
Pierre Elliott Trudeau Elementary School Daycare 
 
 

The Western Quebec School Board offers Daycare Services to its students in schools where the 

demand warrants such a service.  These services are offered before and after classes each school 

day.  Daycare is also available on scheduled P.D. Days (teacher professional development days) 

throughout the school year. 

 

Our primary aim is to provide a quality daycare program for our students and a service for the 

parents who require daycare services outside school hours.  Our program includes a homework 

period, physical activities, cultural experiences and socialization. 

 

Here is an outlook on the services offered to you. 
 

Hours of Operation:  we have 3 scheduled periods in our work day. 

 

 Morning:       7:00 a.m. to 8:00 a.m. 
 Lunch Period:    12:00 p.m. to 12:50 p.m.   
 After School:      2:30 p.m. to 5:30 p.m. 
 Professional Development Days:   7:00 a.m. to 5:30 p.m. 
 

Please note that the daycare opens at 7:00 a.m. and since there is no supervision before 7:00 a.m. 

children must not be left at the school before this time.  Yard Supervision begins at 7:45 a.m. and 

all students will be directed to the yard at that time.  We also ask that parents are prompt in 

picking up their children at the end of the day.  Our program closes at 5:30 p.m.  

 

Policy on Attendance 
 

Attendance is one of the most important functions of the daycare routine.  Staff is required to 

take attendance daily and ensure that all students are in daycare.   Students registered for 3 or 4 

days must register for set days (i.e. Monday, Wednesday, Friday).  This is still considered a full-

time registration.  Please remind your children on a daily basis of any changes in schedule and 

routine and to hand in all pertinent notes.  Students registered 5 days per week, no longer have 

access to an afternoon bus. 

 

Parents are asked to call the daycare by 9:00 a.m., (819) 777-8600 ext. 4, if your child will be 

absent from daycare that day.  You may leave messages on the daycare answering machine as 

they are checked regularly.  Any child on the attendance list that is absent will be followed-up by 

the daycare staff. 

 

Classroom teachers are given a list of students in their class that are to be present at daycare.  

The lists are kept up-to-date and changes are made as required.  

 

Parents are required to communicate exclusively with the daycare at 819 777-8600 ext. 4.  To 

ensure the safety of all of our students, we ask that parents communicate any changes in routine 

directly with daycare.  The office will no longer take messages or answer questions pertaining to 

daycare.  This will eliminate any confusion and guarantee that all messages will be received by 

the daycare and passed on to the relevant persons involved.  We ask for your full cooperation in 

keeping daycare staff up-to-date regarding your child’s schedule and routine. 



 

Accidents 
 

Parents will be notified at once.  If we cannot get in touch with a parent, the emergency number 

will be called.  If the accident is severe and the Daycare feels that the child should receive 

immediate medical attention, arrangements will be made to take the child to the local Medical 

Clinic or hospital and will inform the parent or emergency contact to meet the staff member.  

Should an ambulance be required, it will be the parent’s responsibility to defray the cost. 

 

Parents should note that the only health and accident insurance, which applies to the students, is 

the normal coverage under the Québec Health Insurance Plan.  The School Board does not carry 

additional coverage for injuries or illness which occur in Daycare, and which could lead to 

ambulance transportation, dental care or any other expenses not covered by Québec Medicare.  

Parents should ensure that they carry coverage against these eventualities.  

 

Health and Medication 
 

The Daycare CANNOT KEEP ANY CHILD THAT IS SICK.  Parents must make sure that in 

case of emergency, someone can come get him/her as soon as possible after being notified of the 

circumstances. 

 

The Daycare has a first aid kit for minor injuries.  No medication prescribed will be administered 

without parent’s written permission.  If a child requires medication, a doctor must prescribe it.  

The prescription or copy must be presented to the Daycare.  Parents must bring medication to the 

Daycare.  A child cannot carry medication. 

 

It is also very important that the parent inform the Daycare Technician of any serious health 

problems: allergies, diabetes, asthma, migraines, etc.  In case of prolonged sickness and illness, 

parents must notify the daycare. 

 

Emergency 
 

Parents are responsible for ensuring that the Daycare has up-to-date names and telephone 

numbers of people who will be available should an emergency situation arise and parents cannot 

be reached.  It is extremely important that parents share this information with their child(ren). 

 

School Closing 
 

In case of early school closure due to an emergency (ice storm, lack of electricity or heat), the 

Daycare will also be closed.  It is absolutely essential that parents inform their child(ren) where 

to go if the parents are not at home.  Please note, that once parents have been informed that the 

school is closing, it is their responsibility to ensure that their child(ren) is picked up by the time 

the school closes or has made alternative arrangements i.e. the student goes home on the bus or 

to a predetermined safe haven. 

 

 

 



Children’s Responsibility 
 

Respect adults, the children and the environment.  Play safely and respect the Daycare rules and 

regulations.  The children are not to circulate in the school without authorization from the 

educators. 

 

Children are responsible to bring all their belongings to the daycare.  Children are not allowed to 

go back to the classroom after the end of the regular school day. 

 

Parents are advised that expensive and highly sought after toys need to be kept at home.  Daycare 

cannot be responsible for loss of toys.  Additionally, children tend to quarrel over toys.  The 

daycare has a lot of toys, games and equipment that are bought for the daycare.  Please have your 

children keep their toys at home. 

 

Leave all toys or personal belongings at home, (things that don’t concern school or daycare).  If a 

child does bring personal belongings to school, the daycare is not responsible to replace anything 

that is lost or stolen. 

 

Children Experiencing Difficulties 
 

In the case that the child is experiencing difficulties at the Daycare, the Daycare Technician will 

inform the parents verbally, at this time, the staff will work in collaboration with the parents in 

an attempt to resolve the situation.  However, if the problem persists, a written letter of the 

situation will be sent home to parents. 

 

However, if after the written notice the misbehavior continues, and no improvement is noted, the 

Daycare Technician will inform the Principal, who will take the necessary measures to rectify 

the situation. 

 

Daycare’s Responsibility 
 

Communicate with the parents and take attendance on a daily basis. 

 

Issue receipts, for cash payments.  Issue an annual income tax receipt when required by 

government law. 

 

Follow the rules concerning medication and emergencies.  Respect the parent’s opinions 

concerning their child(ren). 

 

Provide a safe and happy environment. 

 
 
 
 
 
 
 

 



Parent’s Responsibility 
 

The Daycare is responsible for your child(ren) from the moment he/she arrives at the Daycare 

until he/she leaves.  Children can only leave with his/her parents or an authorized person. 

 

To ensure that daycare attendance sheets are up-to-date, parents are required to both sign-

in and sign-out their child(ren).  This procedure is very important and must be respected 

by all parents. 

 

Children, who are not going to attend the Daycare for whatever reason, must have a written letter 

authorizing them to take the bus (students registered 5 days a week in daycare no longer have 

access to a bus), to wait for their parents or to walk home.  A letter must be given to both the 

teacher and Daycare Technician. 

 

In the event that an emergency should occur and a parent finds it impossible to pick up their 

child(ren), they must notify the Daycare and designate another person to come to get them.  This 

person must identify him/herself to a member of the Daycare.  He/She must be one of the 

persons who are registered on the registration form, otherwise, a written note should be 

forwarded ahead of time to Daycare staff. 

 

Parents are required to pick up their child(ren) immediately from daycare and are not to 

circulate in the school or to return to a child’s classroom. 
 

Read the rules and regulations. 

 

Fill out the registration and emergency forms. 

 

If your child attends Pierre Elliott Trudeau Elementary School and will be absent from school 

and/or Daycare, please call at 819 777-8600 ext. 4. 

 

Notify, in writing, to the Daycare Technician of any change concerning the person authorized for 

picking up a child. 

 

Pay on a regular basis, respect the schedule at all times and update changes in information. 

 



Policy on Daycare Fees 
 

The fee for children registered full-time, which is any child registered for three to five days, is 

$8.15 per day and $16.15 for Professional Development Days.  Registration for morning only is 

$3.00.  Payments of fees are due every Friday for the week that has ended.  The daycare fees 

must be paid in full for the week ending before the student can be automatically enrolled in the 

program the following week.  In the case of weekly-unpaid fees, the program is automatically 

cancelled until fees are paid in full.  If a waiting list has been created due to an increase in ratio 

and the hiring of new staff is required, any parent that loses daycare privileges due to unpaid fees 

will have their name added to the bottom of the waiting list and their subsidized spot will be 

given to the first student on the waiting list. 

 

Cheques are no longer accepted by daycare.  For your convenience, we now have an interac 

machine and we will, of course, give receipts for cash payments.   

 

If a parent is late picking up his/her child(ren), an additional $5.00 per minute/per child will 

be added to the weekly bill as approved by our Governing Board. 

  

If your child gives payment, it must be in a sealed envelope with his/her name on it, addressed to 

Pierre Elliott Trudeau Daycare.  Cash payments are accepted and you will be given a receipt 

stating that we have indeed received your money. 

 

You are required to keep and/or provide your receipt as proof of payment, if ever requested.  

This measure is taken for security reasons only (i.e. if something happens to our financial 

records).  Please make sure to always obtain one before leaving the Daycare. 

 

Regardless if your child attends or misses during the week, you must still pay the full Daycare 

fee – including Professional Development Days.  However, you do not pay for Statutory 

Holidays. 

 

When a child(ren) does not attend Daycare for the following reasons such as vacation, trips, etc., 

you must still pay the Daycare fee for this period of time.  In the misfortune of a long-term 

sickness or hospitalization of a child, the first week must still be paid. 

 

This year, the regulars at $8.15 / day will receive receipts for Federal Income Tax purposes 

only.  Receipts will be issued at the end of February. 

 



Administrative Rules 
 

Parents must fill out a registration form.  The Daycare will not accept any registration of a 

child(ren) who has an unpaid balance on an account from the previous school year.  He/She will 

not be permitted as long as the sum has not been cleared.  Parents are to notify the daycare of any 

changes in address, telephone numbers, new emergency contacts etc. 

 

Students registered as full-time will now no longer have access to afternoon buses.  Parents must 

pick up their children from the office at the end of the day and notify the daycare of any early 

pick-ups. 

 

Children will only be allowed phone privileges in an extreme emergency. 

 

A notice of two weeks must be given if your child(ren) is/are to leave the Daycare before the end 

of the school year. 

 

If you have any questions or concerns, please do not hesitate to contact Nancy Laroche, Daycare 

Technician at 819 777-8600 ext. 4 or by e-mail at nlaroche@wqsb.qc.ca. 
 

mailto:nlaroche@wqsb.qc.ca

