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Introduction 

The St. Albert Day Care society is a non-profit organization of parents and 

interested community members committed to providing programs in a safe, 

healthy, nurturing and stimulating environment in which care is provided by 

competent Early Childhood Educators. Our programs facilitate development 

and learning in a play setting, nurturing the social, emotional, physical, creative 

and intellectual growth of the child. Our aim is to provide the best possible 

programs and facilities. Every child has a right to feel safe, loved and respected. 

Through play, children learn about themselves, what their bodies can do, about 

the world and its wonders and their places in the world. The teachers will create 

an environment in the program that will challenge and stimulate each child. 

We accept each child as a worthy person and build on each child's strengths, 

always emphasizing the positive. 

Vision 

To be recognized as the outstanding Early Learning and Childcare provider and 

employer of choice 

Mission 

We are the leader in providing exceptional early learning and childcare, 

enriching the lives of our children and families by upholding the highest level of 

care. 

Values 

Honesty  Demonstrating ethics and integrity in all that we do 

Empathy Understanding and caring for each person, embracing 

their individuality and uniqueness 

Accountability Being responsible for each action and dedicating 

ourselves to improve 

Respect  Treating all others as you wish to be treated 

Teamwork Cooperating with each other to achieve a common 

goal  
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History 

The St. Albert Day Care Society has been in operation since May 1972 when it 

opened in the Elim Pentecostal Chapel.  In 1976 the Society moved into the new 

Municipal Day Care Building at 6 Cunningham Road where it began and 

continues to grow.  In 1977 the Society opened its first Out of School Care 

Program at Ronald Harvey School.  Since then as many as twelve Out of School 

Care Programs have opened and some closed.  Today we operate four Out of 

School Care Programs in addition to the original Day Care Program originally 

licensed in 1972.  In 2008 the Society opened the Ready, Set, Grow Preschool 

Program.  This program shares space with the Society’s Fountain Park Out of 

School Care Program. 

Philosophy 

The aim of the St. Albert Day Care Society is to provide the best possible 

program and environments. Every child has the right to feel safe, loved and 

respected according to his/her age, ability and aptitude.   

 

The Out of School Care goals are: 

1. Social – To create a relaxed, trusting intimate atmosphere where children 

are encouraged to pursue their own interests, develop friendships, grow in 

confidence, independence, and respect for themselves and others. 

2. Emotional – To provide caring Early Childhood Educators, who show 

genuine respect for the children, have confidence in each child’s 

potential and promote each child’s self-esteem.  To create a stable 

environment that is inviting, comfortable, attractive, orderly, and a 

positive place to be. 

3. Physical Aims – To provide the children with a variety of developmentally 

appropriate indoor and outdoor activities giving opportunity to further 

develop large and fine motor skills. 

4. Intellectual Aims – To frame a schedule that allows time for each child to 

observe, reflect, and become absorbed in activities according to his/her 

own interests and talents. To give individual guidance to children based 

on careful observation of each child’s interests and needs and in keeping 

with parental values and goals 
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Organizational Structure 

The St. Albert Day Care Society (SADCS) is a non-profit child care organization.  

Currently it operates: 

 Day Care. The program is offered to children 12 months to 6 years of age, 

including children with special needs, in the Municipal Day Care Building 

at 6 Cunningham Road, St. Albert. 

 Ready, Set, Grow Preschool. The program consists of one class (3 and 4 

years olds) hosted in the Municipal Day Care Building at 6 Cunningham 

Road, St. Albert. We are licensed for 24 children per class in the Preschool 

Program with 2 teachers (12:1 child-staff ratio).  Children with special 

needs are integrated into the preschool program.  Individual program 

plans are drawn up to meet the specific needs of the individual child.   

 Out of School Care Programs.  The programs offer care for children 4.5 –12 

years of age (full time Kindergarten-Grade 6) before and after school and 

on non-school days in four locations: 

o Fountain Park (6 Cunningham Road) 

o Keenooshayo School 

o Ronald Harvey School 

o Living in the Light/Sturgeon Valley Baptist Church 

 

Inclusion and Diversity 
 

The St. Albert Day Care Society is committed to providing inclusive and diverse 

environments that support the needs, abilities, interests, backgrounds and 

preferences of all the children in our care.   

If Early Childhood Educators have concerns about a child’s overall social, 

physical, language, intellectual, creative, or emotional development, which 

may reflect a need for professional interventions, they will bring their concerns to 

the attention of the appropriate Director/Executive Director.   

The Director/Executive Director, in consultation with the parents, will 

recommend/refer the child and/or parents to the appropriate agency. 

The Board of Directors 

The organization has a Board of Directors that is elected annually from the 

Society’s membership.  These Board members are volunteers who develop 

governance policies for the Society.  Staff representatives may be invited to sit 

on various committees of the Board.   



 

Updated May 2020 

The Board of Directors employs an Executive Director who is responsible for the 

day-to-day operations of the programs and the implementation of policies and 

procedures.   

The Board of Directors hosts an Annual General Meeting (AGM) each year to 

share the past and future highlights of the Society’s operations.  Detailed 

invitations are sent out prior to the meeting.  The AGM is not a forum for 

complaints; please see grievance procedures.   

The Directors manage all operations of the child care programs as assigned by 

the Executive Director.  The Executive Director and Directors are responsible for 

hiring Early Childhood Educators who are willing to work as part of the team, 

providing a quality program for the children in care.  In Out of School programs, 

the Program Coordinator supervises all aspects of the program.  In Daycare, the 

Program Coordinator supervises all aspects of the playrooms. In Preschool the 

teachers work equally together under the direction of the Director or Executive 

Director.  Early Childhood Educators, support staff and administrative staff work 

together to implement a safe, healthy, nurturing, and stimulating environment 

for children. 

Board Committees 

The Board of Directors has three standing committees: Finance, Board 

Development and Fundraising.  The Chairs of these committees sit on the Board 

of Directors and report committee activity to the Board of Directors on a regular 

basis.  The members of these committees are made up of volunteer Society 

members, Community members and employees. 

Program Information 

Fountain Park Out of School Care (FPOOS)–  6 Cunningham Road 

 780-459-7718  

Keenooshayo Out of School Care (KEOOS) - 40 Woodlands Road 

    780-458-0098 (Program)  

Ronald Harvey Out of School Care (RHOOS) - 15 Langley Avenue 

      780-458-2717 (Program)      

Living in the Light Out of School Care 

Sturgeon Valley Baptist Church (SVBOOS) - 51 Woodlands Road 

 587-938-3501  

  

All Administration inquiries can be directed to the Main Office at 780-459-5380 
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Program Description 
 

Out of School Care 

 

We operate four out of school care programs, within the City of St. Albert, for 

school-age children.  Our programs are licensed to care for children in full-time 

Kindergarten to grade six.  Upon reaching school age, you will be given specific 

information about the transition into out of school care and your child will have 

priority for placement into our program.  

Each out of school care program has a minimum of one Program Lead, who is 

responsible for planning and implementing the child care program/curriculum. 

Each program has additional Early Childhood Educators who are responsible for 

assisting the Program Lead with the programming/curriculum.  

 

Programming  

 

Our Early childhood educators will ensure the programming incorporates a 

variety of planned and spontaneous activities.  Each month there will be a 

calendar that will outline some of the preplanned activities  

For the Out of School program, The St Albert Day Care Society does not 

encourage children to complete homework, assigned by a child’s school, 

during Program hours. 

Although homework is not encouraged as a regular part of the program, when 

in the building Early Childhood Educators will ensure that quiet space and 

support is provided should the child choose to use it do their homework.   

The homework area will be equipped with a table, chairs, dictionary, scrap 

paper, rulers, pens, pencil, and erasers. 

Hours of Operation and Program Closures 

All of our Out of School Care Programs are open Monday to Friday. 

The Fountain Park OOSC program opens at 6:30am. All other programs open at 

7:00am and close at 6:00pm. We do provide care on early dismissal days and 

non-school days during the regular school year. 

Your child will be enrolled in one of the primary OOS locations; however on non-

school days they may have to attend an alternate location. Programs are often 

combined on non-school days to accommodate efficiency of staffing and 

licensed capacity. 
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Program Closure Days: 

All Programs will be closed on the following days: 

  New Year’s Day   Labor Day 

  Family Day    Thanksgiving 

  Good Friday   Remembrance Day (if on a weekday) 

  Victoria Day    PD Day (third Monday in August) 

  Canada Day   Christmas Day 

  Civic Day (August)  Boxing Day 

 

Please note: 

 Programs will be closed for Professional Development on the third Monday 

in August.  Society employees will be attending professional development 

sessions as sponsored by the Society.  

 Programs will close at 1:00 pm on Christmas Eve and 2:00 pm on New 

Year’s Eve.   

 During the summer months (July and August) the Out of School Care 

Programs will be open at 7:00am and close at 6:00pm with exception of 

the Fountain Park Out of School Care Program, which will open at 6:30am. 

During summer months your child may have to attend an alternate 

location. Programs are combined during summer months to 

accommodate efficiency of staffing and licensed capacity. 

 

Admission and Withdrawal 

 The Out of School Care Programs serve the community of St. Albert and 

area it is open to all children attending full day kindergarten to the 

completion of grade six or age twelve, who needs care before and after 

school and on non-school days. Priority for space is given on a first come, 

first serve basis, drawing from the wait list.   

 To enquire about space availability and/or admission please contact 

Accountant or Reception at the Society’s Administrative Office.  780-459-

5380.   

 Please ensure adequate time on your first day for an orientation of the 

Program; approximately 20 minutes.   

 The Society requires 30 days of notice for withdrawal. Notice is needed to 

be in at the office by the last business day of the month. Notice must be 

given in writing to the Society’s Administrative Office. Failure to provide 

proper withdrawal notice will result in the next month’s child care fees 

being charged in full. 
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Supervision 

 
The St. Albert Day Care Society will ensure that all Early Childhood Educators 

actively supervise the children in our programs at all times.     

 

Supervision is essential to ensure all children are cared for in a safe secure 

environment. Active supervision is essential for creating childcare environments 

that are inviting and at the same time enable Early Childhood Educators to 

observe and respond appropriately to children in their care.  Supervision 

reduces children’s injuries through the early detection of potential hazards  

 

A daily record indicating arrivals, departures and absences helps to establish a 

rapid and accurate account of all children in the event of an emergency.  

Maintaining attendance records, in conjunction with active supervision is critical 

in ensuring the safety and well-being of children in our care.   

 

Accountability 

 
The St. Albert Day Care Society’s Board of Directors holds the Executive Director 

accountable for day to day operations of the Society.   

The Executive Director holds all employees accountable to their offer of 

employment, job descriptions and the Society’s policies and procedures to 

ensure the Society’s Mission is achieved.  

The Program Lead are responsible for monitoring the day to day operations of 

the Program.   

The Program Leads are responsible for the planning and implementation of daily 

programs and activities. 

 

Inspections 
 

All inspection reports (e.g. fire, health, licensing, and accreditation) are 

available for viewing on the parent information board in the main hallway of the 

daycare building and on the parent information boards of all off-site programs.  

 

Provincial Authorities 

 
The Provincial Government Department, Alberta Child and Youth Services, 

requires a Child Care Licensing Officer to visit and complete a monitoring and 

evaluation form twice per year.  The reports can be found on the parent board 

in main the hallway of the daycare building as well as on the parent boards of 

all off-site programs.  
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The Child Care Licensing Regulation sets out the minimum standards that must 

be met in a licensed child care program to ensure that the health, safety and 

developmental needs of children are met. 

The Child and Family Service Authorities (CFSA) license monitor and issue 

enforcement actions. Should you have any questions or concerns that have not 

been satisfied, after following the appropriate grievance procedures, please 

feel free to contact our local CFSA office. 

Edmonton and Area CFSA 

7th Floor, 9942 – 108 Street 

Edmonton AB   T5K 2J5   

Telephone: 780-427-2250  

Email: Region6.CFSA@gov.ab.ca  

Web: http://www.edmontonandareacfsa.gov.ab.ca/  

A license is required under the Child Care Licensing Act to operate a child care 

program that provides care for seven or more children.  A copy of the day 

care’s license can be found near the administrative office and on the parent 

boards of all off-site programs.  For more information on the Alberta Child Care 

Licensing Act please search the following website:  http://www.child.alberta.ca. 

Grievance Procedures 

 
In any case where a parent has a complaint about the child care services 

offered by the Society, the parent should try to resolve the issue with Early 

Childhood Educators first and then with the Program Supervisor.  If the complaint 

cannot be resolved through this avenue then the parents should take the 

complaint to the Executive Director.  (Any complaints of non-compliance to the 

Alberta Child Care Act or Regulations will be reported directly to the Executive 

Director for appropriate follow-up and action.) 

If still no satisfactory conclusion has been reached, the parent can direct the 

complaint, by email, to the Board of Directors. The Board’s President, if 

necessary, will give the parent an opportunity to present their case at the next 

Board meeting.  The Board will accept the information at the time presented, 

but will not make any decisions at that meeting.  Normally a decision would be 

made at the following meeting, unless the Board deems it necessary to refer the 

issue to a committee for further research.  Any complaints of non-compliance to 

the Alberta Child Care Act or Regulations may be reported by the Board’s 

President to the CFSA.   

In the case of non-compliance to the Child Care Act or Child Care Regulations, 

the parent should report to the local CFSA:                          

Edmonton and Area CFSA 

http://www.qp.alberta.ca/574.cfm?page=2008_143.cfm&leg_type=Regs&isbncln=9780779735570
mailto:Region6.CFSA@gov.ab.ca
http://www.edmontonandareacfsa.gov.ab.ca/
http://www.child.alberta.ca/home/587.cfm
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7th Floor, 9942 – 108 Street 

Edmonton, AB   T5K 2J5 

Telephone:  780-427-2250 

Email:  Region6.CFSA@gov.ab.ca 

In the case of such a complaint: 

 The identity of the complainant is not divulged to us the license holder. 

 All complaints are investigated. 

 Written complaints submitted to the parent of a child enrolled in the 

Society will be responded to in writing by the CFSA indicating whether 

the complaint was verified and that appropriate action has been 

taken.   

 Complaints can be anonymous. 

Confidentiality 

The St. Albert Day Care Society maintains standards of confidentiality to protect 

the St. Albert Day Care Society, employees, volunteers, and families.  

Board members, staff, students, volunteers and parents are privy to sensitive 

and/or confidential information about the children and families in the programs 

as a natural result of observation and participation in the Society’s activities.  

Confidential information will be respected as such and will not be shared unless 

proper authorization has been received, or when there are reasonable ethical 

or legal reasons to do so.   

A breach of confidentiality could have harmful or embarrassing consequences 

for the person(s) involved.  Please note a breach in confidentiality may lead to 

termination of employment, association, child care or membership with the 

Society.   

Our employees will not divulge information about St. Albert Day Care Society 

families to a third party, without their prior written consent.  Where a family 

consents in writing to have confidential information disclosed, Society personnel 

are able to release information that pertains to the consenting person only.  The 

confidentiality policy regarding all other members of the family must be abided.   

Transportation To and From School 

St Albert Daycare will walk kindergarten children to and from school. The 

programs we currently transport to are Leo Nickerson (walking or bus), Sir 

Alexander Makenzie (walking only and Mary Poburin –bus ONLY). We will NOT 

transport children to other programs or get them ready for preschool programs 

outside of the daycare program; parents will need to arrange transportation.  

mailto:Region6.CFSA@gov.ab.ca
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Fees 

 
A $100.00 per family Registration Fee is payable prior to child entering program.  

The Registration Fee is non- refundable. 

Out of School Day Care Fees* includes full time care during spring break, Christmas 

break and other no school and early dismissal days. Full time fees are adjusted for 

July and August in order to provide full time summer care. 

 September to June $ 530 per month  

 July and August  $750 per month  

 
* Fee for entry month:    If not a full month, the fee will be based on daily fee rate 

and must be paid prior to first day of attendance. 

Please note that there are no deductions for vacation or sick time, or centre 

closures during stat holidays or PD days 

Collection of Fees 

 
The monthly fees are due the first working day of the month.  If fees are not 

paid by the end of the month or arrangements approved by the Executive 

Director, parents/families will forfeit their program space.    

 

Method of payment may be made by cheque, pre-authorized debit or cash.  

It is an option to provide post-dated cheques for the first of each month.  The 

Society will not be responsible for advising parents of when their cheques run 

out.   

 

If payment is not made by the 15th of the month or by our designated pre-

authorized debit date, notice will be given advising that if the fee is not paid 

by the 30th of the month the child is no longer able to return to the program.  

If program space is forfeited and the account still remains unpaid, accounts 

may go to a collection agency. 

 

Late Pick Up Fee 

 
Late fines will be assessed under all circumstances.  A fine of $15.00/per child for 

the first five minutes or portion thereof, and $1.00/minute per child thereafter, will 

be assessed.  The program clock will be used as the standard of time. 
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If three late pick-ups occur within a year, a warning letter will be sent, and the 

Executive Director will be notified.  If five late pick-ups occur within a year, the 

Executive Director will give a month's notice of termination of service. 

When a late pick up occurs, the staff will issue a notice to the family involved 

and to the office.  If late charges are not paid in full by the end of the month, it 

will become part of the monthly fee due and will be subject to the Late Fee 

Policy. 

Non-Sufficient Funds (NSF) 

Any payment returned NSF is payable within 5 days and a $50.00 charge is 

assessed.  If 2 NSF payments occur within one year all payments will then be 

accepted in cash only, for a period of one year, at which time we will again 

accept cheques. 

Tax Receipts 

Receipts for income tax purposes are issued after year end, tax letters will be 

issued by the end of March.  Should you withdraw prior to year-end, please 

ensure that the accounting office has your current address so that your receipt 

can be mailed to you. If you lose or misplace your tax letter and a duplicate 

need to be issued there will be a $20 fee.  

Subsidy 

Subsidy for daycare is handled by the Provincial Child Care Subsidy Office.  The 

Provincial Subsidy Office stipulates how many hours a child must attend per 

month to be eligible for subsidy.  It is the parent’s responsibility to know how 

many hours their child must attend and ensure their child attends the minimum 

hours.  Shortage of hours could result in a subsidy adjustment resulting in extra 

fees for parent/s.  It is the parent’s responsibility to apply for and renew your 

subsidy prior to expiry.  

Applications can be completed on line at www.child.gov.ab.ca.  For all Subsidy 

inquiries please call 780-427-0444. 

 

Summer Holding Fees 

All Parents, including subsidized families, of daycare children not wishing to use 

the program during July or August, but wishing to retain a spot for September will 

be required to pay a non-refundable fee of 50% of a regular summer month’s 

full time fee per child per month and the fee will NOT be applied to the following 

month.  
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Fundraising 
 

FUNDRAISING POLICY: 

The St. Albert Day Care Society (the Society) families will engage in fundraising 

activities which will enhance each program and ensure the Society’s financial 

health.   

 

RATIONALE: 

The Society is a registered charity, and as such, it engages in fundraising 

activities that will enhance its mission. 

 

GENERAL PROCEDURES: 

1. In consultation with the Executive Director, the Board of Directors will 

identify at the onset of each fiscal year the target financial goal.  

2. The yearly fundraising program will run from September to June, following 

a school year calendar.  

3. Proceeds of all fundraisers will be divided among, but not limited to: 

a. Purchasing items to enhance programming 

b. Purchasing equipment for programs 

c. Building and capital maintenance expenses 

d. Building cash reserves to ensure financial health 

e. Unforeseen expenses 

 FUNDRAISING PROGRAM PROCEDURES 

1. Participation in the fundraising program is mandatory for all families 

enrolled in our programs. 

2. Credits: 

a. Families with a child or children enrolled in daycare or out-of-school 

care programs with the Society must earn two (2) fundraising credits 

per year of enrolment (September to June). 

b. Families with a child or children enrolled exclusively in the Ready, 

Set, Grow program, or who join a full-time daycare or out-of-school 

care programs on or after January 1st, must earn one (1) fundraising 

credit per year of enrolment (September to June).   

3. Each fundraising credit has a monetary value of $100.  

4. Credits can be earned through participating in the fundraising activities 

predetermined by the Board of Directors each year.  

a. The activities and credits will be outlined in a letter sent out by Sept 

15 of each year or upon enrollment. 

b. Each family will be asked to 
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i. Provide a signature confirming both receipt of the letter and 

acknowledgement of understanding of the policies and 

procedures outlined. 

ii. Indicate which credit earning activities their family wishes to 

participate in.  

iii. Return the letter to the Society by October 1.  

5. One or Two Credits can also be earned through a donation to the 

Society.  

a. Charitable tax receipts will be issued for donations made in lieu of 

participation in the fundraising program.  

 

 FUNDRAISING FEE COLLECTION PROCEDURES   

1. Each family that does not complete their Fundraising commitment by 

June 15 will be invoiced for a fee equivalent to their required credit(s), in 

lieu of participation in the fundraising program. 

a. Invoices for the full-year fundraising program shall be issued in the 

amount of $200. 

b. Invoices for the half-year fundraising program shall be issued in the 

amount of $100. 

2. Charitable tax receipts will not be issued for fees collected in lieu of 

participation in the fundraising program. 

3. Fees in lieu of participation in the fundraising program will be collected 

according to the procedures specified in Saint Albert Daycare Society 

Board Financial Policies and Procedures Policy entitled “Collection of 

Fees.” 

Dismissal/Termination of Services 
 

The Society reserves the right to terminate care of your child if the following 

occurs: 

o Your child is exhibiting regular, excessively negative or aggressive actions/ 

interactions. 

o You exhibit loud, rude or abusive behavior towards staff members or 

children.   

o You are late picking up your child more than five times within one year 

(see section 5.4 for more details). 

o Your child care fees are not paid in full by current month's end. 

o Putting the health and welfare of the program at risk 

If it is deemed that termination of care is necessary for the safety of staff and/or 

other children, termination will be immediate and no refund will be issued. 
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Health and Safety 
 

St. Albert Day Care Society is committed to minimizing the health risks inherent in 

caring for children in a large group setting. 

Children’s optimum growth, development and learning are dependent on 

many factors.   An important one is their state of health.  Therefore many 

procedures have been set in place to minimize the risks while maintaining 

flexibility to respond to individual situations.  The primary purpose of these 

procedures is to protect and maintain the health of each child in care and that 

of the program staff.  Much illness risk can be reduced by following common 

hygienic and safety practices. 

On the registration form you are asked to provide your child’s Health Care 

number as well as your doctor’s name, office address and phone number if 

available.   

 

Illness 
 

The following are excerpts from the Society’s Health Policy.  A full copy of the 

Society’s health policy can be found in each classroom.  Please ask the 

Program Supervisor to see the full policy if you want further detailed information.  

  

• All Society Staff will be trained in child care first aid and CPR. 

• Each program has a fully equipped portable first aid kit.   

• Upon enrolment the child’s immunizations should be up to date.  If a child 

has not been immunized a signed statement to that effect must be 

submitted with the registration form for our programs.  The family will be 

required to make alternate care arrangements, at their own cost, for their 

child in the event of any vaccine-preventable disease occurring in any of 

the St. Albert Day Care Society’s programs for the period of time advised 

by Alberta Health Services.  You must indicate on your child’s application 

form whether or not your child’s immunizations are up to date.  This is a 

provincial licensing requirement.   

• Program staff will ensure that a sick child is kept as far away as is practical 

from the other children with direct staff supervision.   

• Mild illness is very common among children and most children will not be 

excluded from their program for the mild illness.   

Children need not be excluded unless any of the following exists: 

o The illness prevents the child from participating comfortably in program 

activities, including those out of doors. 
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o The illness results in a greater care need than the childcare staff can 

provide without compromising the health and safety of the other 

children. 

o The child has any of the following conditions: fever, unusual lethargy, 

irritability, persistent crying, difficulty breathing or other signs of possible 

severe illness. 

o Diarrhea (defined as an increased number of stools compared with the 

child’s normal pattern, with increased stool water and/or decreased 

form.) 

o Vomiting 

o Undiagnosed rash/skin condition until a physician has determined the 

illness not to be a communicable disease. 

o Purulent conjunctivitis (defined as pink eye) until examined by a 

physician; Alberta Health Services requires child be kept out of group 

care for 24 hours after first commencement of treatment.  Child may 

be re-admitted earlier upon physician’s written notification that child’s 

condition is not contagious. 

o Communicable Disease: Regulations and Procedures of Alberta Health 

Services will be followed in the case of communicable diseases such 

as: chicken pox, mumps, head-lice, influenza, etc.  Notification 

regarding these regulations will be posted. 

• Children who do not have immunization will be excluded from the 

program, should a breakout of a communicable disease occur. Children 

will not be allowed back in the program until the last reported confirmed 

case is cleared. 

• In case of illness, other than mild illness, parents will be contacted 

immediately.  An emergency number of a family member or friend who is 

available during the day must be provided.  In a case where the child 

becomes ill at school it is the parent’s responsibility to inform the daycare 

program that he/she will be absent.  At no time will a child who has 

become sick at school be re-admitted to daycare to be cared for by 

Society staff. 

• If a child begins displaying any of the symptoms listed above, he/she will 

be kept as far away as practical from the other children and the parent or 

emergency contact will be called to remove the child.  If a child has 

been excluded from the program, the parents may be asked to provide 

the program with a doctor’s note stating that the child may again 

participate. 

• Staff will ensure all medications are stored in a locked box or cabinet at 

the recommended storage temperature listed on the container.  

• All staff administering medications will have a current first aid certificate. 

• Prescription Medications  

• Prescribed medication will be administered at the program.   
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• The medication must come in the original container and be clearly 

labeled with the doctor’s name and phone number, the child’s name, 

times to be administered, and amount to be given.   

o Parent must complete a medication authorization form for each 

day medicine is to be given.  Parent must advise, in writing, of any 

possible side effects of the medication their child is taking. 

o All drugs must be given to a staff member immediately upon arrival. 

o Staff will be responsible for storing medication appropriately, and 

administering it at the proper time.   

o Staff will be responsible for recording the details of the 

administration of the medication on the appropriate medication 

form.   

Long Term Medications 

• Long term medications will be administered at the program. 

• Parent must provide a letter from the doctor stating that the 

medication is to be given over a long period of time.   

• The medication must come in the original container and be clearly 

labeled with the doctor’s name and phone number, the child’s name, 

times to be administered, and amount to be given.   

• Parent must complete a long term medication authorization form.  

Forms must be reviewed and updated by Parent every three months.   

• Parent must advise program staff of any possible side effects of 

medication their child is taking. 

• All drugs must be given to a staff member immediately upon arrival.  

• Staff will be responsible for storing medication appropriately, and 

administering it at the proper time.   

Emergency Medications 

• Emergency medications will be administered at the program. 

• Parent must provide a letter from the doctor stating that the 

medication is to be given in the event of a medical emergency, 

including the details of such use. E.g. Epi pen to be used for what 

allergy. 

• The medication must come in the original container and be clearly 

labeled with the doctor’s name and phone number, the child’s name, 

times to be administered, and amount to be given.   

• Parent must complete a long term medication authorization form.  

Forms must be reviewed and updated by Parent every three months.   

• Parent must advise program staff of any possible side effects of 

medication their child is taking. 

• All drugs must be given to a staff member immediately upon arrival.  
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• Staff will be responsible for storing medication appropriately, and 

administering it at the proper time.   

Indoor/Outdoor Health 

Staff will provide parents with the information they need to ensure their child’s 

own safety within our classrooms.   

Outdoor activities will take place during all seasons with appropriate planning 

for the weather conditions.  You must ensure your child is properly protected 

from the dangers of the outdoor elements by ensuring they have the following: 

 For summer: Sun hat, sunscreen (no flip flops) 

 For winter: Winter coat, snow pants, mittens, hat, winter boots, scarf or 

neck warmer 

 

You are responsible for providing proper footwear and clothing for your child's 

active play. 

If your child is consistently dressed inappropriately this may lead to termination 

of child care services and/or reporting to Alberta Children’s Services for 

investigation.   

Physical Activity 

Recreational activities will be planned daily.  The staff will provide opportunities 

for children to learn about the benefits of regular exercise 

Facility Cleaning 

All playroom staff will ensure that all toys and equipment are cleaned and 

sanitized regularly. 

 

Safety 

 
St. Albert Day Care Society is committed to minimizing the safety risks inherent in 

caring for children and staff in a large group environment.  We will stay current 

with research and emerging best practices in health and safety as 

recommended by licensing and health authorities. We will ensure that the 

children and staff safety is always first and foremost; that a safe environment is 

provided for children’s play and a safe work environment is provided for staff.  

Please be sure your child has appropriate foot wear and safety equipment for 

all planned recreational activities: 
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• Children will not be allowed to wear flip flops outdoors or on climbing 

equipment.   

• When children are riding on bikes or scooters and/or roller blading they 

must be wearing a helmet.  It is also suggested that the children wear 

knee pads and elbow pads when roller blading.   

• When the children are skating or tobogganing a CSA approved 

hockey/winter helmet must be worn.  BIKE HELMETS ARE NOT APPROPRIATE. 

https://myhealth.alberta.ca/Alberta/Pages/sledding-and-snow-safety.aspx 

https://parachute.ca/wp-content/uploads/2019/06/Which-Helmet-For-Which-Activity.pdf 

Practice fire drills are conducted monthly to ensure the children are familiar with 

fire exit procedures.  They may occur when you are on the premises.  Please 

follow the employee’s instructions and exit promptly through the nearest fire exit.  

You may return to the building when the employees indicate it is safe to do so.  

Evacuation Procedures are posted in each program location. 

Accidents 

The St. Albert Day Care Society is committed to providing a safe environment in 

each of its programs in order to minimize the possibility of accidents.  Accidents 

and near accidents are likely to occur in unsafe situations.  They can also occur 

in child care settings where every precaution (possible) has been taken to 

ensure the safety of children.  Where an accident does occur the injured 

person(s) will be attended to immediately in accordance with current first aid 

practice ensuring that no other person is put in danger.  The St. Albert Day Care 

Society Program Staff will comfort the child and reassure him/her.   

Program staff with current first aid certificate will deal with minor accidents 

appropriately.  If a child appears to need medical advice or attention program 

staff shall obtain it immediately. 

When a critical or catastrophic accident occurs staff are instructed to call other 

team members immediately to assist them in attending to the situation.  If an 

injury requires immediate medical attention staff will call 911 and then notify the 

parents and Society’s office.  When a critical or catastrophic accident occurs 

and the emergency response team is on site they will decide if the child needs 

emergency treatment.  When a child needs to be taken to hospital for care an 

ambulance will be called, the parent will be responsible for any charges 

incurred.     

If you are concerned about the circumstances of any minor accident you 

should bring your concerns to the attention of the Program Lead, Director or 

Executive Director.  If you are concerned about the circumstances of any 

critical or catastrophic accident you should bring your concerns to the attention 

https://myhealth.alberta.ca/Alberta/Pages/sledding-and-snow-safety.aspx
https://parachute.ca/wp-content/uploads/2019/06/Which-Helmet-For-Which-Activity.pdf
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of a Director or the Executive Director.  The Executive Director will then carry out 

an investigation, involving appropriate officers, and will report to Alberta 

Children’s Services as appropriate. 

The Program Lead will immediately contact Alberta Children’s Services to report 

any accident that may seriously affect the health or safety of a child, as 

required by the Alberta Child Care Licensing Regulations. They will also notify the 

Director on duty or the Executive Director. 

Upon enrolment, you are asked to provide information about where you can be 

contacted during the day in case of an emergency.  You must also provide the 

name, telephone number(s) and address of a relative or friend who may be 

contacted if you are unavailable.  It is your responsibility to ensure this 

information is always current and correct.   

All accidents require reporting.  The attending staff person will complete an 

accident form and you will be asked to sign it to verify you have been informed 

of the accident and its details.  The original form will be kept in the child’s file in 

the Society’s administrative office and a copy kept on file at the program.  As 

the parent you may request a copy of the form for your records. 

For more detailed information on our Accident Policy and procedures please 

ask your Program Lead to see our complete Accident/Incident Policy. 

Incidents 

The St. Albert Day Care Society is committed to providing a healthy, safe, 

stimulating and well supervised environment in each of its programs in order to 

minimize the possibility of incidents.     

An incident includes anything, which is not an accident that could have an 

adverse effect on a child. An occurrence or event; for example a child does not 

come to care after school and the parent has not informed the program he/she 

is not attending.  This is considered a missing child and an incident; a relatively 

insignificant event that might have serious consequences; a public disturbance.   

St. Albert Day Care Society Staff will comfort the child and reassure them. 

All incidents require reporting.  The attending staff person will complete an 

incident form and you will be asked to sign it to verify you have been informed 

of the incident and its details.  The original form will be kept in the child’s file in 

the Society’s administrative office and a copy kept on file at the program.  As 

the parent you may request a copy of the form for your records.  

If you are concerned about an incident you should bring your concerns to the 

attention of a Room Supervisor, the Program Director or the Executive Director.  

The Executive Director will then carry out an investigation, involving appropriate 
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officers, and will report to Alberta Children’s Services as appropriate.  The 

Executive Director will contact Alberta Children’s Services to report any incident 

that seriously affect the health or safety of a child.   

Upon enrolment, you are asked to provide information about where you can be 

contacted during the day in case of an emergency.  You must also provide the 

name, telephone number(s) and address of a relative or friend who may be 

contacted if you are unavailable.  It is your responsibility to ensure this 

information is always current and correct.   

For more detailed information on our Incident Policy and procedures please ask 

your Program Lead to see our complete Incident Policy. 

Emergency/Disaster Procedures 

POLICY STATEMENT: 

St. Albert Day Care Society is committed to ensuring the safety of the children, 

families, employees, and volunteers in our programs.   

The Executive Director has the authority to temporarily close a program and/or 

evacuate a facility, if the health and safety of the children, families, employees, 

and volunteers is at risk.   

Emergencies and disasters can happen at any time, they can be frightening to 

children and it is important that all adults remain calm and re-assure the children 

that they are safe. 

PURPOSE: 

The following gives detailed procedures to be followed in the event of an 

emergency. 

For the purpose of this policy emergency can include but not limited to: 

a. Fire 

b. Loss of Utilities  

c. Thunderstorms 

d. Tornados 

e. Lockdown 

 

PROCEDURES:  

1. Emergency evacuation routes and procedures will be posted in the 

office, hallways and all program spaces. 
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2. During orientation all new staff will be informed of the emergency 

evacuation procedures and their roles and responsibilities in the event of 

an emergency. 

3. Copies of the children’s emergency contact information will be kept in a 

binder in each playroom and one copy in each backpack used when the 

children are outside of the playroom. 

4. Fire drills will be completed monthly. 

5. Modified fire drills will be completed monthly during extreme cold 

weather. 

6. Fire drills will be recorded and records maintained by Program Lead. 

7. Early Childhood Educator will notify the Executive Director and/or 

Program Lead immediately upon the identification of an occurrence that 

may result in an emergency closure, evacuation or lock down.   

8. The Executive Director or Director on duty will make decisions regarding 

emergency program closure, evacuation or lockdown to maintain the 

safety of all individuals present.  

9. For programs housed away from the main site program staff will follow the 

direction of the School Boards Superintendent or designate in these 

locations. 

Fire 

a) Immediately activate the building fire alarm system which will sound the 

fire alarm bells to evacuate the building; 

b) If the fire alarm was not initiated from the office and the source is 

unknown, the Executive director or Director on duty will notify the fire 

department; 

c) The individual initiating the fire alarm should notify the fire department 

immediately and then notify the Executive Director or Director on Duty 

that the call has been made; 

d) Fire bell pull stations are located throughout the building all staff are 

required to make themselves familiar with these locations; 

e) If the fire is small enough, use a fire extinguisher (inside each play room, 

offices, hallway and the kitchen) to control and extinguish the fire. Do not 

fight a fire if the following conditions exist:  

i. You don't know what's burning 

ii. The fire is spreading rapidly 

iii. You don't have the proper equipment 

iv. You can't do so with your back to an exit 

v. The fire might block your means of escape 

vi. You might inhale toxic smoke 

vii. Your instincts tell you not to do so  

f) If the first attempts to put out the fire do not succeed, evacuate the 

building immediately; 
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g) Upon evacuation of the building, all should proceed to a designated 

meeting area where head counts can be taken and roll calls completed; 

h) If unable to return to the Day Care building, children and staff will gather 

in the side hall of the Fountain Park swimming pool building.  

Kitchen Fires: 

a) The kitchen is equipped with a fire suppression system that will spray foam 

to contain the fire quickly.  The exhaust fan must be on in order for the fire 

suppression system to operate.   

Ensure that the exhaust fan is on anytime you are using the over or burner.  

Never re-enter the building without permission from the fire department. 

 

Loss of Utilities 

a) Loss of utilities including water, power and heat will result in closure of the 

centre until all utilities are fully restored; 

b) Power Outage 

i. The Executive Director or Director on Duty will contact EPCOR 

Power Trouble Line at 780-412-4500 (24 hours per day) 

ii. If the estimated outage time is less than 2 hours the centre will 

remain open 

iii. If the estimated outage time is greater than 2 hours the centre 

will be closed and parents will be contacted and asked to pick 

their children up 

iv. The centre will remain closed until the following business day, 

provided power service has been restored 

c) Water Outage 

i. The Executive or Director on  Duty will contact The City of St. 

Albert Utilities Services  at 780-459-1733 or 780-458-2020 after 

hours 

ii. If the estimated outage time is less than 1 hour the centre will 

remain open 

iii. If the estimated outage time is greater than 1 hour the centre will 

be closed and parents will be contacted and asked to pick their 

children up 

iv. The centre will remain closed until the following business day, 

provided water service has been restored 

d) Loss of Heat 
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i. This procedure applies when the outside temperature is below 0 

degrees Celsius 

ii. The Executive or Director on  Duty will contact ATCO Gas 

Emergency Line at 780-420-5585 (24 hours per day) 

iii. If the estimated outage time is less than 1 hour the centre will 

remain open 

iv. If the estimated outage time is greater than 1 hour the centre will 

be closed and parents will be contacted and asked to pick their 

children up 

v. The centre will remain closed until heat service has been 

restored and the inside temperature of the centre has reached 

a minimum of 15 degrees Celsius 

Thunderstorm 

a) Thunderstorms are dangerous, no matter how mild or severe they are.  

Every thunderstorm will produce lightning and immediate shelter must be 

sought; 

b) When playing in the enclosed outdoor playground, at the first sound of 

thunder; 

i. Staff and children are to immediately go inside the centre 

ii. Ensure the outside door remains shut at all times 

iii. Close all window blinds to prevent injury if glass shatters 

iv. Keep children away from all outside windows 

c) When playing at neighborhood parks at the first sound of thunder; 

i. Staff and children are to find immediate shelter in a public 

building or by returning to the centre, whichever is closest 

ii. Ensure that children are kept away from outside windows 

d) When on community field trips at the first sound of thunder; 

i. Staff and children are to find immediate shelter in the closest 

public building 

ii. Ensure that children are kept away from outside windows 

Tornado 

a) “Tornado Watch” – weather conditions are favorable for the 

development of severe thunderstorms that may produce tornados 

b) “Tornado Warning” – severe thunderstorm is imminent or occurring and 

the conditions are right for the formation of tornados  

c) During a thunderstorm, the Environment Canada website 

www.weather.gc.ca will be monitored by the Executive or Director on 

duty for Tornado Warnings 
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d) In the event that a Tornado “Warning” for the City of  St. Albert or the City 

of Edmonton is issued; 

i. Any staff and children that are playing outside will return to the 

building immediately 

ii. The Child Outdoor Checklist will be used to ensure that 

everyone is accounted for 

iii. Once inside, all window blinds will be closed 

iv. Staff will gather the children in the main hallway of the center 

and all playroom doors will be closed 

v. If it is safe to do so children will be moved to the lower level of 

the building 

vi. Staff will remain calm and re-assure children that they are safe 

vii. Staff and children will remain in the secure location until the 

“warning” has been dropped or reduced to a “watch” by 

Environment Canada 

e) While the tornado warning is in effect; 

i. No staff will be permitted to leave the building for any reason 

ii. Any parents that arrive at the center to pick up their children, 

will not be permitted to leave the center until the warning has 

been lifted 

Centre Lockdown 

a) A lock down of the Centre can occur when; 

i. Issued by the RCMP for the City of St. Albert  

ii. Issued by the Executive Director or Director on duty when; 

iii. An unauthorized parent/guardian attempts to access the 

Centre and is perceived as dangerous 

iv. An individual is observed around the Centre and is perceived 

or observed to be dangerous (carrying a weapon or 

suspicious package, uttering threats etc.) 

b) When a threat is perceived; 

i. The Executive Director or  Director on duty will inform all staff 

that the centre is going into lockdown 

ii. The Executive Director or  Director on duty will call 9-1-1 and 

inform the RCMP of the situation 

iii. Any staff and children that are playing outside will return 

immediately inside the building  

iv. The Child Outdoor Checklist will be used to ensure that all 

children are present and accounted for 

v. Once all staff and children are inside and accounted for the 

window blind will be closed and all exterior doors will be 

locked 
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vi. There is no exception to this, no outside door will be opened for 

any reason during the lockdown 

c) Once all staff and children are inside and the building is secured; 

i. Staff will gather the children in the furthest corner of the room 

away from all doors and windows 

ii. Use Shelve to surround children to provide additional 

protection 

iii. Staff will remain calm and re-assure the children that they are 

safe 

iv. The program will remain in lockdown until the threat has been 

dealt with and the RCMP give the “all clear” to re-open 

 

Child Abuse and Child Guidance 

The St. Albert Day Care Society strives to ensure that all children remain free 

from abuse while in our care.  The St. Albert Day Care Society will have no 

tolerance of any actions on the part of any employees which fall within the 

definition of child abuse.  Please ask to see our Child Abuse Policy for more 

detailed information.   

A parent who observes or suspects child abuse perpetrated by an employee, 

student or volunteer, during hours of child care, should report the incident to: 

• The Society’s Executive Director (780-459-5380) and/or  

• The Society’s Board Chair (780-459-5380) and/or 

• To the CFSA child care licensing in-take worker (780-427-2250) and/or to 

the St. Albert RCMP (780-458-7700) 

It is the St. Albert Day Care Society’s intent to accept children as individuals, 

regardless of how they behave.  Through various guidance techniques we will 

guide them to develop a sense of responsibility for their actions, to begin to 

understand other’s needs and to strengthen their decision making skills.   

The St. Albert Day Care Society provides an environment where each child is 

kept safe and nurtured.  The Society is committed to providing an environment 

where each child’s self-esteem is enhanced.  Each child is supported in 

developing independence and each child is encouraged to care for others. 

The St. Albert Day Care Society will provide child guidance that is consistent, 

positive and fair.   

Child guidance is essential in supporting children through learning the life skills of 

accountability, responsibility, and respect.  Children should understand that they 

are responsible for their own behavior and they must recognize any self-
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behavior that is disruptive, abusive, or detracts from the safe environments in our 

programs.       

Our employees will encourage children to interact with each other positively 

and respectfully and guide the children to respect the rights of others. 

Our employees will intervene promptly when negative and/or aggressive 

interactions/actions occur.  Negative and/or aggressive interactions/actions will 

not be tolerated.  Negative or aggressive interactions/actions may include but 

are not limited to: 

• Acts or practice of forceful attacking with or without provocation 

• Hostile or destructive tendencies or behaviors.   

• Swearing 

• Name calling, teasing (see the Society’s Anti-Bullying Policy for more 

information) 

• Behavior that endangers another person or self 

• Lack of respect for people or property.   

Our employees will use a variety of child guidance techniques to solve 

problems.  Physical contact in disciplining a child is not allowed unless it is 

necessary to restrain a child from harming himself or another.  Our employees 

will be aware of problem solving techniques/skills and actively assist the children 

in the recognition and development of problem solving techniques/skills.   

Child care employees will record misbehavior which occurs regularly or is 

extreme and parents will be informed of the behavior.   If the child care 

employees are unable to resolve a serious problem with a child’s behavior after 

following all the approaches outlined in the child guidance policy, the Program 

Coordinator will request a conference to discuss the problem with the parents 

and Director.  A joint plan for dealing with the problem will be established.  

Parents will be informed at this time that dismissal of the child from the Program 

is a possibility.  Open communication will be maintained between parents and 

staff.  If a problem cannot be solved the Executive Director will give the parents 

notice of dismissal in writing; dismissal may be immediate.   

All extreme and chronic incidents of misbehavior will be investigated by the 

Society’s Directors and/or the Executive Director.  They will interview the 

perpetrators and parents and inform the appropriate authorities of the incident, 

if necessary.  Authorities may include but not limited to the RCMP or Alberta 

Children’s Services.   The results from this investigation may result in immediate 

termination of child care services. 
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Nutrition 

The Out of school program provides a morning snack, afternoon snack for the 

children every day.  The staff is aware of children with special diet or food 

allergies.  Parents of the children who cannot have our snacks/meals due to 

special diets and/or food allergies are required to provide prepared snacks for 

their children. You are encouraged to follow the recommendations of the 

Canada Food Guide.    

In order to limit the exposure to life-threatening allergens, foods with nuts and 

nut products in them are not permitted or served in our programs.  Despite these 

measures to help protect children at risk from life-threatening allergies, we 

cannot guarantee an allergy free environment.   

On special occasions you may want to bring in snacks or treats to donate to the 

program please ensure they have been bought and not prepared in a home 

environment, which is an Alberta Health Services regulation.  Please also ensure 

the product does not contain any trace elements of nuts. 

Toys 

We try to discourage children from bringing their toys to the daycare program to 

avoid being lost or broken.  The playrooms are well-equipped with all sorts of 

play things that he/she will learn to enjoy.   

Celebrations 

Program staff (with the children’s help) often plan celebrations where families 

are invited.  Please remember a lot of hard work goes into these types of 

celebrations by both the staff and children and they are genuinely excited 

about your active participation.  Notice of these celebrations can be found 

either by individual invitation, on the programs parent board or in monthly 

newsletters.    

We also invite you to share your ideas, culture and talents with the staff and 

children in the programs.  Please talk to the program staff if you want to share. 

Capital Health does not allow any homemade foods to be served for group 

consumption.  Foods that are store bought/prepared in an approved food 

established are allowed provided they are handled properly.  For birthdays or 

other special occasions, we cannot accept homemade cakes or treats.  You 

may provide a commercially prepared treat but please ensure it has no nuts or 

traces of nuts.  Parents of anaphylactic children are encouraged to provide 

alternate treats to be available for such celebrations, as their child cannot be 

served the treat without specific written permission. 
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Field Trips 

Fieldtrips can provide wonderful learning experiences for children of all ages.  

The St. Albert Day Care Society will strive to ensure the trips are worthwhile and 

that safety and supervision are a top priority. 

Every fieldtrip requires you to sign a permission form.  The form will include the 

following information: 

• Date and Time 

• Destination 

• Means of transportation 

• What your child will need 

• Which staff are attending, and who has a current first aid certificate 

Our staff must assess all trips to identify and mitigate risks.  They are taught that 

child care facilities are structured to provide for children; however other 

environments off-site are not always as child friendly.  They are also taught how 

important it is to make every outing as safe as possible while allowing children to 

learn from their experiences in a variety of settings.   

The children are expected to demonstrate appropriate behaviour at all times 

and especially when away on a field trip.  The children will be expected to listen 

and follow the instructions of staff and/or guides, refrain from any 

negative/inappropriate behaviour, and stay with the group.  When necessary, 

the following procedures may be used by staff as a result of 

negative/inappropriate behaviours: 

• The child may be asked to stay with a staff member rather than 

participating in the remainder of the trip. 

• Special privileges that may occur on the trip may be denied.   

• The child may not be allowed to accompany the group on the next 

fieldtrip. He/she would be welcome in the program before and after the 

trip, but during the time of the trip it would be the parent’s responsibility to 

provide alternate care at the parent’s expense.   

As a parent you are welcome to come on any fieldtrip with the program.  

Please indicate your desire to attend on the permission form and also speak with 

the Program Coordinator in your child’s playroom. 

Please complete the following forms and send them back to the 

office. 
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Agreements Form 

 

I _____________________________ (name) have read the Parent Handbook.  I 

understand what I have read.  I have 30 days after my child has started to ask 

any questions about what I have read or concerns I might have. 

____________________     ________________________ 

Signature       Date 

 

Spontaneous Outings 

I understand that excursions, walks and other spontaneous outings within 3 km of 

the Day Care or Out of School Care programs may happen.  I hereby give my 

consent for my child to participate in these activities 

____________________________     ________________________ 

Parent/Guardian Signature     Date 

 

Program Participation – Medical Authorization 

I hereby acknowledge that St. Albert Day Care Society shall not be deemed 

liable in case of sickness or injury of my child in attendance at the Society facility 

or in transit to and from the facility.  In the event of any emergency when I 

cannot be reached, I give permission for emergency medical procedures 

deemed necessary by attending staff. 

_____________________________     ________________________ 

Parent/Guardian Signature     Date 
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St. Albert Day Care Society 

CONFIDENTIALITY AGREEMENT 

 

Information regarding children, parents, staff, board members, or volunteers 

shall be respected and handled confidentially. 

All information concerning children, parents, staff, board members or volunteers 

shall be confidential and shall not be disclosed to or discussed with anyone 

other than those authorized to receive such information, unless disclosure is 

authorized by law. 

Failure to abide by this agreement could result in termination. This applies to 

children, parents, staff, board members or volunteers. 

I confirm that I have read, understood and will, comply with the above 

Confidentiality Agreement. 

 

 

_________________________    _________________________ 

Print Parent’s Name     Parent’s Signature 

 

_________________________    _________________________ 

Print Witness’s Name     Witness’s Signature 

 

_________________________ 

Date 

Please sign and submit with application. 


