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Welcome

Dear Parents:

Welcome to 4Pillar Early Learning Centre! We are looking forward to providing care to your 
child and working with your family this coming year.

4Pillar Early Learning Centre is open to all children regardless of race, nationality or faith. 

We make every effort to make sure your child feels secure in our centre. Parents shall have free 
access to all areas used by your child. Watch the bulletin board or monthly newsletters for 
special events and new information. 

Please use arrival and departure times to contact staff members or phone us for another 
convenient meeting time. We welcome your visits, questions and any concerns.
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Philosophy

What is a good Group Childcare Program?

It is a home away from home. A warm, welcoming place with people who are dedicated to 
making a child feel comfortable leaving their parents.

It is a place where your young child learns social skills that will enable him/her to get along 
with fellow human beings.

It is a place where a child can feel the joy of creativity in words music, movement and various 
artistic media. 

We aim to provide this and more by offering a program which is varied and geared to the child 
as an individual and as a member of a group. We alternate quiet and active times throughout the
program, allowing children to appreciate what both have to offer.

The theme approach is used to facilitate the learning process, integrating songs, stories, science 
activities and field trips over a one to two week period.

The Group Childcare Program is divided into interest areas, allowing children to pick the 
activity which most interests them. 

Staffing

A Group Childcare Program revolves around its staff, and is only as good as the people who 
implement it. The staff at 4Pillar Early Learning Centre are all qualified and licensed under the 
Provincial Community Care. Assistants are qualified or in training.

Sufficient staff are employed at all times to meet licensing requirements for the number of 
children enrolled. These qualified staff members are on the premises at all times. All staff are 
required to have a Criminal Record Check and a current Child Safe First Aid Certificate, which 
must be renewed every three years.   

All staff are responsible for providing a balanced Group Childcare program. Staff plan and 
implement the daily program to meet the needs of the children and stimulate their growth and 
development. 

Roxanne Penner and staff at 4Pillar Early Learning Centre have a great deal of experience in 
working with young children. We look forward to working with you and your children to make 
4Pillar Early Learning Centre a positive learning experience for all. 
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4Pillar Early Learning Centre is a licensed program and designed to provide Childcare to 
Powell River families and kindergarten students of Edgehill Elementary School, while 
supporting working and active parents. We encourage and appreciate parent input and 
involvement in our program so we can offer the best care to the children in the program, while 
meeting parent's needs. 

Goals

- Meet the child's needs in a childcare service,
- Meet the parent's needs in a childcare service,
- Promote positive social skills including cooperation, responsibility, respect and
  communication in a safe and fun environment
- Provide community support to Powell River families and Edgehill Kindergarten class.  

Enrollment

Parents enrolling their child in our program are required to read the 4Pillar Early Learning 
Centre parent manual, sign and return the dated signature slip to us before their child may 
attend the facility. Additionally, prior to admittance, a registration and medical information 
form must be completed for each child attending the program.  Children enrolled in the 
program are required to be able to self-care after using the washroom.

Admission Criteria

Children that are age 30 months to 6 years , Kindergarten at Edgehill Elementary may 
participate in the program.
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Programming

Belonging to 4Pillar Early Learning Centre is often a life-changing experience. Children can 
build healthy, supportive relationships with caring adult role models, which in turn can 
positively influence the life path they choose. 4Pillar also encourages healthy, respectful 
relationships with peers and family members. 

4Pillar has trained, passionate, and dedicated staff. The staff members build self-esteem by 
empowering participants to help shape programs and share their ideas. Through these 
opportunities, children are given the chance to develop life and leadership skills and learn how 
to contribute to 4Pillar and to their communities. 

Staff provide children with daily Learning and Skills Development through:
– Physical Activity
– Nutrition and Nature
– Education Support 
– Literacy
– Social and Life Skills
– Creative Arts
– Cultural Diversity
– Leadership Development

Active Free Play 

Active free play is when a child is actively moving their body in a self-chosen way. At 4Pillar 
Early Learning Centre we will provide a safe environment and play time where children can 
choose the direction of their play activities.

Unstructured physical activity allows children to practice social skills and encourages creativity
(by allowing them make up their own games and rules). For example, if a child is sitting at the 
playground playing with a truck, they are not being active. However, if they are running the 
truck along the equipment in the playground and racing it down the slide, they are participating 
in low to moderate intensity physical activity.
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We can facilitate unstructured physical activity by:

•Choosing play areas carefully 
•Allow children to have lots of  room to move 
•Remove chairs and other sedentary objects. 

•Have equipment available 
•Provide toys and equipment that children might associate with being active, such
as ball or bean bag that was used for a different activity earlier in the day.  
•Have equipment that encourages reaching, jumping and stretching. 
•Boxes, blocks or tape on the floor can provide a fun pathway to follow

•Planning structured and unstructured physical activity together 
•allow children to discover and explore new equipment on their own. Follow up 
with a game using the equipment and then end with allowing the children to have 
free time with the equipment.

•Encouraging story telling and actions 
•Playing fun, active music in the background 
•Modelling active free play

Fee Policies

All fees must be received in full within the first five business days of the month. Payments can 
be made by one cheque (or cash) payment in full, or by two equal cheques (or cash) payments 
due on the first and fifteenth of each month. All cheques are payable to 4Pillar Early Learning 
Centre. 

The fees are not subject to refund if a child is withdrawn from the facility due to holidays, 
illness or any other reason. However, if the child is removed from the program because the 
facility can no longer provide care for the child, the parent will be granted a refund based on 
the date the child's care is discontinued. 

Non-refundable deposits of $25 are required to register for all Pro-D days, Winter Break and 
Spring Break care days to ensure we have the required staffing on these days. The deposit will 
be deducted against the childcare fees. 

Childcare Rates

Out of School Care 
Kindergarten Care (2:30pm – 5:30pm) $360.00/month  ($6.00x 3hrs x 20days)

Drop-in Care (space permitting) $6.00/hr
Pro-D Day Care (8:00am – 5:30pm) $6.00/hr or $50.00/day 

    Subsidy accepted                                            7



Hours of Operation
Monday to Friday 
8:00am to 5:30pm

Program Outline

Hours: Group Child Care Monday to Friday  8:00am - 5:30pm
Kindergarten Care Monday to Friday 2:30pm  - 5:30pm
Non-school days 8:00am -  5:30pm

Penalties

A penalty is charged for the following:

– fees received after the first seven days of the calendar month - $10.00/day that fees 
remain outstanding

– N.S.F. Cheques  - $30.00 each occurrence
– late pick-up $20.00/quarter hour or portion thereof, payable to the attending staff upon 

arrival or added to next month's fees. 
– Failure to give one month's notice for withdrawal - one month's fees in lieu of notice.

Registration Fee

There is a yearly registration fee that is set at the beginning of the program year. This must be 
paid at the time of registration, prior to enrollment into the program. 
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Enrollment Procedure

Children who are 30 months to 6 years old are eligible to enroll in the Group Childcare 
program. Admission requirements and enrollment procedures are as follows:

• A child must be 30 months old to be admitted into the program. 
• Classes are filled on a first come, first served basis according to the date of 

enrollment. The Executive Director will set the date of enrollment after registration 
materials are completed and the registration fees are paid.

•

If the sessions are full when a parent calls, the child's name will be placed on a waiting list to 
fill vacancies as they occur. 

Refund Policy

4Pillar Early Learning Centre is not able to refund money in case of illness, holidays, Spring 
Break, Christmas holidays and statutory holidays. If you do not wish to pay the full amount, we
may be forced to fill your child's spot with a child from the wait list.

Withdrawal from the Group Childcare Program 

A period of one month's notice is REQUIRED if you wish to withdraw your children from the 
program. If one month's notice is not given prior to the withdrawal, the fees for that month 
must be paid. 

Discipline

4Pillar Early Learning Centre would like to inform you that we will provide a safe and 
nurturing environment for your child. 

When discipline is to occur, we will use a straightforward approach involving redirection 
followed by positive reinforcement. 

At no time will there be any physical harm or verbal abuse to your child or anyone else in the 
program. Enclosed is a discipline policy, which outlines what we implement in our program. 
Please do not hesitate to ask if you have any questions about this. 
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Religious Holidays

If you have objection to the recognition of religious or other holidays, including Halloween, 
Christmas, Easter, Thanksgiving and Valentine's Day, please let us know upon registration so 
that we can make other arrangements to respect you and your child's wishes.

Drop Off and Pick Up Policy 

For your child's safety, it is important that we have everyone who might drop them off or pick 
them up listed on the registration form. 

This means that if you call us and say, “John Doe” is picking up your child, but “John Doe” is 
not listed on your registration form, our staff will not allow your child to go with that person. 
Please ensure that anyone who may pick up your child is both listed on the registration form 
and introduced to staff. 

By law, staff are unable to release a child into the care of an adult who appears to be unable to 
provide safe transport (i.e. May be under the influence of drugs or alcohol). In such 
circumstances, alternate arrangements will be made to ensure your child's safety.

It is also very important that your child be dropped off and picked up safely. To do so, we need 
to have staff make eye contact with the person dropping off your child at the centre. Please do 
not drop off your child to come into the building by themselves. 

We are unable to release your child to anyone under the age of 16.

Illnesses and Wellness

A childcare facility is a busy place where illnesses can spread very easily and quickly. To help 
keep other children and adults healthy, those who are not well or have communicable illnesses 
must not attend 4Pillar Early Learning Centre while they are sick. Staff can refuse to provide 
service to a child who is too ill to attend or who poses a risk of infection to others.

Parents and guardians are asked to keep their child at home when the child exhibits any of the 
following:

• An acute cold with a fever, runny nose and eyes, cough and sore throat. Once their 
temperature and energy are back to normal, cough and runny nose (as long as the 
discharge is clear) may continue without the child being contagious. If symptoms are 
caused by a well-known allergic reaction, the child is not contagious and will be 
welcome at the centre. 
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• Difficulty breathing or wheezing or persistent cough. 

• A fever (100F/38.5C) accompanied by general symptoms such as listlessness may be an 
early sign of illness that requires a physician's attention.

• Sore throat or trouble swallowing.

• Infected skin or eyes, or an un-diagnosed rash.
• Headache or stiff neck.
• Unexplained diarrhea or loose stool combined with nausea, vomiting, or abdominal

 cramping – these symptoms can indicate bacterial or viral infection, which is easily 
passed from one child to another, and the child should be kept at home until all 
symptoms have stopped. 

• Nausea or vomiting.

• Severe itching of the body and/or scalp.
• A known or suspected communicable illness.
• Head lice or other parasites.

If children or staff have a cold, but are well enough to be at 4Pillar Early Learning Centre, they 
will participate in all areas of the program. 

Fire Drill Procedure

This is the fire drill procedure that we follow at our Group Childcare Program. 
1. Make sure all children are wearing shoes or slippers.
2. One designated staff member will signal with the smoke detector to attract the children's 

attention.
3. The staff member collects the attendance and emergency information, and collects and 

escorts the children to the designated meeting place, the vacant lot next to the French 
Club building.

4. At the smoke detector's signal, the other designated staff member collects the first aid kit
and checks for any children left behind doors or in the bathrooms. 

5. An attendance roll call will be taken once the children are safely taken to the designated 
meeting place.

6. Earthquake and Fire drills will be performed once per month, and results will be 
recorded as required by the Child Care Licensing Board. 

Field Trips

Short walking trips are a regular part of the Group Childcare Program, and we ask that parents 
sign a permission slip at the time of enrollment to allow their child to participate.We do most of
our bigger trips in the spring. We find that the children need time to adjust to our program, and 
by the spring they know what we expect of them. By this time, we have been on many walks, 
and find that children have grown accustomed to walking with partners.  11



Any major excursion requiring transportation will usually be done by parent drivers, and will 
be announced well beforehand. Parents must sign a special permission slip for each excursion 
before the child will be able to leave the learning centre. 

The law states that any child under 40lb must be in a car seat, and any child between 40 and 
80lb must be in a booster seat. 4Pillar Early Learning Centre will not be able to take any child 
on a field trip unless they are properly secured in a child restraint system. 

4Pillar Early Learning Centre is a non-smoking environment, and this includes staff, students, 
volunteers, and any parents or guardians who are participating in our activities.

Clothing   

A pair of slippers is required for inside use, Outdoor clothing needs to be suitable for all 
weather as we try to go outside most days. In case your child may have a bathroom-related 
accident, please make sure you provide a change of clothing. Please label all things that come 
from home.

If your child does not already know how to tie their own shoes, please purchase shoes that can 
be zipped, slipped or have Velcro. Getting 16 children ready to go outside in a hurry can be 
hard on staff if each child needs to have their shoes tied. 

Food

Your child needs to bring their own snacks and lunch each time they come to the Group 
Childcare program. Snack time is a social time when nutrition and hygiene will be introduced. 

Items such as cheese and crackers, fruit, vegetables are encouraged. Nuts and peanut or other 
nut butters are NOT ALLOWED, as children have either slight or severe allergies to nuts and 
peanuts. 

It is also very important to realize that this is just a snack time and lunch time, and that one 
snack and drink is plenty. Children are not given a lot of time to each a whole bunch of food, 
and may miss out on activities if they have too much food in their bag. If their snack or lunch 
needs to be kept cold, please make sure to pack it in an appropriate lunch bag with an ice pack. 
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Show and Tell

We have show and tell every week. In order to limit the size of things and to prevent them from
being lost, please provide a large Ziploc bag with your child's name on it. One item is all we 
have time to show for each child. We appreciate it if parents encourage their child to bring 
things pertaining to the theme or colour of the month. Please make sure your child takes their 
show and tell item home with them each time they bring one.

Newsletters

Monthly newsletters will be sent out informing you of what your child will be learning, themes,
colour of the month, shape of the month, field trips and important dates to remember. 

Birthdays

Your child's birthday will be a special day at the 4Pillar Early Learning Centre. For this 
occasion, you may wish to provide a treat for snack time to be shared with other children. Mini 
cupcakes or cookies are some examples of common treats that are brought to share.

Outdoor Play

Outdoor play gives children an opportunity to be a little louder and move in a larger space. It is 
a great place for the children to run and burn off energy and use their large motor skills. 4 Pillar
Early Learning Centre will provide at least 60 minutes of outdoor play to the children daily. 

Unfortunately, we cannot allow the siblings of enrolled children to play on our outside 
equipment, as we are liable if something happens to any child not enrolled as a 4Pillar Learning
student. Enrolled students may only play on our outdoor equipment when they are at their 
Group Childcare Program. 

Kindergarten Care Program Attendance Policy

The staff at 4Pillar Early Learning Centre are responsible for the children once they are 
dropped off at the facility or are dismissed from school. Parents and caregivers are asked to 
notify the staff if their child will be absent from the program that day. We have requested that 
they leave a message for Roxanne at 604-414-5757 or provide a written note in advance or on 
the same day is sufficient.
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If a child is expected for Kindergarten Care and there has been no written communication or a 
phone call to indicate that the child will be absent (i.e. sickness, appointment or play date, etc.) 
The following will be carried out by staff:

1. Attendance taken as soon as school is dismissed.

2. Children unaccounted for (i.e. not at the facility and no communication from caregiver 
stating the child will be absent) must be accounted for by:

a) Call school and speak with child's teacher and inquire if the child was in 
class and if they were picked up, (speak with administration if teacher is 
unavailable).

b) Call child's primary caregivers (home, work, cell phones) leave messages at
each explaining reason for call and ask for them to return the call ASAP.

c) Call alternate pick-up contacts.

d) Phone local police if the child has not been accounted for 20 minutes after 
school dismissal time (time frame recommended by police). 

The above steps should all be completed within 20 minutes after dismissal. Please note that 
staff are required to note all times of calls, staff who made the calls and to whom the calls were 
made for record keeping and accountability. 

Early Dismissal

4Pillar Early Learning Centre will be aware of any early dismissal days as the staff check in 
with Edgehill school on a regular basis. Your child(ren) will be picked up at the early dismissal 
time. This includes the weeks involving parent teacher conference. This early dismissal will be 
at a rate of $6.00/hr.

Release of Child Policy

4Pillar Early Learning Centre will release a child from the facility only when:

– the staff acknowledges that the parent/guardian who arrives to pick up the child is the 
person authorized for pick-up on the registration form. Please, do not pick up your child 
without letting us know. Children will not be released from 4Pillar with any person not 
authorized for pick-up unless written and signed permission is given in advance. We 
reserve the right to check for I.D. if the staff does not recognize the person arriving for 
pick-up. 
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– Parent/Guardian has signed-out the child(ren)

– If the person authorized for pick-up appears unfit to provide safe care for the child at 
time of pick-up, the child will not be released from the program. Under these 
circumstances, the child's emergency contact will be reached to arrange for another 
person to pick up the child. If no one else has arrived by 6:00pm, Child Protection 
Services will be contacted to pick up the child. Child Protection Services will take the 
child into their custody until other arrangements can be made.

Our priority is to ensure the child's safety at all times

Late Pick-Up

If a child has not been picked up by 5:45pm and the staff has not heard from the parent, we will
call all authorized adults listed on the child's registration form to pick up the child. If we cannot
find an authorized caregiver to pick up the child within half an hour, Child Protection Services 
will be contacted to pick up the child and take them into their custody until a parent is 
contacted. Therefore it is imperative for parents to contact the staff at 4Pillar Early Learning 
Centre if they will be late to pick up their child. Staff are not paid after 5:30pm and late pick-
ups cause an inconvenience and liability to the staff members. Late pick-up fees will be applied
to the following month's fees for parent's who are continually late for pick-up. 

Nutrition Policy

At 4Pillar Early Learning Centre we are aware of the importance of establishing healthy eating 
habits within our child care environment.  Our aim is nutritious snacks, minimizing the intake 
of food and drink containing sugar, salt, additives, preservatives and colouring. Please Note: 
We are a nut free facility, due to allergy concerns, we appreciate your cooperation in this 
matter. Please ensure that all lunches and snacks children bring do not contain traces of nuts. 

Snacks  

Throughout the day water is available for the children as needed. Children are required to be 
seated (at a table) and not engaged in any play activity at all times during drinking and eating. 
This is to ensure safety, cleanliness and to promote appropriate eating/drinking habits. Under 
no circumstances will children be allowed to walk around or play while eating or drinking.

Please remember to take your child's leftover food home at the end of each day as we will not 
store food overnight in the fridge. We appreciate your cooperation in this matter.
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Personal Items

4Pillar Early Learning Centre staff is not responsible for children's lost or damaged personal 
items. Except from Show and Tell, children attending the program are asked to refrain from 
bringing toys from home to the facility.

Discipline Policy

The disciplinary goal for 4Pillar Early Learning Centre is to reinforce appropriate behaviour. 
We prefer to use positive reinforcement including praise, encouragement and rewards to 
recognize acts of helpful and positive behaviour displayed by children.

The staff will also use a three chances system as a means of behaviour management and 
discipline in the program to maintain a safe and pleasant atmosphere. The system operates on 
three steps described below:

1. When a child is displaying inappropriate behaviour and/or engaging in an activity
that  is disrespectful or harmful to themselves or others, they will have their first 
chance taken away. The first chance is a warning.

2. When a child continues the above behaviour, their second chance will be taken 
away and an appropriate consequence will be given (such as a short time-out). 
The purpose of the consequence is to discourage the inappropriate behaviour, and
to allow the child some time to themselves. In addition to the consequence given 
to the child, the parents may be asked to discuss the inappropriate behaviour with 
the staff if it continues. 

3. When a child continues to display inappropriate behaviour and/or engage in an 
activity that is disrespectful or harmful to themselves or others after their first two
chances have been taken away, their third chance will be taken away. When a 
child's third chance is lost, the child will be asked to miss the next day of care. 
Parents will be notified that they will need to make other arrangements for 
childcare for that day. A child's third chance is serious, and this suspension of 
care will be implemented only after the child's behaviour has been discussed with
the parent and child, and when the staff feels that the child is continuously 
disruptive and needs some other form of care for one day. Children lose their 
third chances very rarely.

If this set of procedures appears to have no effect on the child's misbehaviour, then alternative 
child behaviour management can be discussed with parents. If a child remains unmanageable 
and continues to threaten the safety of themselves or others, they will be asked to permanently 
leave the program. 
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The staff ensures that while under their supervision no child is subject to:

– shoving, hitting, shaking, spanking or any form of corporal punishment.

– Harsh, belittling or degrading treatment, whether verbal, emotional or physical, that 
would humiliate the child or undermine the child's self respect.

– Punishment in the form of confinement, physical restraint, kept without staff 
supervision, deprived of snacks or use of a toilet. 

The staff will only resort to physical restraint when a child becomes out of control and 
endangering themselves or others in the facility. The restraint will be in a holding form and will
only be used until the child regains self control or a caregiver picks up the child. 

The objective of the staff at 4Pillar is to provide a safe and fun environment for the children at 
the facility. The children are asked to be respectful to themselves and others, be safe and most 
importantly have fun. We encourage and appreciate parent's involvement, suggestions and 
support. 

Child Abuse

As required by law, any incident of suspected child abuse/neglect or disclosure of child 
abuse/neglect will be documented and reported to the manager and Ministry of Social Service –
Child Protection immediately. 

Injuries

If in an incident at 4Pillar Learning Centre your child receives an injury and requires medical 
attention we will call the child's parent or emergency contact immediately. If the injury requires
immediate emergency medical attention an ambulance will be called to transport the child to a 
hospital. The injured child's parents are responsible for ambulance fees. Parents or emergency 
contact (if parents cannot be reached) will be notified as to which hospital their child was 
admitted to, and at what time they arrived. Any injury that receives medical attention will be 
documented and reported to parents, manager, and Licensing within 24 hours. 
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Medication

The staff will administer medication only if it is in the original container with the child's name 
on it and is accompanied by a completed Permission to Administer Medication form (available 
at the facility). All medications will be kept in our locked medications box. When asked staff 
may refuse to accept the responsibility of administering medication if they do not feel 
comfortable with doing so safely.

Discharge 

A child may be discharged from the facility due to:

– Inability of the program to meet the needs of the child or family, including behaviour 
that directly impacts the well-being of the child, peers or staff

– Inability of the child or family to follow the policies of the programs. 

– Non-payment of fees.

Signature of Agreement

I, __________________________________(please print name) have read the 4Pillar 
Early Learning Centre parent handbook and I understand and accept the program's 
policies.

Signature____________________________________     Date:________________
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