and Discipline: 
Every child has the right to be treated with dignity and respect.  We encourage 
growth and development of each child; some children may need more guidance in a 
social situation.  There are limits to any behavior whether you are a child or an 
adult.  Staff will encourage use of appropriate behavior and words.  All discipline 
will focus on the behavior, not the child.  Any discipline will relate to the behavior.  
The forms of discipline and guidance we use include: 
• Setting clear limits 
• Remind the child 
• Natural and logical consequences 
• Time out for inappropriate social behaviors 
• Reinforcing positive behaviors 
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No child will be subject to: 
• Shoving, hitting, biting, shaking, or any form of corporal punishment. 
• Belittling, criticism, or any treatment that would humiliate or undermine the 

child’s well being.   
• Any confinement apart from the group without the supervision of a staff 

member.   
• Any punishment that would include depriving a child of food, drink or rest.  

 
Removal from Nak’al Bun Child Care: 
If a child continues to behave in an inappropriate manner despite our best efforts 
to correct this behavior, and this continues over a period of one or more weeks, a 
meeting will be called with you and the Manager.  This meeting will be used to 
ascertain if there is something that is going on in the child’s life that may be 
stressful.  If this situation cannot be resolved, the parent may be required to 
remove the child for a period of time.  It is not our intention to penalize a child for 
any traumatic event in their life; however, we must ensure the safety and well 
being of all of the children.   
 
Disagreements: 
We understand that from time to time a parent may disagree with the Nak’al Bun 
Child Care philosophy, discipline or the removal of a child.  However, we must 
remind all parents to remember where you are.  If you wish to discuss anything 
that happens at the Nak’al Bun Child Care we encourage you to meet with the 
Manager to discus your concerns.  We ask you to refrain from raising your voice, 
using foul language or other aggressive behavior.  We do not want a disagreement 
to affect other children’s enjoyment of the Nak’al Bun Child Care.  The Manager 
will be more than happy to meet with you to discuss your concerns privately; 
however, we will not tolerate abuse of our employees under our zero-tolerance 
policy.  If you do not agree with how the matter is dealt with you may request the 
matter to be referred to the Nak’al Bun School Council to file a formal complaint.   
 
Evacuation and Fire Drills: 
In the event of a situation requiring the evacuation of the premises (e.g. flood, 
forest fire, gas leak, storm damage, extreme cold/weather, slides, natural gas leak, 
etc.), the fire drill procedures will be followed: 
1. When the fire bell rings, staff will take the children and LEAD them to the 

nearest fire exit to an area well clear of the building.  DO NOT STOP TO PICK 
UP COATS OR BOOTS. 

2. If a child is in the washroom or away from the group for any reason, the child 
will leave through the nearest exit and join the group at the designated outside 
meeting spot. 

3. Staff will take attendance of students in the program that day. 
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4. If there is a case where a student is missing then the Manager will designate a 
person to go back into the school to look for the student or let the fire 
department know we are a student or staff missing.   

5. Children will wait with staff until an “all clear” is given before returning to the 
building. 
 

Should the conditions allow for outdoor gathering, the students will be moved a 
safe distance from the building.  Should the temperature or inclemency of the 
weather dictate that shelter is needed for the student body, staff will notify the 
school immediately and transportation will be made for the students as well as 
notification to parents. 
 
In addition, upon leaving the building, the staff will take the emergency consent 
forms with them to have all the necessary information needed for the child.  
Parents will be notified as soon as possible in the event of an emergency and 
removal of children from the site.  Kwah Hall will be used as the meeting spot for 
parents to pick up their child in an emergency. 
 
Staff will also be familiar with the Earthquake and Other Natural Disaster Manual 
and keep it on site. 
 
Fees: 
We provide quality trained staff to ensure that your child is getting the best care 
available.  We also try to keep our fees reasonable.  If there are going to be any 
changes to the fee schedule you will be notified in writing of how those changes 
are going to affect you, two months prior to the fees changing.   
 
Effective May 1, 2020: 
Effective May 1, 2020, if your child(ren) are not attending the After-School 
Program on any particular day, the office must be notified no later than 2:00 
pm on that day.  Failure to inform the school at 2:00 pm will deem the absence 
to be unexcused, and you will be charged for that day.  This policy change will 
ensure that we have appropriate staffing available for each, and the program is 
available at a reasonable price to all families that require it.   
 
If your child(ren) are signed up for a PLC or Pro-D Day, there must be 48 
hours notice given if they are NOT attending or you will be charged, as staff 
are hired and paid based on the number of children signed up.   
 
If you do not advise the Nak’al Bun Child Care and your child is absent for 
more than 5 consecutive days, we will assume that you no longer need your 
seat and offer it to the next person on the waiting list.  
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Fees for the After-School Care programs are based on attendance. We operate 
under a yearly budget; any non-payment of fees jeopardizes the integrity of the 
programs, staffing and supplies.  If you have any questions, please discuss this 
with the Manager. 
 
Some families are eligible for a subsidy from the Provincial Government.  Please 
ask our staff for information on how to complete the application for a subsidy.  A 
full subsidy will cover the cost of your child’s program.   
 
If you are in receipt of a subsidy, you will only be issued a receipt for any portion of 
fees that you pay yourself.   
 
You will be mailed an invoice at the beginning of each month.  All invoices are 
payable upon receipt and no later than 10 days of receiving your invoice.  It is in 
everyone’s best interest that these invoices are paid promptly.  If we do not receive 
payment of your fees by the 20th of the month, your child may no longer be allowed 
within a program and the seat may be given to the next person in line.  All fees that 
are outstanding after the completion of a program and/or not paid by the end of 
the month will be handed over to a collection agency.  
 
Fee Schedule: 
• After School Care:  $ 5.00 per day (Includes all of the children in family 

attending ASP) 
• Late Pick Up: Parents will be charged $5.00 for every 15 minutes they are late 

in picking up their child 
 
All rates are subject to change with two months notice to parents 
 
Closures: 
Whenever possible you will be given advance notice of a closure to the 
School/Child Care; however, in the event of a major issue such as plumbing, sewer, 
heat failure, or prolonged black out, you will be notified to pick up your child and 
all programs will re-open when the issue has been resolved.  
 
Programs will respectively follow Nak’al Bun Elementary school’s calendar with 
the exception to the After-School Program that will remain open on Professional 
Development days.  The hours of operation on those days will be from 8:00 am – 
4:00 pm   
 


