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Welcome!
Welcome to Chapman Daycare! Our goal is to provide a caring, safe, and stimulating environment where children can play, learn, and grow. We look forward to partnering with you in supporting your child’s journey of learning and discovery together.
The overall operation of Chapman Daycare Inc. is managed by a volunteer Board of Directors consisting of any interested parents/guardians and community members registered at the centre. Our Executive Director and Team are trained professionals with several years of combined childcare experience. Please feel free to approach any one of these individuals with your questions or comments.

Leanne Kowbel is our Executive Director, she is an ECE III, she has a background in developmental studies and has been involved with childcare since 2009.

The Board of Directors has developed the following policy manual to guide the management of the centre and to ensure quality care for the children who attend. We encourage you to read the manual carefully and to consult with the Director or Board if you require clarification or have any questions. 





Chapman Daycare Inc.
Phone: 204-832-6280
Email: chapmandc@mymts.net




History:
Chapman Day Care Inc. was established in August 1984. We were the first childcare program located in a school in the Pembina Trails School division. We began with 30 spaces and have since grown to 70 spaces serving Kindergarten and school-age children.
When Chapman School closed in 2016, we relocated to Royal School. Our program services children/families within the Pembina Trail School Division. 
We are currently located inside Royal Elementary School in rooms 14 (kitchen), 16 (main room), and room 18 (far room) we also have a shared space in Room 17 and are an independent body. 

About Us/ Philosophy: 
We are proud to be a non-profit school-age program licensed by the province of Manitoba. We strive to provide a safe, warm and comfortable environment for children, parents and caregivers.
We are committed in our efforts to provide consistent relationships with loving caregivers who will encourage the emotional, physical and social development of each child to their maximum potential.

Hours of operation: 
Monday to Friday:   				7:00am-6:00pm
Inservice/ School Holiday:    		7:00am-6:00pm
Statutory Holidays:    			CLOSED
Easter Monday:  				7:00am-6:00pm (Day in lieu TBD)
December 24th				7:00am-12:00pm (Closed at Noon)
Summer (July-August)			7:00am- 6:00pm

In the event a Statutory Holiday is observed on a Saturday or Sunday, the centre will close one day in lieu of. Parents will be informed of the alternate date well in advance.

Policies
1) Registration:
Any child attending kindergarten through grade 6 (between four and twelve years of age) within the Pembina Trails School Division is eligible to register at Chapman Daycare Inc.
Parents are required to complete the registration forms before their child is enrolled at the centre. A $200 deposit is required at the time of registration. The deposit will be deducted from the last invoice once two weeks’ notice has been given.

2) Wait List:
Wait lists are maintained for families interested in enrolling into the program when it is at capacity. Enrolment from our waitlist is determined based on available space and several priority factors.
Families on the waitlist may decline a spot when one becomes available. However, doing so will move their name to the bottom of the waitlist.

3) Full Time Care:
Chapman Daycare is licensed for 20 preschool kindergarten spaces and 50 school age spaces and offers before and after school care five days per week.


4)  Statutory Holidays, General Holidays, School Holidays and Inservice Days
Parents will be charged the full daily rate for statutory holidays in the billing period in which they occur regardless of attendance. We recognize the following days:
General Holidays:						Non-General Holidays:
Thanksgiving Day	Christmas Day					Terry Fox Day
Good Friday		New Years Day					Boxing Day
Victoria Day		Louis Riel Day
Canada Day		Remembrance Day
Labour Day		
Truth & Reconciliation

Parents are required to pay for all in-service days. The centre is closed for the last two days before the September Long weekend. Parents will not be charged for these two days.


5) Fees:
Parents will be billed in advance for a 4-week period. Invoices will be emailed on Monday, 7 days prior to the due date. 
We accept payment by E-Transfer at chapmandaycare450@gmail.com
The answer is childcarefees
If payment is not received by the Friday of the week in which the fees are due, a reminder notice will be issued stating that the fees are to be paid by 6:00pm of the following Monday or a late fee of $15.00 will be issued. If the fees and late penalty are not received by the Friday of the second week, the parent will receive two weeks’ notification of withdrawal of services. Parents will be required to make arrangements for the past due amount. 
CASH OR CHEQUES WILL NOT BE ACCEPTED AT ANY TIME.
Families that have not submitted their fees in full within 7 days of the due date will be required to submit a letter to the Executive Director outlining a payment plan. This payment plan must contain a schedule that allows the arrears to be paid while continuing to submit the current fees due. This payment plan is subject to approval from the Director. Once the payment plan is approved, the payment schedule (including amounts) must be adhered to so that late fees do not apply. If the payment plan is not adhered to, any or all of the following actions will be taken:
1. A late fee of $5.00 per day will be added to the account
2. Child Care services will be suspended
3. The account will be forwarded to a collection agency 
4. A judgement will be sought in Small Claims Court
A $10 fee per child per billing period will be charged to compensate for the cost of field trips and in-centre guests. Parents may choose to opt out of this fee. Should you choose to opt out of this fee, care will still be provided for your child/ren. However, your child/ren will be unable to participate in the outing/activities planned.
Late Arrival Fees:
All parents should arrive with sufficient time to depart Chapman Daycare with their child/ren, no later than 6:00pm. A late fee of $20.00 per child for every fifteen-minute interval or portion thereof after 6:00pm. The fee is payable to the staff on duty upon parent’s arrival in cash.
Tax Receipts are sent out at the end of the year or monthly upon request.



6) Subsidy
Parents can apply for government subsidy at cdcsubsidy@gov.mb.ca Subsidy is awarded by the Province of Manitoba to parents according to their income and needs. Parents are responsible for renewing their subsidy prior to the expiry date. Failure to have subsidy renewed on or prior to the expiry date will result in parents being responsible for full childcare fees.
The daycare office allows 15% of the child’s total attendance for sick days and holidays. If the child is absent for more than 15%, the parent will then be responsible for childcare fees.
Please note that subsidized families are required to pay $2.00 per day. Families may be required to pay a family contribution that is decided by the Manitoba Child Care program.


7) Arrival / Departure / Daily Attendance
All parents are responsible for accompanying their children into the centre and releasing them into the care of the staff at the centre. The centre will not assume responsibility until the child/ren has entered Chapman Daycare’s main entrance (Room 16) at which time the child will be signed in. 

Once a parent/guardian arrives to pick up a child, the staff will not be responsible for providing childcare. It will be the responsibility of the parent/ guardian to ensure the child is getting ready for home safely and quietly. At the end of the day a staff member will sign your child out, but please inform them when you are ready to leave the centre or you will receive a phone call or message at home if you were not seen exiting the centre.

If arrangements were made for someone, other than yourself, to pick up your child the centre must be informed in advance as to who will be arriving in your place. This individual must show identification before the child/ren will be released and be included on your pickup list. No child will be released to any person not listed on the registration form unless the staff has been notified. We reserve the right to verify parental permission by phone. No child will be released to anyone under the age of thirteen. 
If your child will be late or absent from Chapman Daycare after school, the centre must be contacted by 3:15pm. This is especially important if your child is transported on the van to and from school. Please phone the centre at (204)-832-6280 or text us at (204)-674-3111. If the child does not check in and a parent has not called, Chapman Daycare will make every effort to contact the parents. In the event that parents cannot be contacted and the child cannot be located, Chapman Daycare will not be responsible. 

It is very important to always ensure that Chapman Daycare has the most up to date information. Chapman daycare should be advised immediately if work and home phone numbers, addresses and emergency contact information change. 
Childcare will not be provided for children that have been suspended from school.
	

8) Impairment
Chapman Daycares utmost concern is always for the safety of the children in our care. If an individual picking up a child appears to be intoxicated, impaired, or poses a risk to the child’s safety, Chapman Daycare staff will immediately notify the Executive Director.
The Executive Director, along with another Chapman Daycare staff, may contact an alternate parent/caregiver to pick up the child. If alternate in unavailable the following actions will follow,
· Suggest the individual to remain at the centre until an alternate caregiver can arrive
· Suggest the individual walk home with the child, if they are in walking distance.
· Suggest calling a taxi for the individual and child, at the parent/guardian’s expense.
If the individual refuses the above suggestions and leaves with the child, Chapman Daycare may contact the appropriate authorities which may include ANCR (Child and Family Services), and/or the Winnipeg Police.


9) Withdrawal/ Discharge
[bookmark: _Hlk213849372]If a family should decide to withdraw their child/ren from the program, Chapman Daycare must be given two weeks’ written notice of withdrawal. If you do not notify the centre two weeks before the withdrawal date, you will forfeit your $200 deposit. This is to ensure the centre has sufficient time to fill the space vacated by your child. In the event of the centre discharging a child due to non-payment of fees, the right to notice is forfeited. Should a child be discharged due to disruptive behavior, notice may be waived at the discretion of the Executive Director. 
10) Transportation
All parents are responsible for delivering and picking up their children from the centre. 
For children who do not attend Royal School, it is the responsibility of the parent to make arrangements and cover any transportation costs through Pembina Trails School Division, they can be reached by calling (204)-488-1767 ext. 1216. All children who attend Pacific Junction School will be charged a fee per regular school day for transportation. Parents may choose to opt out of these services.

In the event of severe weather and the temperature drops to -45C, school buses will not operate, and parents will need to find an alternate way of travel for their child/ren for that day. Bus cancellations will be posted on the CJOB website. Children cannot stay at the centre.

Chapman Daycare is responsible for the children, including transportation by our Chapman Daycare bus, until they are safely delivered to their respective school playgrounds. Children will be dropped off as close to 8:50am as possible. We maintain responsibility of your child/ren until they are off the bus. 
 If the temperature, including wind chill, drops to -45C, the centre will not run our bus. 



11)  Snacks and Lunches 
The children will be served a snack consisting of at least three food groups before and after school. The centre provides a supplemental lunch as well as milk. Please note that this is not a complete lunch consisting of all four food groups and is considered to be a supplement to what is provided from home. A menu will be posted at the centre and distributed to parents.
*PLEASE DO NOT SEND NUTS, FISH, EGG PRODUCTS DUE TO SEVERAL ALLERGIES IN OUR CENTRE AND SCHOOL. THIS INCLUDES PRODUCTS LABELLED “MAY CONTAIN TRACES OF NUTS” *
Chapman Daycare can microwave lunches for children attending the centre, but please ensure food is in a microwaveable container and pre-made. 




        12) Illness, Accidents and Medication
Sick children will not be permitted to attend the centre at any time. The staff will assess the child upon noticing if they are ill. If the child has a fever of 100.4F (38C), has vomited, has diarrhea, or is not well enough to participate in the program, parents will be notified, and arrangements must be made within the hour to pick up their child. If a parent cannot be reached, one of the persons listed as an emergency contact on the registration kit will be contacted. A separate area will be provided for the sick child to rest while waiting to be picked up.

Elevated Fever, Diarrhea and vomiting- Child/ren must be gone for 24 hours before returning to care.
Conjunctivitis, (pink eye or other eye infection)- Child/ren must be gone for 24 hours until antibiotic eye drops have been given and all discharge has stopped.
Strep Throat- Child/ren must be gone for 48 hours on antibiotics before returning to care.

Please do not send notes indicating child/ren cannot go outside to play, if they are too ill to be outside, they are too ill to attend Chapman Daycare. If your child/ren is sent home from school due to illness, they are not permitted to attend Chapman Daycare.
In the case of a major accident or other medical emergencies which requires immediate medical care, first aid will be rendered. All staff are required to have emergency first aid and CPR certificates, which are updated frequently. The parents will be notified immediately for directions. In the event of an emergency staff members will contact an ambulance for assistance. All ambulances will be directed to The Children’s Hospital, unless directed otherwise by EMS.

Medications:
Prescribed medication will only be administered with written permission and instructions from the Physician. The medication should be in the original container with the child’s name on it, accompanied by written administration instructions (e.g. dosage, time, method of administration, etc.). A staff member will request the parents’ written permission for administration of all medication; a designated staff member will be responsible for administering the medication and ensure that the medication is stored in a location inaccessible to children in locked box/safe. Staff will not administer prescription medication if it is out of date. 




Communicable Diseases:
Should a communicable disease be reported, all parents will be advised by a dated notice that a child has been exposed and will list the symptoms to watch for on the parent bulletin board (located in room 16). After a communicable disease a Physicians note may be required to confirm that the child is no longer contagious and well enough to return to care.

Injuries:
Any injuries occurring at the centre that require medical attention will be reported to the parents and to the centre Coordinator at The Manitoba Child Care Program within twenty-four hours of the incident. An incident report will be completed by the staff member on duty, and a parent/caregiver will be required to sign. A copy of the report may be issued upon request.


13) Sunscreen and Insect Repellant 
Chapman Daycare will supply sunscreen and insect repellant at no charge. If your child/ren have allergies, or have specific requirements, parents will need to supply their own sunscreen and insect repellant.  



14)  Toys From Home/ Personal Belongings 
Our centre is extremely fortunate to have many toys and activities for the children to participate in while they spend time with us. Therefore, please do not permit your child/ren to bring toys from home. There have been problems with unique toys and belongings getting misplaced or broken and the young owners become very heartbroken. We would appreciate it if you could reinforce this request and explain to your child that their toys are safer at home. 
The centre is not responsible for toys from home, and the staff have been instructed that they are not to stop supervision of groups to assist parents in finding toys at the end of the day. Chapman Daycare takes no responsibility in replacing lost or damaged items. No electronics from home will be permitted at the centre.



15) Insurance
Although the centre does carry an insurance policy, parents are requested to carry Blue Cross or any other student insurance policy for their child/ren. The centre has a Safety Plan which may be reviewed at any time upon request.



16)  Outdoor Play
Outdoor play is encouraged daily. This is weather permitting and we will plan to go outdoors except when weather conditions are extreme- Environment Canada report of below -24C including wind chill factor, Thunderstorms, Hail, etc.


17)  Clothing
Children must always have indoor footwear, and it is compulsory to have gym shoes for the children to play in the school gymnasium. Extra shoes are required and should always remain at Chapman Daycare. As the children have outdoor play each day, it is the responsibility of the parents to ensure that their child/ren are dressed appropriately. So your child/ren can enjoy their outdoor play, please ensure that your child/ren has all the following items:
· Winter: ski pants, mitts/gloves, hat, scarf/neck warmer, coat/jacket, boots.
· Fall/Spring: splash pants, rubber boots
· Warm Sunny Days: hat, water bottle, shoes with backings (no crocs or flip flops please). 
Please label ALL clothing with your child’s name. All children should always have a change of clothes at the centre. Chapman Daycare is not responsible for lost items.

18) Custodial Rights/Guardianship
In cases of separated or divorced parents where you have indicated on the registration kit that your ex-spouse may not take the child/ren from the centre, it is necessary for you to provide the centre with a copy of a court order or legal document stating your custodial rights and those of your ex-spouse. Without this document the staff cannot enforce your wishes. All such documents will be held in strictest confidence. In joint-custody parents are responsible for communicating and informing the daycare of who is authorized for pick-up/drop off the child/ren.

        19) Parking
When dropping off your child/ren, the following parking rules apply. Between the hours of 7:00am-8:50am, please use the school’s visitor parking area located along the back fence. All numbered spots in the school lot are reserved for staff. 
Between the hours of 3:35pm-6:00pm, you may park in any of the parking spaces in the parking lot (all spaces are accounted for by this time). Please do not park along the chain linked fence or in any area that is designated NO PARKING. These areas should be left clear in the event emergency vehicles required parking. Thank you!


     20) Field Trips and Inservice Days
The centre assumes responsibility for any field trips out of the centre whether they involve contracted transportation or walking. No staff member shall transport children in their personal vehicles.  A permission slip is signed at the time of registration which authorizes children to attend all field trips outside the centre. Children are not permitted to bring money on field trips.
Prior to an Inservice Day/ Holiday Break/ Spring Break/ Summer Break, a corresponding survey will be conducted requesting if care is required during the days specified. 


21) Confidentiality
Confidentiality of families will be always respected. As of January 1st, 2004, the Personal Information Protection and Electronic Documents Act (PIPEDA) applies to every organization that collects, uses, or discloses personal information during commercial activities. In the case of an emergency or injury to a child, information may be released to the proper authorities, i.e. medical staff or in the case of abuse, ANCR (Child and Family Services). Information may be released to others in accordance with written parent approval.








22)  Emergency Closure 
If inclement weather conditions cause the closure of Royal School, Chapman Daycare will also be closed. Parents will be contacted immediately if their child/ren need to be picked up early due to inclement weather. Parents will be charged a regular daily rate. 
In the event of a power outage, it will be assessed whether the centre can remain open. If the centre is unable to stay open parents will be notified and children will be picked up. If the centre is able to remain open due to factors such as (weather, heating, water, etc.) 

23)  Behaviour Management
a. We do use logical consequences as a method of behaviour management.
b. We do expect children to be children, but respect for staff is also expected.
c. We do use short periods of removal from an activity, in order to give children cooling down time and time to re-think their choice. Children are approached with offers of assistance when they are ready to participate in the problem-solving process. 
d. We do speak with children about behavioural choices and assist children to develop alternate methods of handling problems.
e. We do keep parents informed about problems. When intervention on the part of staff is insufficient to solve behavioural issues, parents are contacted and expected to participate in the process. We may ask parents to come to the centre for a meeting, reinforce the message of appropriate behaviour at home and support the steps taken by the staff.
f. We do reserve the right to implement any or all of the following strategies:
· Loss of privileges
· Suspension or permanent removal from the program.
g. Physical violence will not be tolerated at the centre. The first incident will result in a One (1) day suspension from the centre.  A second incident will result in a Three (3) day suspension from the centre. A third occurrence will result in permanent withdrawal of services.
h. We do not administer physical or verbal punishment as a method of discipline.
i. We do not emotionally abuse or berate children.
j. We do not deprive children of food or physical comfort as a form of discipline.
k. We do not use isolation as a method of discipline.



24)  Runaway Policy
If a child runs from the centre, the staff on duty will notify parents. The parents are required to accept responsibility for the search of the child. The police will also be notified unless the parent instructs the staff to do otherwise. It is the responsibility of the centre to provide for the care and safety of the entire group. The centre staff cannot leave a group of children unattended or leave the centre out of ratio to chase or find a child who runs from the centre.



25) Treatment of Staff
Verbal or physical abuse of the staff by any parent will NOT be tolerated and will result in removal from the program.



26)  Suspension From School
Children who have been suspended/ sent home from school will NOT be permitted to attend Chapman Daycare during the suspension period. 



27)  Intermittent Supervision
School-aged children may not be supervised for short periods when leaving the centre to go to the washroom or to run errands at a staff’s request, i.e. obtain supplies or check on a child in the washroom. This does not pertain to kindergartens.











28)  Staff Shortages
All licensed childcare programs in Manitoba must comply with licensing requirements to meet child to staff ratios. There may be times when we cannot meet these requirements if multiple staff are absent.
The following steps will be taken:
· Extend staff hours or schedule substitutes to address the staff absence.
· Request that parents voluntarily keep their children at home.
· Cancel daycare transportation to and from school.
· Reduce the operating hours of the program as needed.
· As a last resort, close the program until staff recover and child staff ratios can be met.
Parents should be aware that it is probable that you will receive very short notice if these measures need to be implemented. Please be prepared and have alternate childcare arrangements in place. Inform your employer that due to unforeseen circumstances, there may be days when you do not have childcare. Children who attend the daycare lunch program should contact the school to make lunch arrangements if necessary.

29) Safety Plan
Chapman Daycares Safety Plan is posted on our bulletin board located outside of our main door (Room 16) and is available upon request.

















Daily Schedule

7:00am- 9:00am 		Free Play/ Tabletop activities
7:30am-8:00am		Morning Snack
8:15am-8:30-am		Ecole Dieppe - Bus loop drop off
8:35am-8:50am		Pacific Junction – Chapman Bus drop off
8:45am-8:50am		Royal School clean up/ Prepare for school
8:50am 			School Bell Rings (school begins)

11:45am-12:45pm		Lunch Program

12:45pm-1:25pm		Kindergarten Free Play/Tabletop activities
1:30pm-2:45pm 		Kindergarten Outdoor Play
2:45pm-3:20pm		Kindergarten Circle Time/ Kinder-Activities

3:30pm-4:15pm		Afternoon Snack

3:35pm			School Bell Rings (end of school)
3:35pm-4:00pm		Free Play/Craft Activity/Tabletop activity
4:00pm-5:00pm		Outdoor play/ Gym Time/ Clubs/ Room 17 (shared space)
5:00pm- 6:00pm		Quiet activities/ Free Play

Free Play:
This includes activities in Drama, Creative Play, Construction, Science. Blocks, Reading and Fine Motor Areas.

Activities:
This includes gym, outdoor play, drama, library, science, arts and crafts.

Clubs:
Different clubs are run by our staff each month, please look out for them and if your child/ren would like to participate!




2025/2026 Chapman Daycare Board of Directors


Chairperson				Jen Ward
Vice Chair/Secretary		Megan Tymchuk
Treasurer				Lisa Dudko

Members				Lisa Atkins
					Carly Parson
					Josh Croghan
					Jillian Robertson
					Chase Ward
					Emily Vandette
					Kaylee Green




Consider becoming a Board Member for Chapman Daycare to ensure your child and other children continue to receive quality childcare before and after school. Your experience and special skills would be an asset to our centre!




Parental Consent
A.
I,	, have read and fully understand the policies of Chapman Daycare Inc. as outlined in the parent manual and agree to abide by them.

Signature	Date

B.
I,	, give my permission for my child/ren,
	, to attend any field trips scheduled by Chapman Daycare Inc. on the days my child attends the daycare when notified in advance.

Signature	Date

C.
I give my permission for my child to be photographed or videotaped if the photos remain in the possession of Chapman Daycare Inc. The centre will request a separate release form when research projects are involved.

Signature	Date
D.
I/We agree to give permission for the Chapman Daycare Staff to share information regarding my child/ren, , with both Royal and Dieppe Schools teaching and administrative staff, the Child Guidance Clinic, and any other professionals working with my child, when necessary. Parents will be notified when concerns have been discussed.

Signature	Date
E.
I give permission for Chapman Daycare to post photos a/o video of my child/ren for use on their website. Names and personal information will be omitted.

Signature	Date
