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The personal information requested on this form is collected under the authority of the Child Care Licensing Regulation, and is managed in accordance with the Freedom of Information and Protection of Privacy Act. If you have any questions about the collection or use of this information, contact your Licensing Officer. 
The following template must be used to submit a program plan, staffing plan and administrative policies and procedures manual requirements specified in the application for a child care program.
NOTE: If applicant is an individual a legible copy of government issued photo identification showing birth date must be
attached to the template.
Program Hours of Operation: 
 
Group Family Care Program Plan Template  
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The following template must be used to submit a program plan, staffing plan and policy and procedural manual requirements specified in the application for a Child Care Program Licence form (CDEV1762)
A) Program Plan
iii) Describe how the premises where the child care program is to be provided will be utilized, including utilization of outdoor play       space. (s. 2(a)(iii))  At a minimum, your written response and or diagram must show the following:
 
Indoor:
 
l diapering area allows for appropriate supervision of the other children (if applicable).(s. 16(b) of Schedule 2)
l that adequate indoor play space for children is provided (s. 17 of Schedule 2).
Outdoor:
 
l outdoor play space is within easy and safe walking distance from the program premises (s. 18(1) of Schedule 2)
l if outdoor play space is part of the program premises, the licence holder must ensure that the outdoor play space is securely enclosed (s. 18(2) of Schedule 2).
B) Staffing Plan
(i) Provide a list of staff positions and responsibilities.(s. 2(b)(i))  Your policy must: 
 
l include a staff position list and their respective responsibilities. (s.24 of schedule 2) 
l show that the list of staff positions meets qualification (s.25 of schedule 2) requirements.
C) Administrative Policies and Procedures. Please attach the following policy and procedures.
Policy must meet the regulation requirements listed in s. 3 of Schedule 2. Policy must include the following:
 
l how the child discipline policy will be communicated to parents, staff and children, where developmentally appropriate. 
l statement that disciplinary action taken must be reasonable in the circumstances.
l statement about what forms of punishment are not permitted. 
Policy must meet the regulation requirements listed in s. 4 of Schedule 2. Policy must include the following:
 
l how the child's parent will be advised of an off-site activity.
l statement that a child's parent must consent in writing to the child's participation in an off-site activity.                                                      
l statement that if a staff member must take the portable record referred to in section 22 of this Schedule in respect of each child to off-site activities and during emergency evacuations.
Policy must meet the regulation requirements listed in s. 6 of Schedule 2. Policy must include the following:
 
l a description of how parents will be notified in the case of an accident or serious illness involving a child
l statement that in the case of an accident or serious illness involving a child, the licence holder must forthwith ensure that a child receives medical attention as necessary.
l statement as to how the program tracks and analyzes accidents to identify trends or issues.
Policy must meet the regulation requirements listed in s. 7 of Schedule 2. The policy must include: 
 
l a statement that the following will be reported immediately to the regional child care office using the prescribed form; an emergency evacuation; unexpected program closure; an intruder on the program premises; a serious illness or injury to a child that requires the program to request emergency health care and/or requires the child to remain in hospital overnight; an error in the administration of medication by a program staff or volunteer resulting in the child becoming seriously injured or ill and requiring first aid, or the program requesting emergency health care and/or requires the child to remain in hospital overnight; the death of a child; an unexpected absence of a child from the program (i.e. lost child); a child removed from the program by a non-custodial parent or guardian; an allegation of physical, sexual, emotional abuse and/or neglect of a child by a program staff member or volunteer; the commission by a child of an offence under an Act of Canada or Alberta; and/or a child left on the premises outside of the program's operating hours.
Policy must include the following:
 
l A list of symptoms, including those listed in the Schedule 2, section 8(2) of the Regulation that are grounds for excluding a child from the program.
l A description of how the program will assess if a child is ill.
l A statement that where a staff member knows or has reason to believe a child is exhibiting the signs or symptoms of illness, the licence holder must ensure that the child's parent arranges for the immediate removal of the child from the program's premises.
l A description of how a child who was removed from the program because they were ill is not returned until the licence holder is satisfied that the child no longer poses a health risk to other persons on the program premises. Acceptable evidence may include a child is symptom free for at least 24 hours or a parent has a physician's note.
l A description of how the program will record and document children who are ill including the name of the child, date the child was observed to be ill, name of staff member who identified the child was ill, time the parent was initially contacted, name of staff person who contacted the parent, time the child was removed from the program and the date the child returned to the program.         
l A description of the steps a program will take when a parent fails to arrange for the immediate removal of a child.
l A description of how parents are informed of the program's management of children who are ill.         
Policy must meet the regulation requirements listed in s. 9 of Schedule 2. Policy must include a description of  how a sick child will be kept as far away as is practicable from the other children.                  
Policy must meet the regulation requirements listed in s. 10 of Schedule 2. Policy must include the following:
 
l description of when medication can be administered.
l what information must be recorded when medication is administered.
l how medication must be stored.
Ensure your policy includes under what circumstance the provision of health care to a child will occur.
Policy must meet the regulation requirements listed in s. 12 of Schedule 2. Response must include the following:
 
l statement that no person smokes on the program premises.
l statement that no staff member shall smoke where child care is being provided.
Policy must meet the regulation requirements listed in s. 13 of Schedule 2. Policy must include the following:
 
l whether the licence holder or parents are required to provide meals and snacks for children in the program 
l if the program is providing meals and snacks, what food guide recognized by Health Canada will be utilized
l approximate time of day that meals and snacks will be provided to children in the program
l labeling requirements for infant nutrition provided by parents.
Policy must meet the regulation requirements listed in s. 15 of Schedule 2. Policy must include the following:
 
l requirements for children when eating and drinking.
l statement that no beverages are provided to children while they are napping.
Policy must include a description of what records must be kept up-to-date and on the program premises.
Policy must describe what administrative records must be kept up-to-date and on the program premises.
Policy must state what information must be maintained in the portable record of emergency information.
Policy must meet the requirements listed in s. 5 of Schedule 2. Policy should include a description of how staff and children, where developmentally appropriate, will be informed of emergency evacuation procedure (s. 5 of Schedule 2).
Policy includes a description of:
 
l The methods the licence holder uses to ensure that primary staff observe children's play and behaviour both indoors and outdoors. 
l How the licence holder ensures that primary staff are aware of the program's indoor and outdoor physical environments.
l How the licence holder promotes child safety through supervision including ensuring all children are accounted for both on and off program premises, when arriving or leaving the program premises or entering and leaving a vehicle.
l How the program's supervision practices meet children's developmental needs.
l If the program transports children between school and the program's premises a description of the steps staff take when a child fails to show at the arranged pick-up time or location.
l How parents are informed of the program's supervision policies.
Tania Brudler
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