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                                            POLICY AND PROCEDURE MANUAL

WITHDRAW OF CHILD POLICY
Purpose:

To define and outline terms for withdrawing children from the Program.
Guidelines:

1. When a parent has made the decision to discontinue child care at the John G. Althouse Before and After School Program they must provide written notice two weeks in advance of the child’s last day in the Program.

2. Once the letter has been received by the Director, the child’s last day will be recorded in the daily log book.  The space will be offered to the first family on the waiting list.
3. The initial two week deposit will be refunded to the parent or applied to the final two weeks of child care.  A cheque will be issued and mailed to the child’s home address or a parent may come in to the Program and pick the cheque up directly from the office.

4. If a parent fails to provide written notice two weeks in advance to the child leaving, the two week deposit will not be refunded.

            Withdraw of the child by the Program

1. In the event that it is determined that the Program is not capable of meeting a child’s individual needs the Director will meet with parents to discuss alternative child care options or referral agencies that may assist the family.
a) Written notice must be provided to parents or the program

b) The Board of Directors must be advised in advance

c) The Children’s Services Consultant must be notified

d) Any documentation of meetings with parents and use of support services will be available for reference
2.   If a child has become disruptive to the Program where the safety of other children   

      and staff  is a concern i.e. bullying, physical and verbal abuse.   The child may be  

      Immediately suspended or removed from the Program.  Notice may not be 
      provided.

       3. Any issues or events involving children who may pose a risk to other children or  

           staff in the Program must be documented by the staff and the Director.  All reports 

           must be shared with the parent within 24 hours of the issue or event that occurred .         

           Parents must sign the report indicating they are aware of their child’s behavior.  
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6. If a child’s behavior does not improve within a given time period the program has the right to discontinue child care. Notice may be provided. 
7. Child care fees must be paid on the 1st day of each month.  Failure to do so may result in withdraw of the child from the Program.
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