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Welcome to the WE 
childcare team! 

Volunteers are an integral part of the 

early childhood programs at the 

Wellness Centre (WE).  Volunteers like 

you provide creative, fun, secure and 

comforting care for children of pre-

school age (newborns to five year olds). 

The policies and procedures in this 

guide apply to volunteers who care for children at the Take-a-Break Drop-In and 

Travellin’ Toddler Time programs, as well as the Get Ready for Kindergarten workshop. 

Program Objectives: Our early childhood programs focus on disease prevention and 

health promotion for English-speaking families with young children. We offer parents 

respite (time off) from the daily stresses of parenting and give them a chance to exchange 

with other parents from the community while their children are being cared for by trained 

volunteers. Parents have a chance to build informal support networks which reduces 

feelings of social and cultural isolation. Parents also have access to useful information 

that help to strengthen the parent-child bond.   

Who we serve:  The English-speaking population of Quebec City numbers about 15,000, 

or two percent of the region’s population. Some English-speakers were born here, while 

others moved here from other places. In fact, 25% of the local English-speaking 

community is renewed every five years by newcomers. Upon arrival, their skills in French 

may be limited, so access to health and social services in English is vital to their well-

being.  

 

Local English-speakers may also feel alone, especially young families far away from their 

usual support networks.  Your involvement as a caring volunteer helps foster a sense of 

belonging and community, which is so important to physical and mental well-being.   

Practical Information 

Location: Take a Break and the Get Ready for Kindergarten workshop take place on the 

main floor of the WE in the Jeffery Hale Pavilion. Children 18 months and older are 

cared for in the multipurpose room while babies may stay with their parents in the 

boardroom. Travelin’ Toddler Time takes place in the Kildare lounge at St. Brigid’s 

Home. 

Parking: Free parking is available in the hospital parking lot for volunteers on duty.  You 

can obtain a free yellow parking ticket from our person in charge of the program or the 

receptionist. When at Saint Brigid’s Home, you must ask the receptionist for a free 

parking pass to place in the dashboard of your car while parked there.   
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When you leave the parking lot after your visit, insert the white ticket in machine first, 

and then the yellow one. 

Personal items: You can put your coats and boots in the closet by the doorway to the 

multipurpose room or the cupboard next to the photocopier in the hallway. When 

volunteering for Travelin’ Toddler Time at Saint Brigid’s Home, you may hang your coat 

in the closet adjacent to the Kildare lounge. We are not responsible for lost or stolen 

items, so please keep your valuables with you at all times. 

Washrooms: Washrooms are located just outside the multipurpose room or the Kildare 

lounge.  

Nametags: Volunteers working with young children must wear their nametags at all 

times. Children wear nametags when they are in the multipurpose room with their name 

written in blue marker. Their parent’s name is written at the bottom of the tag in red. Any 

known food allergies will be indicated on the child’s allergy alert tag. Please return all 

nametags to the registration area (at the entrance of the multipurpose room) at the end of 

each session.  

Policies 

Confidentiality: As a volunteer member of the team, you 

will likely learn details about the personal lives of clients. 

 You must keep this information confidential. 

 “Confidential” means that you must not reveal clients’ 

names or talk about them to anyone else in ways that 

could make their identity known to others.   

 

Confidentiality is a core value in providing safe and 

ethical health and social services. Our board of directors, 

staff and clients are counting on you as a volunteer to 

respect to this rule.  Respecting confidentiality also helps protect you from any personal 

liability.  Failure to comply may lead to dismissal from your volunteer duties.  

 

For confidentiality reasons, only employees are allowed behind the reception counter. If 

you wish to speak with a staff member whose office is behind the counter, please ask the 

receptionist. 

Breastfeeding-friendly zone: The WE is a breastfeeding-friendly place that encourages 

and promotes this healthy and natural way of nourishing infants and children. You may 

see mothers openly nursing their babies on our premises. Please give them the respect, 

support and privacy they require. If a mother should request a private place to breastfeed, 

please refer her to the receptionist. 

Correcting child behaviour: We do not tolerate any form of physical violence at any 

time by anyone, including hitting, spanking, pushing, shaking, pinching, biting, grabbing, 

or slapping. If a child acts out this way, please leave the room to consult the person in 
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charge of the program (see section General Childcare Tips for how to react to certain 

behaviours). 

 Do not humiliate or degrade a child whether physically or verbally through sarcasm, 

insults, taunting, or teasing. Do not confine or lock a child in any room, or leave 

them alone.   

 Do not deprive a child of their basic need for food, liquid, clothing, shelter, or 

bedding.  Do not withhold food, or threaten to withhold it, at snack time. Always 

make water or juice easily available.  

 Do not punish or reprimand a child in any way for failing to use the toilet. 

 If you witness the mistreatment of any child, it is your legal responsibility to tell the 

person in charge of the program right away. 

 

Concerns about parenting styles:  It is important that parents do not feel judged when 

they come in for activities and services. We are better able to help parents when they feel 

supported. Please do not discuss concerns about parents or their parenting skills with your 

fellow volunteers or in front of other parents. 

 

Sometimes a parent that appears impatient is a parent who is really tired.  That parent 

needs us more than ever to take care of their child so they can take a break, recharge their 

batteries and enjoy their children again.  That is why the service you provide is so 

important because it makes a huge difference in most of the parents’ lives. Always talk to 

the person in charge of the program if you have a concern, especially if you suspect abuse 

(see next section Reporting Suspected Child Abuse). 

 

Reporting suspected child abuse: If you suspect child abuse, the idea of reporting it may 

frighten or worry you.  You may feel unsure of what to do, how to react, what the parents 

will say, and even if you were really right to suspect abuse in the first place.  You must 

put the child’s welfare ahead of all your doubts.  If you do not report your concerns, the 

child may be at further risk and the abuse could get worse. Above all, the child needs to 

be protected and the abusive adult needs help.  

 

Unless the situation is life-threatening, please talk to the person in charge of the program 

in private, away from parents, children and volunteers. Please be reassured that the WE 

staff takes your concerns seriously. Due to confidential nature, however, will not be able 

to inform you of follow-up interventions.  

Safety and Sanitation 

Constant supervision: Ensure that all areas of the 

room are properly supervised. When working with 

one child or a small group also be aware of other 

areas of the room.  

Doors: Ensure that the child safety gate is installed 

and stays shut during Take-a-Break. Please keep the 
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kitchen door and all the other doors to the room closed at all times.  If you notice that a 

door has been left open, please close it. Watch out for little fingers as you do, and make 

sure that all of the children are present and accounted for.   

Dress code: To avoid harm, please do not wear necklaces and earrings or rings that young 

children may be tempted to pull and break. We also recommend that you tie your hair 

back when working with children. 

Accidents: The physical safety and well-being of each child always comes first.  Be sure 

that the children in your care are safe.  Take an active role in ensuring children's safety, 

keep a look out for unsafe equipment or actions. If an accident does happen, be 

sympathetic, but not overly anxious. Report any safety concerns or accidents to the person 

in charge of the program right away.  S/he will inform the parent and write up an 

Accident Report. Serious injuries may be treated at the Jeffery Hale Hospital Emergency 

Room. 

Biting: If a child is bitten by another child, put a cold compress on the bite. Use the small 

ice pack inside the freezer door in kitchen wrapped in a towel. If the bite is on the hand, 

run the hand under cold water. Please tell the person in charge of the program so she can 

inform the parent. 

Burns: Do not bring coffee or other hot drinks into the room with the children. 

Choking: Watch for children picking up small items and putting them into their mouths. 

Check any child who appears to have something in their mouth at any time other than a 

snack. If the child shows signs of distress (not breathing, eyes bulging, lips turning blue) 

get the person in charge of the program immediately. 

Electrical Outlets: Insert the outlet covers provided and make sure they stay in at all 

times. If any are missing, please tell the person in charge of the program.  

Washroom: If a child needs to use the washroom, ask them to wait in the room, advise a 

fellow volunteer that you are leaving for a moment and go get the parent. Only parents 

can assist their child in toileting.  

Leaving the Room: If you have to leave the room, even if only for a short time, it is best 

to let one of the other volunteers know first. This is for the children’s safety, because if 

one adult is out of the room, the other adult in the room needs to know that they have 

twice as many children to watch. 

Allergies: Parents must notify staff and volunteers if their child has any known allergies. 

For Take-A-Break activities they must fill in our Allergy Alert form which is then kept in 

the Allergy Alert Binder in the Parent’s area. The allergy should also be clearly indicated 

on the allergy alert tag attached to the child’s name tag. Parents must tell staff or 

volunteers if their child should not eat the snack that is provided: unsweetened apple juice 

and peanut-free Bear Paw cookies.  

Snack Time Safety: Before snack time, know which children have food allergies and 

ensure they are able to eat the snack provided. Do not offer any foods other than the Bear 

Paw cookies unless it is a special snack that their parent brought. Make sure that children 
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are sitting before serving them. Discourage them from walking or running with food or 

drinks. Give only half a Bear Paw snack at a time. Fill cups with juice half way.  

Toy Carts: When room set up is done, please return the toy carts to the storage area, 

where they can’t get knocked over. When the activity is over, retrieve the cart, load the 

toys and then bring it back to the storage room. Children may not go with you when you 

put the carts away.   

Toys on the Floor: If you see toys on the floor that the children are not playing with, 

please tidy them up to prevent accidents.  Also, in the event of fire, keeping a clear path 

to the door is best for everyone’s safety.  Be sure the right toys stay in the area intended 

for each age group. Do not bring toys from the children’s room into the parents’ space in 

the boardroom or vice versa.  

Liquids on the Floor: To avoid falls, please wipe up any water or other liquids from the 

floor. There are paper towels in the kitchen.  

 

Preventing the Spread of Germs: Set aside any toy that has gone into a child’s mouth, 

then disinfect it with hydrogen peroxide wipes. If you see a soother or a feeding bottle on 

the floor, please pick it up and rinse it under water.  Then put the bottle or soother back in 

the child's bag or in a safe spot.  

 

An estimated 80 percent of infectious diseases are transmitted through our hands. Young 

children are particularly vulnerable to infectious diseases. Even if your hands look clean, 

they can still carry germs picked up in any number of ways. With a bit of “wet, lather, 

rinse and dry,” we can all do our part to prevent the spread of infections. 

 

Here are some basic tips to help prevent the spread of germs:  

 Wash your hands when you arrive at the WE in the 

morning and again after setting up for the activity. 

 Wash your hands before preparing or serving food. 

 Have children wash their hands with antibacterial soap 

before snack time. 

 If a child spits up on the floor, use gloves and paper 

towels to wipe up, then disinfectant the area with 

hydrogen peroxide wipes. 

 Use new tissue for each child when wiping noses. 

 Wash your hands after wiping noses or spit-up, etc. 

 If you feel ill, please stay home and let the person in charge of the program know.  
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Tips for Respectful Childcare  

Our basic approach to behavior management is one 

of respect for the child.   

 Be a role model and follow your own rules to 

encourage children to do the same.  

 Use a quiet, calm manner.  Go over to the child 

rather than shouting across the room.  

 Remember to introduce yourself. Lean in toward 

the child to show your interest. 

 Give the child plenty of time to answer. Be an 

active listener. Get down to their eye level by 

squatting or sitting on a chair to talk. Use eye contact to convey your own interest and 

positive energy.  Smile and find humour in the situation when you can.  

 Use simple, direct and positive statements. Avoid, “You have to...” or “You can’t…”.  

Instead, try, “If you …, then I can...”, “Let's try it this way”, or, “Here is what you can 

do”. For example, instead of saying “Don't throw playdough on the floor”, say, “The 

playdough belongs on the table”. 

 Give choices only when you are willing to accept the child's decision. “It is time to go 

in for a story now”, gives less choice than, “Do you want to go in for story now?” 

 Try not to interrupt a child who is deeply involved with an activity.  Give warning if a 

change in plan is coming. Some children need time to let go of an activity or before 

starting a new one.  

 Encourage children to play together and seek help from friends, instead of depending 

only on the adults in the room. It is okay to simply supervise from afar if the children 

are involved in peaceful play together. 

 Support children in solving problems rather than solving problems for them. Ask 

them for their ideas in conflicts and help them listen to each other in working out 

solutions. For example, “Sara and Mat want to sit in the same chair, what we can do?” 

 It is important that children don’t behave in a way that is harmful to themselves or 

others. In this situation, set limits clearly and consistently, and persist until the child 

responds.  If need be, remove the child gently but firmly and give the reason for your 

action in plain terms, such as, "I cannot let you kick (hit, bite) Tommy."   

 A child has a right to feel angry or frustrated. Acknowledge their feelings and help 

find acceptable ways of dealing them. For example, “I think you are feeling angry, 

Johnny.  How about hitting this pillow?” 

 Praise a child who is acting the way you want the others to act, such as, “Sam, you're 

sitting quietly, it’s nice to see,” or, “When everyone is sitting down like you, Robbie, 

we will get started” or, “Suzy, you put up your hand, so I'll ask you a question.”  

 When a child is helpful, point it out with praise and thanks.  Encourage each child to 

do things for themselves, but don’t always insist on it, especially at the end of the 

activity when they might be tired.  
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Playtime is Learning Time 

As a volunteer, you help create a safe, caring setting 

in which children can gain new skills, because 

playtime is also learning time. We have chosen 

activities that develop children’s psychomotor skills. 

Do a craft, dress up in costume, read a story, toss a 

ball back and forth, dance to music, color a picture. 

Have fun together!  

Playdough: Playdough can help a shy or new child 

adjust to the play area. Using playdough is also a good way to get to know a child by 

sitting, talking and observing what they make. Playdough can be soothing to a child who 

needs to "let off steam" because they can pound or hit it. Some enjoy squishing, pushing 

and pulling it before actually getting around to making something.  

Playdough gives children a chance to learn about sharing because it can be divided up. 

You can talk about colour, and mixing colours, or about texture, weight, shapes and 

objects (like cookies, pies, or snakes). A child may put playdough in their mouth. If this 

happens, do not mix it with the rest, please throw it away. 

Music: Children love to sing songs and nursery rhymes (like the Itsy Bitsy Spider) and 

often respond by moving around. By clapping to the beat, they gain a sense of rhythm and 

timing. 

Crafts: Art helps children express their feelings. Children also learn the names of 

colours, shapes, letters and other objects when drawing or colouring. Help them sign their 

name to their project so they can give it to their mom or dad at the end of the session.  

Blocks: Playing with blocks develops basic concepts in math and science, like numbers, 

height and length. Building houses, roads and cities with blocks also builds imagination. 

Dramatic Play: Dramatic play often takes place in the doll house or housekeeping area. 

Children get to "play out" real life situations, such as serving tea or baking cookies. Let 

boys and girls do whatever activity they enjoy, rather than pushing traditional gender 

roles. Dress-up clothes, costumes and puppets allow children to act out their stresses. A 

child may be able to express something in costume or through a puppet that they could 

not say directly. 

Puzzles and Games: They help children develop fine-motor skills, including eye-hand 

coordination and the ability to match shapes and colors. 

Books: Reading offers a cozy, comforting time together. Books help prepare a child for 

coming events, such as a new baby in the family or going to the dentist. Even just looking 

at the pictures helps develop pre-reading skills. 
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Holding a Baby    

Be calm and confident when picking up a baby, so that 

they are relaxed when you connect with them. A baby's 

head is the heaviest part of their body, so you will need to 

hold their head gently with one hand, which will also 

support their neck. The following holding styles may be 

helpful. 

 

Cradle hold: Support the baby’s head and neck in the 

crook of your arm, while your other hand supports their 

bottom. This is a natural and easy position.  

 

Belly hold: Face the baby downwards and support their 

chest with your arm. Rest your other hand on their back. This hold can help calm a fussy 

baby. 

 

Snuggle hold: Support the baby's head with one hand as their head rests on your shoulder 

or against your chest. Use your right hand to scoop up the baby's bottom. The baby will 

be soothed by the sound of your heartbeat. 

 

Forward-facing hold: When the child is old enough to support their own head, hold 

them with their back against your chest and your hand under their bottom.  

All about Separation Anxiety 

We believe that each child needs to feel happy, safe 

and secure to grow to their full potential.  Therefore, 

parents are always welcome to come into the 

Children's space in the multipurpose room. We do, 

however, discourage toddlers over the age of 18 

months from going into the Parents’ space.  After all, 

the whole point of the Take-a-Break is to give parents 

some time off. 

Being apart can lead to separation anxiety, so it helps to understand what that means. In 

their first year of life, the center of a child’s world is their parents, especially their mother. 

Young children have no concept of time. They do not understand that when their parents 

leave, they will come back again. They know their parents are gone, but cannot keep an 

image of them in mind so as to calmly await their return.   

When a baby or toddler enters a new, busy and noisy place for the first time, they 

probably won’t feel at ease. It also means they have to accept care from adults who they 

do not yet know and trust. Their insecurity may grow when their parent starts to leave, so 

they may cling on even more strongly.  

All this clinging and crying is hard on everyone, including parents. By being very clear 

and honest about each departure, parents will build trust in their little ones. If a child 
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senses that a parent is reluctant to leave because of their own anxiety, this will add to the 

child’s distress and make it harder for them to trust other people. 

Tips for happy goodbyes  

 Remember to greet both: the parent and child. Get down to the child's level and make 

eye contact when you introduce yourself. Ask the child to repeat your name, if they 

can, so they know who to depend on. 

 Usually, parents know how their children will react. Let the parent advise you as to 

the best way to handle their child's anxiety. If the parent appears unsure, suggest that 

they stay for a while until the child gets used to you and the others.  

 Try to engage the child in an activity.  When the child starts getting a bit involved, 

suggest to the parent that they reassure their child by telling them that they will come 

back to check on them soon, and then to say goodbye and go with confidence. 

 Reassure the parent you will come to get them if you cannot console their child, but 

that you will try to wait for the distress to pass.  

 If the distress does not get better and the child still wants their parent, a volunteer 

will stay with the child in the multipurpose room while another volunteer goes to get 

their parent. 

 If you and the parent feel discouraged by the clinging and crying, remember that 

tears are okay because they are a healthy expression of the process of letting go.  

Also, separation is a process that takes time and is different for every child.  It could 

take one week for one child, or four weeks for another. We have noticed that it 

generally gets a little easier each time. 
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Annexe 1: The Take-A-Break Drop In 

Setting up the Children’s Space (multipurpose room) 

 

 Unload toys from carts and place around room as per diagram.   

 Place coloured mats on floor. 

 Set up tables and chairs. 

 Set up the tent and tunnel. 

 Set up playdough and crafts (materials are in locked cupboard, so ask the person in 

charge of the program for the key). 

 Prepare children’s snack: set out 6 to 10 plastic cups, cut 5 to 10 Bear Paw cookies in 

half and place on small platter, and cover with plastic wrap.  

 At the beginning and end of every session, disinfect the potty chair and changing table 

in the bathroom with hydrogen peroxide wipes; please wear gloves. 

 Select a variety of children’s CD’s from the cupboard and put on music. Keep the 

volume low enough that it does not disrupt conversation. 

 Put the empty toy carts in the storage area and not in the hall (we must keep the 

hallway to the emergency exit clear). 

 Install the gate in the doorway and ensure that the other doors are kept closed at all 

times, including the door to the kitchen. 
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Setting up the Parents’ Space (boardroom) 

 

 Ensure that all but 2 tables have been removed from the boardroom. Fold the big 

tables should and put them at the back of the room near the TV and in the adjoining 

storage room. 

 Set the chairs in a large circle around the room. 

 Place four mats on the floor in the middle of the circle. These mats are kept in the 

storage room beside the boardroom.  

 Ensure that the coat rack is readily accessible in the adjoining room; allow lots of 

room for strollers, etc.  

 Disinfect the mats using hydrogen peroxide wipes, please wear gloves when using 

this product. 

 Ensure that the baby toy cart is placed in the boardroom. Place a few baby blankets on 

the mats along with two or three baby toys. 
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A typical Take-a-Break for volunteers 

 

Arrival: Volunteers report to the person in charge of the program in the Child’s space 

(multipurpose room) at 9:15. Families arrive around 9:30 a.m. on Take-a-Break day. One 

volunteer welcomes them at the entrance and points them to the coat and stroller storage.  

Sign in: Volunteers sign in and note the number of hours of time worked at the 

registration area (entrance to multipurpose room). Remind all parents to sign in and get 

their name tags in the Parents’ space (boardroom). Name tags are filed by first letter of 

Mom or Dad’s first name. Blank name tags are available. 

When a family is attending for the first time, ask them to write their phone number and 

email address on the sign-in sheet, then let the person in charge of the program in the 

Parent’s space know about the new arrival. If the child has any known allergies parents 

must complete an Allergy Alert form.  

Guest Speakers: Parents regularly enjoy listening to guest speakers in the Parents’ space.  

You will usually find the person in charge of the program in the Parents’ space. 

Snack time: Give the children their snack in the multipurpose room at around 10:30 a.m.  

Wash your hands well first and check each child’s name tag to ensure that those with 

allergies do not get foods that could harm them. Ask the children to come and sit on the 

colored mats. Give each child a moist wipe to clean their hands. Give everyone some 

juice (fill cup halfway) and half a Bear Paw cookie. You are welcome to enjoy a snack 

with the children too.  

After snack time, load the juice cups into the dishwasher and start the machine by closing 

the door. Children are not allowed in the kitchen, so remember to keep the kitchen door 

shut at all times.  

Storytime: Storytime comes next. Everyone sits in a circle while a volunteer reads a 

story. There are variety of books available and others can be found on the lending library 

cart in the boardroom. The lending library cart is provided by the Quebec City Reading 

Council and their volunteers. Families are also welcome to borrow books from the cart. 

Clean-Up and Goodbye: Around 11:10 a.m., begin to pick up the toys and start cleaning 

up. Children enjoy helping. They can gather toys and return them to their baskets on the 

big carts. Take down the small tables and stack the chairs. Put unused craft materials on 

the side counter while everything else is returned to the cupboard. Return books to the 

lending library cart.  

Parents will come for their children at 11:30 a.m.  After the families have gone, bring 

back the snack cart from the boardroom and put everything away. Sweep the floor in the 

multipurpose room, load and unload the dishwasher, and store the small tables, chairs and 

mats in the storage room. Disinfect the babies’ toys with hydrogen peroxide wipes before 

returning the carts to the storage room. Please return the key to the person in charge of the 

program when finished. 

THANK YOU! 
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Annexe 2: Travellin’ Toddler Time 

 

Travellin’ Toddler Time takes place at different locations in Quebec City. Our partners 

host this activity at their locations and some require special considerations from you as a 

volunteer.  

 

The residents of Saint Brigid’s Home welcome us into their home for this activity so that 

children ages 2 to 5 have a chance to interact with seniors. To ensure everyone’s safety 

and well-being, please help children respect this basic etiquette each time they visit. 

 

Please… 

 

 Respect the seniors’ need for peace and quiet – no running or loud voices. Help 

children stay calm while you wait for others to arrive, try reading a story together.  

 Keep the floors clear of coats, boots, toys and other items that might cause 

someone to trip and fall.  

 Hot beverages are NOT allowed. 

 Leave the chairs free for residents and breastfeeding mothers only. Parents and 

children are asked to sit on the floor for story and song time.  

 Sing along and follow the activities too; this encourages children to mimic you. 

 Ensure that children do not all sit at the same craft table to allow the children and 

seniors to get to know one another better. 

 After they have finished their snack, gather children for the “closing circle” time.  

 Give a warm thanks and a smile to the residents and staff before leaving. 

 

WE LOOK FORWARD TO MANY HAPPY TIMES TOGETHER. THANK YOU!   

 
 


