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                        Out of School Care  
Parent/Guardian Handbook 

 

 
 
 
When a tree grows be it ever so strong and large; it rots away gradually and down it goes 
at last, but through time another young tree shoots forth from there, and as it grows, it 
gathers beauty and strength.” -Chief Peguis 
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Dear Parents/Guardians, 
Welcome to Westbank First Nation’s Out of School Care. This Parent/Guardian Handbook 
provides you with an overview of our program’s policies, procedures, and other related 
governance instruments. 

Out of School Care is licensed by Community Care Facilities Licensing and complies with all 
licensing requirements as well as other provincial childcare regulations which are intended to 
ensure the provision of quality care to your child. It is monitored by Interior Health Licensing. 

Parents/Guardians are encouraged to ask any questions as we want to have a strong, positive 
relationship with you and your children. 

Philosophy and Objectives  
Out of School Care provides families with a warm, caring, safe, and holistic environment in 
which children can participate in activities designed to stimulate their physical, emotional, 
social, and mental growth and enhance their individual uniqueness.  It provides a creative play 
environment where children can relax and have fun while they’re learning.  Children are 
taught how to nurture their minds, bodies, and spirits within constantly changing and evolving 
contexts through intellectually stimulating and relationally engaging experiences. 

Children are viewed as full members of the community, with their own personalities, ideas, 
capabilities, worries, and theories.   Children are strong and resilient individuals who influence 
and are influenced by the people and events they encounter during their early years.  
Our program is filled with friendship, joy, discovery, language, laughter, understanding and 
compassion. We tap into children’s inner power and explore the numerous possibilities that 
emerge through purposeful play. We acknowledge the importance of our relationships with 
one another and the natural world. As adults guiding the children in their activities, we also 
recognize the importance of learning alongside the children.  
 

Guided by the stqáʔtkʷɬniw̓t sqilxʷ (Westbank First Nation) iʔ 
sck�wlɬ skcx̓̌wiplaʔtət iʔ kəcn̓laʔpusaʔx (Comprehensive 
Community Plan), the goal of Out of School Care is to help 
provide WFN’s future generations with a strong start 
emotionally, intellectually, physically, and spiritually, based on 
the belief that the nature and quality of experiences in a child's 
early years directly influences their future development. 
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Out of School Care Staff 
Out of School Care staff have their Early Childhood Education and Responsible Adult 
certification as well as required First Aid certification.  Each staff member also undergoes a 
criminal record check suitable for working with children.  Staff also engage in ongoing 
professional development in order to continue enhancing their skills in working with children.  
 
Out of School Care staff understand that it takes time for children to form and share their 
interpretations of their lived experiences and learn to appreciate other peoples’ lived 
experiences from multiple perspectives.  When children are constructing, deconstructing, and 
reconstructing their thoughts, Out of School Care staff remain positive, present, and 
purposeful in their observations and interactions with the children.  

Days and Hours of Operation  
• On school days, Out of School Care begins at 2:30 p.m. and ends at 5:30 p.m.  
• On full days (professional development days, spring break, etc.) Out of School Care begins 

at 8:00 a.m. and ends at 5:30 p.m. 
• Cut off for drop off on full days is 10:00 a.m. Arrangements can be made for appointments 

if communicated with the Supervisor in advance. 
 
There is no Out of School Care on the following days: 
• New Year’s Day 
• Family Day 
• Good Friday and Easter Monday 
• Victoria Day 
• Indigenous Day  
• Canada Day 
• B.C. Day 
• Thanksgiving 
• Labour Day 
• Truth & Reconciliation Day 
• Remembrance Day 
• Christmas Break, as determined by Council 
• Staff Professional Development days (as per scheduled) 
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In addition, Out of School Care may close on short notice due to staff shortages, emergencies, 
or evacuations.  If this is necessary, every effort will be made as soon as possible to notify 
families so alternative childcare arrangements can be made. 

Registration 
Out of School Care generally has a capacity of twenty-four (24) children.  The Out of School 
Care Supervisor reserves the right however to lower this capacity, if necessary, due to staffing 
issues or other factors.  Children eligible for enrolment include the following: 

• Children attending Kindergarten to Grade 6 at Sensisyusten House of Learning and Chief 
Tomat Elementary School. 

• Children enrolled in Kindergarten at either of the above schools whose 5th birthday occurs 
no later than December 31. 

Registration in Out of School Care must be complete before children are enrolled.  
Registration involves submitting a completed Out of School Care registration form along with 
any additional documents required.  

As the information on the registration form helps us provide your child with quality early 
learning programs, parents/guardians are responsible for updating the information on their 
child’s registration form as any changes occur so that Out of School Care staff can adjust their 
professional practice accordingly.   

As per Policy 2019-10 Out of School Care, Out of School Care is made available in the following 
priority: 
1. Children who are WFN Members and children of WFN Members.  
2. Children who are syilx Okanagan Nation members and children of syilx Okanagan Nation 

members. 
3. Children of WFN employees. 
4. Siblings of children already enrolled in Out of School Care. 
5. Non-WFN Members who are status. 
6. Other children on a first-come, first-served basis. 

On March 31 of each year, an assessment on enrollment and any enrollment waitlist will be 
conducted to ensure enrolment in Out of School Care continues to reflect this priority 
sequence.  The parents/guardians of any children to be disenrolled due to the assessment will 
be notified by April 15 of each year, with the disenrollment to take effect no earlier than 
September 1 of each year. 
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Out of School Care uses a software called Procare which provides parents/guardians access to 
a variety of documents such as; 

• the Out of School Care Parent/Guardian Handbook,  
• registration,  
• monthly invoices; and  
• overview of program activities and announcements. 

Wait List 
Once enrolment in Out of School Care reaches capacity, parents/guardians may request that 
their child be placed on a wait list.  When a spot becomes available for their child, 
parents/guardians will be notified.  If the parent/guardian cannot be contacted after 
reasonable attempts have been made for the period of one (1) week, the spot will be offered 
to the next child on the wait list.  It is the responsibility of parents/guardians to keep their 
contact information updated so they can be contacted. 

Out of School Care Fees 
• September to June: $350 per month. 
• July to August: $600 per month. 
• Full days (not including summer): $35 per day. 

Parents/guardians wishing to have their child attend Out of School Care on professional 
development days and Spring Break must sign up in advance. 

Subsidy (Affordable Child Care Benefits) 
Parents/guardians are required to apply for the Affordable Child Care Benefit (ACCB) as part of 
the Out of School Care registration process.  The Out of School Care Supervisor will provide 
the Child Care Arrangement form, which is required to be included with the ACCB application.  
Though it is the responsibility of parents/guardians to apply for the ACCB, the Out of School 
Care Supervisor is available to answer any questions or concerns regarding applications.  
Parents/guardians are responsible for tracking, updating, and renewing their ACCB application 
and can do so by using the My Family Services portal on the Government of B.C. website.   

Parents/guardians who applied for the ACCB are required to pay their monthly Out of School 
Care fee(s) until an approved benefit plan is received by the Out of School Care Supervisor. 
Once an approved benefit plan has been received, the Out of School Care Supervisor, with the 
assistance of Financial Services will review monthly invoice(s) and make the proper 
adjustments in accordance with the number of days and amounts eligible for under the ACCB.  
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If a parent/guardian is in arrears to WFN, any credit resulting from this adjustment will go 
toward that debt. 

Custody Agreements 
Legal guardians must submit a copy of any legal custody papers with their child’s registration 
form as Out of School Care staff cannot enforce any custody agreements without a copy on 
file.  Parents/guardians are responsible for adding or removing the names of individuals who 
can or cannot pick up their children.  Out of School Care staff can obtain copies of these 
documents from your child’s school only if parents/guardians submit a completed Consent to 
Obtain or Release Information form included with registration documents.  

Confidentiality 
Out of School Care staff operate under the requirements of Policy 2015-82 Personal 
Information and Privacy Protection which in turn, complies with WFN’s Freedom of 
Information and Protection of Privacy Law. 

Financial Policies and Procedures 
Parents/guardians are required to pay their child’s monthly fees in full at the beginning of 
each month. If a parent/guardian is unable to pay the monthly fee in full, the following 
payment schedule will be available: 

1. Half payment on the 1st of every month. 
2. The balance on the 20th of every month. 

As well as a hard copy invoice distributed at the beginning of each month, invoices for Out of 
School Care are also available on Procare. 

Payments may be made in the following ways: 
o E-transfer. 
o At the first-floor reception desk of the WFN Government Building, located at 515 

Highway 97 South (Westside Road and Highway 97), between the hours of 8:30 a.m. 
and 4:00 p.m.  The phone number is 250-769-4999. 

Arrears and Repayment Agreement 
Parents/guardians who have not paid their child’s monthly fees according to the payment 
schedule outlined under the Financial Policies and Procedures section, will be given a two-
week notice.  If the fees remain unpaid after the two weeks, your child will be suspended from 
Out of School Care and not allowed back into the program until proof of payment is obtained 
from Financial Services or until an arrears agreement is entered into with Financial Services 
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and the Out of School Care Program.  Any arrears agreement entered into by WFN will be for 
past arrears only and will not alter the regular payment schedule going forward.  Failure to 
comply with the regular payment schedule or the arrears agreement entered into may result 
in your child being disenrolled from Out of School Care and the space being given to a child on 
the wait list. 

Arrival and Departure Procedures 
Children must arrive at Out of School Care before the 10:00 a.m. cut-off on full days. 

Children attending Out of School Care are required to be signed in and out every day. By 
signing the sheets, parents/guardians confirm they have left their child at the program or 
picked their child up from the program which helps Out of School Care staff keep track of 
children coming to and leaving the program.  

Parents/guardians must come into the Out of School Care centre to pick up their child as 
children are not allowed to leave the program unless accompanied by an adult. Your child 
cannot be released into the custody of anyone not listed as a pick-up person on your child’s 
registration form.  

If you are unable to pick up your child, it is your responsibility to contact the 
emergency/alternate pick up contacts on your child’s registration form to arrange for them to 
pick up your child. The only exception to this is in the following situations: 
• You provide the Out of School Care Supervisor with written authorization for a scheduled 

pick-up of your child by an alternate person and provide their full name and physical 
description. 

• In case of an emergency, you notify Out of School Care staff as soon as possible to make 
alternate arrangements for pick-up. 

In either case, the alternate pick-up person must be at least nineteen (19) years of age.   Your 
child will not be released to siblings who are minors.  As well, alternate pick-up persons must 
present picture identification to Out of School Care staff before your child will be released into 
their custody.   

Late Pick-up Charges and Procedures 
Out of School Care values its employees and honors this by not requiring them to work 
overtime hours. 



 

 

8 
 

For any parents/guardians who have not arrived to pick up their child by 5:30 p.m., a charge of 
$3 per minute will apply.  Any late pick-up charges will be added to the parent’s/guardian’s 
invoice along with the date of the late pick-up. 

If a child is not picked up by the end of Out of School Care at 5:30 p.m., Out of School Care 
staff are required to comply with the following procedure: 
1. Contact the parent/guardian by calling or texting. 
2. Contact the emergency/alternate contacts on the child’s registration form. 
3. If a parent/guardian and other authorized pick-ups are unresponsive or can’t be reached 

by 5:45 p.m., Out of School Care staff are required to notify the Ministry of Child and 
Family Services (MCFD).  

For the protection of the child and in accordance with the Licensing Rules & Regulations, Out 
of School Care staff are not authorized to release a child to any person who exhibits, or who is 
under the influence of, intoxication from alcohol or drugs. Out of School Care staff are 
authorized under Licensing Rules & Regulations to notify necessary parties such as, but not 
limited to, MCFD or the Royal Canadian Mounted Police. 

Absences 
Parents/guardians must inform Out of School Care staff if their child will not be attending the 
program as children enrolled in Out of School Care are expected to be met and picked up by 
program staff in a designated pick-up spot each and every day.  If your child does not show up 
at the designated pick-up spot, the Out of School Care Supervisor will attempt to reach the 
parent/guardian.  If there is no response after two (2) attempts, Out of School Care staff will 
not be responsible for the whereabouts of the child. 

If a child is absent without notice, Out of School Care staff will communicate with caregivers to 
discuss the absence and expected return to Out of School Care. It is the responsibility of the 
caregiver to communicate with staff regarding their child’s absence.  

Withdrawal  
A two (2) week written notice must be provided to the Out of School Care Supervisor by 
parents/guardians wishing to withdraw their child from Out of School Care.  Failure to give 
notice will result in the parent/guardian being invoiced for the full monthly fee instead of half 
the monthly fee. 
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Parent/Guardian Responsibilities 
Parents/guardians must be available to be reached by Out of School Care staff at all times. If 
there are any changes to your phone number, address, or employment, parents/guardians 
must notify Out of School Care staff as soon as possible.  It is the responsibility of 
parents/guardians to keep their contact information up to date. 

Sick Child Policy  

To ensure the well-being of everyone in Out of School Care, parents/guardians are asked to 
pay attention to their child’s health and wellness and inform Out of School Care staff if their 
child is sick.  

In accordance with Child Care Licensing regulations, children enrolled in Out of School Care 
will not be able to attend the program if they experience or have any of the following 
symptoms: 
• A fever of 38*C or higher. 
• Vomiting or nausea. 
• Diarrhea, loose stool, or abdominal cramping. 
• Persistent coughing or sneezing. 
• Continuous runny nose (allergies MUST be indicated on registration). 
• Sore inflamed throat. 
• Infected or reddened eye. 
• Undiagnosed rash. 
• Discharge from eye(s). 
• Known communicable disease such as chicken pox, measles, pink eye. 
• Untreated lice. 
• Positive COVID test. 

If your child has a fever, they must be fever-free for at least twenty-four (24) hours before 
being accepted back into the program. 

If a child becomes sick while at Out of School Care, the child’s parent/guardian will be 
contacted and will be required to promptly pick up their child. 

If a child contracts a communicable illness such as, but not limited to, pink eye, chicken pox, 
measles, or COVID, parents/guardians are required to inform the Out of School Care 
Supervisor who will promptly notify the other parents/guardians in the program to watch for 
symptoms so the necessary precautions can be taken to limit the spread of the illness. 
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If a child contracts head lice, parents/guardians must inform the Out of School Care 
Supervisor, who will send out a notice to the other parents/guardians. Once your child has 
been treated and all nits (eggs) and/or lice are completely removed from your child’s head, 
only then will the child be allowed to return to the program. 

Medication 
If a child requires medication during program hours, the child’s parent/guardian must submit 
a completed Administration of Medication form at the time of registration.  Out of School 
Care staff do not provide children with over-the-counter medications, inhalers, or other 
medication unless it is recorded on the completed Administration of Medication form. 

Parents/guardians must provide Out of School Care staff with their child’s medication in a 
prescription bottle with all information located on the bottle.  The medication must not be 
packed in their child’s backpack as this can be easily accessible to other children in the 
program. Staff will store medication in a safe that is accessed only by those listed on the 
child’s care plan.  

Parents/guardians of children with anaphylaxis reactions must provide Out of School Care 
staff with an EpiPen.  

Personal Possessions 
Out of School Care is not responsible for the damage or loss of participants’ personal items 
including, but not limited to, special clothing, electronics, glasses, toys, money, backpack, or 
other school items. We encourage parents/guardians to not send precious, expensive, or 
loved items with their child to the program. 

Behavioural Concerns 
In accordance with Child Care Licensing Regulations, Out of School Care staff watch for 
patterns or unusual behaviours displayed by a child while under supervision in the program. 
When there is a concern of developmental delays or other risks that may require early 
intervention and prevention, staff will connect with the child’s parent/guardian and provide 
referrals to appropriate supports or services as needed. If a care plan is deemed necessary, 
staff will work in collaboration with the child’s parent/guardian and the recommended 
supports to create and implement a care plan.  

For the safety of all involved, the Out of School Care Supervisor has the authority to ask 
parents/Guardians, in writing, to remove their child from Out of School Care in the following 
situations:  
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• The issue cannot be corrected, and it becomes a health or safety risk to the child, other 
children, or Out of School Care staff.  

• The issue results in the required limit of children requiring special needs support to be 
exceeded.  

• All support resources have been exhausted, and the behavioural issues continue. 

Care Plans 
In a desire to support each family, Out of School Care staff do their best to work with any age-
development challenge that may become apparent. If, however, we are unable to 
accommodate your child’s challenges, we may request that you work with us to develop a 
care plan.  A care plan is a document that specifies any extra support your child may need 
while in Out of School Care to better enable them to develop socially, emotionally, physically, 
and intellectually, in a systematic, predictable manner.  It is used to guide Out of School Care 
staff in the delivery of learning assistance services and to help children discontinue 
unacceptable behaviour such as biting, kicking, scratching, or hitting. Parents/guardians who 
choose to decline this support may jeopardize their child’s enrollment in Out of School Care.  

The Out of School Care Supervisor reserves the right at any time to request that a child be 
withdrawn from the program due to behaviours that pose a risk to themselves, other children 
or staff. 

Respectful, Caring, and Safe Environment 
Westbank First Nation (WFN) believes in peaceful resolution to conflict, equality among 
individuals, and harmony within the community, all of which is integral to the traditional ways 
of the syilx people.  It is WFN’s expectation that all participants in Out of School Care 
exemplify this spirit, and that parents/Guardians do their best to support, contribute to, and 
maintain, this kind of positive atmosphere, thereby creating and maintaining a nurturing and 
flourishing environment for everyone to learn and grow in.    

Children and their family members are expected to: 
• Show respect to oneself, to staff, and to other children and family members. 
• Show respect for equipment, supplies, and the Out of School Care centre. 
• Refrain from the use of abusive or foul language. 

Field Trips 
Field trips serve to enrich children’s learning through fun and educational experiences.  In 
planning field trips, Out of School Care staff consider children’s ages, physical abilities, health 
information, and interests, and the time of year and weather conditions.  As part of this plan, 
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they are required to develop an emergency plan for any child with a life threatening allergy or 
other life threatening condition.   

Parents/guardians will be notified of field trips at least seven (7) days in advance and will be 
required to provide written permission for their child to participate.  Children must depart on 
field trips from the Out of School Care centre in order to participate.  No exceptions will be 
made to this rule. 

Children enrolled in Out of School Care must return to the Out of School Care centre after the 
field trip unless arrangements have been made with the Out of School Care Supervisor by the 
child’s parent/Guardian to pick up their child from the field trip location due to required 
medical attention or an emergency situation. 

Parents/guardians who will be participating in a field may bring a child who is not registered in 
Out of School Care with them as long as the following conditions apply: 

• The child travels to and from the field trip destination separately from children enrolled in 
Out of School Care. 

• The parent/guardian bringing the child has submitted written confirmation that they are 
wholly responsible for the child’s welfare while participating in the field trip, 
understanding that Out of School Care staff are in no way responsible for the child. 

Complete rules and regulations governing field trips can be found in Standard 2025-11 Out of 
School Care Field Trips (Standard 2025-11), a copy of which can be obtained from Out of 
School Care staff. 

Emergencies and Evacuations 
Administering First Aid or Lifesaving Medication 
All Out of School Care staff have their First Aid certification, and multiple first aid kits are 
taken to whatever sites are utilized by the program. If a child has been seriously hurt or is in 
an emergency situation during Out of School Care, Out of School Care staff may request the 
services of a WFN nurse. While on field trips, Out of School Care staff have protocols they are 
required to follow in the event of the need to administer lifesaving medication to a child.  Full 
details can be found in Standard 2025-11. 

Any costs incurred for emergency services are the sole responsibility of the parent/guardian. 

Missing Child 
Despite Out of School Care staff taking the safety of children entrusted to their care very 
seriously and planning activities in a manner that ensures maximum safety for the children, 
strict protocols are in place in the event that a child goes missing while participating in Out of 
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School Care.  These protocols can be viewed in Standard 2025-12 Out of School Care Missing 
Child, a copy of which can be obtained from Out of School Care staff.  

Emergency Closures  
In certain circumstances, such as those listed below, the Out of School Care centre may need 
to close to ensure proper health and safety standards.  
• Extended power outages.  
• Lack of running water. 
• Wildfires. 
• Extreme weather conditions. 
• Illness outbreak. 

In the event of closure, every effort will be made as soon as possible to notify families so 
alternative child care or pick-up arrangements can be made.  
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 OUT OF SCHOOL CARE 
 

PARENT/GUARDIAN ACKNOWLEDGEMENT 
 
 
I hereby acknowledge that I have read, understand, and agree to abide by, the contents of 
the Out of School Care Parent/Guardian Handbook, which is a summary of the policies and 
procedures of Out of School Care. 
 
Child’s Name:                          _______________________________________ 
 
Parent/Guardian Name:       _______________________________________ 
 
Parent/Guardian Signature: __________________________________________________ 
 
Parent/Guardian Name:       _______________________________________ 
 
Parent/Guardian Signature: __________________________________________________ 
 
Date Signed:                            _______________________________________ 
 
As the Out of School Care Supervisor, I hereby confirm that I have answered all 
questions pertaining to the contents of the Out of School Care Parent/Guardian 
Handbook or related governance instruments asked by the parent(s)/guardian(s) and 
have provided them with their own copy of the Out of School Care Parent/Guardian 
Handbook. 
 

Out of School Care Supervisor Name:  _______________________________________ 

Out of School Care Supervisor Signature: __________________________________________________ 

Date Signed:  _______________________________________ 
 


